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1. Getting Started

e Sap R/3 systems are client systems. The client enables you to run several
business operations at the same time in one SAP R/3 system.

e Clientis, in organizational terms, an independent unit in the system.
Clients have their own data environment and therefore their own user
master and transaction data, assigned user master records and chart off
accounts and specific customizing parameters.

e So that you log on to SAP R/3 system, you must have a master record
created for you for corresponding client. For reasons of access protection,
you must enter a password when you log onto the sap system. The
system does not display the password you enter.

e SAP R/3 system is available in several languages. Use the language input
field to select the logon language for each session.

||:Dgser Systermn  Help Qw
| & Ba0 €60 CHE nnon BRI B
SAP

Client 4008

User |
Paseword | |rrrrrrerias

Language

You can place your
own text on the initial
screen

[ I [s000 Bl emoas [ns [ [ 7

o
W SAF Logan 640 SAP ["23 saP Library - Getting ... VA 4 e N 1525 PM
.
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1.1 Elements of the screen layout

Command Field: Use command field (hidden as default) to go to
applications directly by entering the transaction code.

Standard Tool Bar: the push buttons in the standard tool bar are found
on every screen in an SAP R/3 system. Any push buttons that cannot be
used in a particular application are grayed out. If you place your cursor on
a push button for a while the system displays a quick info text that
explains the push button function.

The Application Tool bar: shows which functions are available in the
current application.

A Tab page: provides a clearer overview of several information screens
Status bar: the status bar displays information on the current system
status, for example. Warning or error messages

Menu bar: the menus shown here depend on which application you are
working in.

Title bar: the title bar displays the functions that are available for the user.
Checkboxes: checkboxes enable you to select several options
simultaneously within a group.

Radio Buttons: allow you to choose exactly one item form a selection.

The below shown screen gives you a detail explanation.
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|E7 1 &

User Edit Goto System  Help

Menu bar
Ll | s E‘

|@ | v 2 JBIQae| SN ok <—| standard toolbar
Maintain User Pxafile <«— Title bar
el Fesald comman <—— Aonlication
User 5_FREEJO
LastChanged On  [5_BASIS |[23.03. 2007 | {omenEl _Statuc
- Tab Paae
MY Detauts | Parametars
Parzan -
Tl | B Input Fields
Last name S_FREEJO —1 Check boxes
First name | Radio
Acadamic Title |
Format S_FREEJO
Function
Department L |
Roarn Nurnber | Floor | | Building =

Communication

Language g | Other cornmunication.. |
Telephone Eitension | | E2
Mohile Phone E
Fai —| Extension |—| E
E-Mail | &
Camm. Meth I—Q|
| Assign other company address... | | Assign new company address. . |
Campany —
[NTPC Ltd. / ¢ [#] | = Status

b[sus B erpgas [Ins| [/

=2 @ 7| wsePlogen.. g soPEasy.. | = Maintain ...

3 75 2
1y Start = B
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1.2 SAP Easy Access

e Sap easy access is the standard entry screen displayed after the logon.
You navigate through the system using the tree structure.

=g =18 =
Menu  Edit Faworites Extras  Systern Help

() JH @ DHE aDoan DE 0
SAP Easy Access

L= 2l = E] 2 )]

= & Favotites
[@ URL- cFolder

= Y BAP menu

b (] Ofice
[ Cross-Application Components
(7 Callabaration Projects
(7 Logistics
(7 Accounting
(7 Human Resources
7 utilities Industry
(3 Infarmation Systems
(3 Toals

T W T T W T W

You are greeted by your
logo in the right-hand
part of the window

\ I [ sES3I0M_MANAGER [Hl| erpoas [INs | |7

i‘ SAP Logon 640
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e

1.3 Selecting Functions

e You can call functions in the system as follows
o Menu Option
o Favourites
o Entry in the SAP easy Access menu
e “/n” ends the current session
“li” delets the current session
o “loCVO1N” opens a new session and branches out to the transaction
specified (CVO1N)
¢ By entering “ search_sap_menu” in the command field, you can display
menu paths for the desired SAP transaction.

=
Menu Edit Favorites Estras  System Help
I@ | 4 Zl CrgateSessinn
End Session B
SAP Easy Access i |

e 2 .

Semnices ’
Command Field ﬁ E Ut'l'ttes(H}

iliti

:-\—,- =1 Favorites

4 [@ URL- cFolder 5 '
= &3 SAP menu Senices for Ohject
(] office My Objects '
2 Coll.abloratuc:n Projects own Jobs
P (3 Logistics -
P (3 Accounting Short Message
> [J Human Resources Status...
b (3 Utilities Industry Logoff 4
B (J Information Systems
P (3 Tools
Menu
SAP easy Access and Favorite
l ict
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1.4 Field help: F1 and F4

e Use F1 to display an explanation of fields, menus, functions and

messages.

e F1 Help also provides technical information on the relevant field.

=y =y =jEs|
ARG A EEE EEE I

Print parameter 2
Indicates whether spoal requests are printed immediately.
Select this field to print your spool requggts immediately.

Do not choose this option if you want to reta poal requests in the spool
systern until they are released for printing. To rdgase these spool requests, you
choose System-= Senvices-= Oulput controlier.

Spool Control

QutputDevice
[w] Sutput Immediately
[]Delete After Output

| Fetsonal Time Zone
of the User
Sys. Time Zone THDTA

[Jcheck Indicator
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e Use F4 to display possible inputs . you can also access F4 help for a
selected field using the button immediately to the right of that field.

Address ‘ﬁﬂim

Start menu
Logan Language
Decimal Motation
Date format

1,2
100.

| =
I F4 help
|

EACA [ =l Sl -
Language 1Language ’
AF Aftikaans [+]
AR Arabic [
BiG Bulgarian

CA Catalan

cs Czech

DA Danish

DE German

EL Greek

EM Enalish

ES Spanish B
ET Estonian
Fl Finnish
FR French
HE Hebrew
HR Croatian
HLI Hungarian
D Indonesian
15 lcelandic E
IT ltalian =

41 Entries found
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1.5 User - Specific Personalization

¢ The end user has many possibilities for personalizing the system. For
example as shown in the screen below.

SAP Ly

Hussan

SAP Ea5Y ACTEES
Lali= | 2= B - a————

AAF Bareie M0l LY

[= Iﬁ|l’.l|'\.1:l.n-l.

B LR <Fodd Zreaks Bupaat bisssags
= LT emr
by crma o

b Crasg-npgbisin Crornnas

b ol oo Prosects

b i Loirikee

L T

I E :mmtu Diglﬂ-a'!' docurmenialion

b0 Leiteal dumky Technical details Chift=F11
I 9 ke dien Ylans | =
BT Teedi |

Set start transaction Shift+F 7

B

=

Thies |5 usad w0 saeci semsgs

[ i ol Vi i @t Wd

[0 rar gis plaw menw, by disples fraaries
i ot s il i b

[] 0 b ol 1 i i

| sEEEnH_WAnEGER B wpoaa | s | [

F Lo o W a o s R T awi fARLEE .. A T o
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1.6 SAP - Symbols oricons

Keyboard o Keyboard _r
Button Shortcut Description Button Shortcut Description
E Enter Key Enter/Continue @ Ctrl + Page Up First page
L] [Ctrl+S Save to database q—:' Page Up Previous page
E,':l F3 Back 43 Page Down Next page
@ Shift + F3 Exit System Task 23 cidl v g Last page
Down
ﬁ F12 Cancel None Create New session
'E' . Create shortcut on
Ctrl + P Print None Desktop
A (e +F Find = F1 Help
. A Customize Local
[ﬂ Ctrl + G Find next Alt + F12 Layout
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2. TIME MANAGEMENT

The Time Management component offers the user to support in performing all human resources
processes involving the time recording, leave management system and valuation of employees’ work
performed and absence times.

Time related Infotypes

e 0007 — Planned Working Time
0041 - Date Specifications
0050 — Time Recording Info
0080 — Maternity Protection
2001 — Absences
2006 — Absences Quota
2002 — Attendances
2003 — Substitutions
2005 - Overtime
2011 — Time Events

Important transaction codes used in time

Transaction Code Text Infotype Number

PA61 Maintain Time data 0000, 0001, 0007, 2001,
2002, 2003, 2006, 2013,

PT63 Personal Work schedule 0007

PA51 Display time data 0000, 0001, 2001, 2002,
2003, 2006, 0007

PT _QTAO00 Generate Absence Quota For Generating RH, CL ,

transit leave and
compensatory off etc.

PT_QTA10 Display Absence Quota 2001,2006
Information

PT50 Quota Overview To view quota availed and
remaining

PTO1 Create Work Schedule

PTO3 Display Work Schedule

PT60 Time evaluation For generating the EL and
ML gquota

Infotype — 0007 : Planned Working Time
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Infotype 0007 is used to define when and where an employee works within your enterprise
on a daily basis. By assigning a work schedule rule in the Planned working time infotype (0007), you
ensure that the system can determine the employee's personal planned working time. In order that an
employee's time data is to be processed by Time Evaluation, the relevant processing type in the Time
Management status field must be specified.

3. Work Schedule Rule:

The work schedule rule determines which period work schedule is used to set up the work
schedule and the day of the period as of which it applies. Work Schedule Rule changes form personnel
area to personnel area. Working schedule belonging to the particular employee can be seen here. To
view the work schedule of a particular employee, go to PA61 and choose Infotype 0007 Planned Working
Time record and choose display icon. The system takes you to Display Work Schedule screen as shown
below:

Access transaction by:

Sap Easy Access Menu Human Resources — Time Management —
Administration —» Time Data — Maintain

Via Transaction Code PAG61 / PA30

e Enter the Employee Code for whom Planned Working Time has to be created
¢ Enter Infotype 0007

e Click on Over view / Change icon

e For all Employees the Time management status should be -9

e Time Management Status: The Time Management status indicator is assigned
to employees who take part in time evaluation. The following Time Management
status is relevant:

9 — Time evaluation without clock enteries.

Field Name Description R/O/ | User Action and Values
C

Start Date The date the Work schedule R

begins for the employee
Work The shift of the employee R | Choose from the F4 options
Schedule rule
Time The Status is selected as 9 O | Choose TM status 9
Management
Status
Last changed on: Last changed by: Version: Page:

10.12.2010 Honeypriya 13 of 60




™ End User Manual

P D I L Title: Time Management
Module: SAP - HR H
| Iﬁ 3'? 3"? Qa Release: ECC 6.0 CL
\

Created by: Honeypriva Sharma
ENGINEERING THE FUTURE Created on: 03.12.2010

Note: On above table in column “R/O/C”; “R” = Required, “O” = Optional, “C”’= Conditional

=g

=1 =
Infotype  Edit Goto Extras  System  Help

A4 B8 eae  SHE S48 BRI @m

Change Planned Working Time

DD [T wiork schedule
B2 [E E E R EY Pars.No. 15 Name SANTOSH GHARMA
Find by || Pers.area 1188] Noida Office
~ @ Person EE subgrp E5| 32900-58000 WS rule WSRNDIDA| WSR- NOIDA
(H] Collective search help Start ) .19.281BTO 31.12.9999) Chg. |01.12.2010| NEERLAKERMA

[} search Term
{H] Free search

Work schedule rule

Work schedule rule WSRNOIDA| WWSR - NOIDA

Time Mgmt status 949 - Time evaluation of planned times [
[ Parttime employee

Wiarking time

Employment percent 108,08
Daily warking hours g.50
Weekly working hours 0.00
Manthly warking hrs 255 .06
Annual working hours 306250
Wieekly workdays

This Infotype is used for Maintaining Employees Planned working Schedule / Time

The Working time gives the employment percentage, which comes by default from customizing tables.

If the work Schedule icon | ork schedule in the above screen shot is chosen then the employee’s

daily shifts can be seen month wise for present month, previous month and next month. The screen shot
is given below.
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|Ev | w
Wiork schedule  Edit Goto  SyNem  Help

| & 1IN @ee CHE Dnon BF

Display Work Schedule \

| Choose || Frevious month || Mext month |

ES grouping 2 DS grouping o1 Monthly hours 229.50
Holiday Calendar ID PP Feriod wark schedul FPPUWS
F3 groupl 81 Work schedule rule WSRNOIDA
Walid December | 2010 Chngd 22102010 H_HOMEYPS
Work Schedule
Wt D MO HC D TU HC D WE HC D TH HC D FR HC D 5& HC D 5SU HC
48 o1 oz 03 04 o5
GENN GENN GENN GENN 1) GENO

49 |06 oy o8 oke] 10 11 4 12

GENN GENN GENN GENN GENN 1/ GENN 1) GENO
5013 14 15 16 17 1) |18 19

GENN GENN GENN GENN 1| |GENN GENN 1) GENO
51 |20 21 22 23 24 25 4| |26

GENN GENN GENN GENN GENN 1/ GENN 1) GENO
52 27 28 29 el |

GENN GENN GENN GENN GENN
Restart: Manth ek Day inyear

If clicked on a any of the above shown day (boxes) the following screens appears giving details of the day
type, planned working time, start time, end time, day type and holiday class.

Day Type:

The day type “D” defines the payment relevancy of a certain calendar day, and also the planned
attendance regardless of the daily work schedule. As a general rule, all days with a day type other than 0
or BLANK are normal working days. Day types with “1” are paid/off .i.e. holiday.

Public holiday class:

The public holiday class “HC” is used to classify groups of public holidays. Days with the public holiday
class ‘“1‘are paid public holidays. Holiday Class “3” are RH — restricted public holidays. Ex: In the above
figure January 23 — HC -3 is RH as it is Basant Panchmi; January - 26" is HC -1 as it is a Gazetted public
holiday

Last changed on: Last changed by: Version: Page:
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= [
Wiork schedule  Edit Goto  Systermn  Help
| & 214 CEQ I EHE Hnon FE @6
Change Work Schedule
Mext day
ES arouping 2 DWW grouping o1
Haliday Calendar ID FP Daily work schedule GENMN DYWS- Moida
PS grouping o1 Wark schedule rule WSRNOIDA
Walid 61.12.2010| Wednesday Chngd 22102010 H_HOMEYPS
Daily wark schedule
Daily WS class 1 Doy type ‘Warkipaid
Flanned working hrs g.50 Holiday class
Planned wark time 09:30| - |18:00
Marmal warking time
Begin talerance [9:00| - |10:00
Core time 1
Core time 2
End tolerance 17:30) - |18:30)  Wark break schedule GEMN
hiax. working time o.en DWE selection rule o1
Min. warking time o.en Reaction to overtime ¢
Compengation time 0.00 Overtime allowed
Additional hours o.en Awailability
Custom indicator Auto. overtime
Restart: Date

Infotype 0041 — Date Specifications

This infotype is used to determine important date types. The date type 1T - Date of joining is
triggered by the system by a dynamic action as default when the hiring action is run in transaction PA40.
This date is useful in calculating and prorating of leave quotas. It is a one time entry and has to be

maintained for all the employees.

Access transaction by:

Sap Easy Access Menu Human Resources

— Time
Administration — Time Data — Maintain

Management —

Via Transaction Code PA61

e Enter the Employee Code for whom Date Specifications has to be created

e Enter Infotype 0041
e Enter the employee’s date of Joining

Last changed on: Last changed by: Version:

Page:

10.12.2010 Honeypriya

16 of 60




End User Manual

Title: Time Management

Module: SAP - HR H
ﬁ 3’} 3"? Release: ECC 6.0 L
\ Created by: Honeypriva Sharma
ENGINEERING THE FUTURE Created on: 03.12.2010
[ ] .
e Press enter and save Icon.

=
Infotype  Edit Goto Esras  System  Help

| & 1B eee CHE Hno0 IR @B

Elw

|

Change Date Specifications

[EE=]L]
EXE E BRI R Pers.Mo, 15 Name SANTOSH SHARMA
Find by || Pers.area 1188] Noida Office
= B Person EE subarp ES| 32900-58000 WS rule WSRNDIDA| WSR - MOIDA
{H Collective search help Start ) .19.2a1ato 31.12.9999) Chng |81.12. 2010 NEERLAKERMA
{H} Search Term
] Free search _
Date Specifications
Date type Date Date type Date
HH| Hiring Date 01182010 HL| HPL Due date 01,18 2011
""" NO| Retirement Date 31.12.2039
Field Name Description R/O/ | User Action and Values
C
Start Date The Date of joining of the| R
employee
Date Type The date type created for PDIL | R | Choose from the F4 options
i.e. 1T

Note: On above table in column “R/O/C”; “R” = Required, “O” = Optional, “C”’= Conditional

4. Infotype 0050 - Time Recording Info

This infotype is used for recording the employee’s punch ID number. The field Time recording ID number
contains the ID number for time recording. The number in the Time recording ID no. can be same as
Personnel No. (PERNR), but it has to be a unique number for each employee. In the interface data tab,
ensure that the following data is given. Also make a note of the start date and the end date.

In this infotype, enter master data for employees who record their clock-in/out times at a time
recording terminal and control data for time evaluation. This infotype is maintained for all employees who

take part in time recording i.e. employees based at different locations where-in Time Machines have been
installed.
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Access transaction by:

Sap Easy Access Menu Human Resources — Time Management —
Administration —» Time Data — Maintain

Via Transaction Code PA61

Enter the Employee Code for whom Time Recording Info has to be created
Enter Infotype 0050

Enter the employee’s Punch Card Number/ID

Enter Time Event grouping as 01 — Standard entry
Enter Subsystem Grouping as 001 — Standard entry
Enter Grouping Atten /Absence as 001 —Standard entry
Employee expenses grouping as 001 - Standard entry

H]
e Press enter and save icon

= [
Infotype  Edit Goto Extras  Systern  Help
& aldH I C@d  ESHE Snaa BE @b
Create Time Recording Info
| 1 = N = O Pars.ho. 100258 Namme DILLIP MOHAPATRA
Find by || Pers.area 1100] Moida Office
= @ Person EE subarp ES|  32800-58000
fiad Callective search help Start 1110 2010[=)To  [31.12.9999 H_HONEYPS
] search Term
Free search
Gﬂ Time ID
Time rec.|D no. ooayye9s
1D wversion
Interface data Time variables
Time event type grp 1 Grpg for TE rule
Subsystem grouping Qe Flextime maximum
Grpg. attfahsence Qe Flextime minimurm
EE expenses grpng Qe Time bonusfdeduction
Access cantrol group Standard avertime
Mail indicator Additional indicator
Fersonal code
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Field Name Description R/O/ | User Action and Values
C

Start Date The Date of joining of the| R

employee
Time Rec.ID | The Punch card ID of the| R |Has to be unique number as

employee the employee code.
Time event | Is a standard entry as “01” R | Choose from F4 help
type grp
Subsytem Is a standard entry as “001” R | Choose from F4 help
grouping
Grpg.attn/ Is a standard entry as “001” R | Choose from F4 help
Absence
EE expenses | Is a standard entry as “001” R | Choose from F4 help

grpng

Note: On above table in column “R/O/C”; “R” = Required, “O” =

Optional, “C”= Conditional

5. Infotype 0080 — Maternity protection

This Infotype is to be only maintained when a female employee has applied for Maternity leave. It stores
the date the employee goes on leave, her expected date of delivery which are mandatory fields. The
entry is made through transaction PA61, Special Absences tab

Access transaction by:

Sap Easy Access Menu

Human

Resources
Administration — Time Data — Maintain

— Time Management —

Via Transaction Code

PAG1

e Choose Create @ icon
e Enter the Expected date of delivery, which is a mandatory field

[ ]
e Press enter and save

icon.

Enter the Employee Code for whom Maternity Leave has to be created
Please note this infotype is applicable for female employees only
Enter Infotype 0080
In Period field enter to and from dates the maternity leave has been applied for by the
employee.
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The following fields are optional fields and can be filled after the employee joins back.

e Actual date of entry
¢ Date officially reported
e Type of Birth

11070
n 10

|E?

haternity
hiscarriage

Infotype  Edit Goto Extras  Systern  Help

Elw

| & 140 @@QIEHE anon AR @B
Create Maternity Protection/Parental Leave
1 =0 T = O Pars.ho. 100258 Namme DILLIP MOHAPATRA

Find by || Pers.area 1100] Moida Office
= §f Person EE subgrp ES| 32900-58000

fHl Collective search help Start 91.12.2018| Tao 31.12.9999

{H} Search Term

Free search
Gﬂ Maternity data
Fregnancy notification date o1.12.2010 Sequence number 01

Expected date of delivery

Actual date of delivery
Date officially reported

23.10. 2011[[=)

Type of hirth Marmal hirth
Ahsences
st [Attrabs tyoe text |5tart [End ﬁ
1870 H
=
&
Qo] [aajy
Field Name Description R/O/ | User Action and Values
C
Start Date The Date Maternity Leave| R
starts
End date The date the maternity leave is | R
upto or ends
Expected The due date as given by the| R | Check the documentation
date of | doctor provided by the employee
delivery
Last changed on: Last changed by: Version: Page:
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Att / absence | Att/absence text R Enter the wage type

Note: On above table in column “R/O/C”; “R” = Required, “O” = Optional, “C”’= Conditional
6. QUOTA GENERATION

This Program is used to generate Leave balances/Quota such as Restricted Holiday, Casual
Leave, Earned Leave, Earned Leave Encashable, Half Pay Leave and Sick Leave (for trainees).
Infotypes to be maintained before quota generation:

e 0007 - Planned Working Time : Work Schedule and TM Status -7

e 0041 - Date Specification : Date of Joining

Access transaction by:

Sap Easy Access Menu

Via Transaction Code PT_QTAO00

Generating Quota

e Enter the Transaction code PT_QTAO00 =

e Choose radio button other period and enter the date in Other Period
e For generating the quota for a employee sub group, a personnel sub area, personnel
area etc choose the further selection tab for selection options and choose the required

Option.| Further selections ||

Last changed on: Last changed by: Version: Page:
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[E Choose Selection Fields

Selection options

Selection options

Company code
Fersonnel area
Personnel subarea
Employee group
Emplovee subgroup
Crganization key
Business area
Legal person
Fayrall area
Controlling area
Cost center
organizational unit

D]

(D]
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Generate Absence Quotas

| Further selections HE(}’ Search helps |

(O Display all quota records

Pariod
O Today O Current month O Current year
O Uptatoday () From today
@ Other period
Diata Selection Period B1.01. 201 To 1220
Person selection period a1 1. 2811 To (312201
Selection
Personnel Number 15
Time recording administrator
Gluotas to e generated
Gluata type /19 to
Generation type
‘ Batch input || Diract H By record H v Test run
Qutput options

e Enter the Employee code in Personnel Number. For Multiple employees use multiple

option screens.

e Enter the quota type number |

| Cluotas to be generated

Cluota tvpe

40

i.e. the quota to be generated example CL/RH. Multiple quota types can be chosen from

multiple selections.

«  Click on Test Run icon | VS | in Generation Type
Last changed on: Last changed by: Version: Page:
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Click on Display only New Quota record in Output option

@) Display anly news quata records

e Execute the program.

e Please check the output
e Go back to the Main screen of Generate Absence Quota.

e After which click on direct icon v Direct I in Generation Type tab
e Execute the program
Field Name Description R/O/ | User Action and Values
S
Other Period | The Date from which the quota| R
To date is being generated
End date The date upto which the quota | R
is being generated
Pernr Employee code for whom the| R |For CL & RH Calendar year
guota is being generated For EL,ELEC & HPL -1% April
to 30" Sept & 1% Oct to 31°
March
Quota Type Quota type number which is| R | 39 — EL Non-encashable;
being generated 40 —ELEC (EL Encashable)
46 — HPL; 42- CL & 58- RH
Test Run Tab when generation in| O | To check results
simulation mode
Direct When actual generation is done | R | To generate quota
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|Ev =] W
Time data  Edit Goto Exras  Utilities  Settings  System  Help

@ -ns 1 0H e CHE anon BE @6

Maintain Time Data

@ Listentry| |E—§|Week||ﬁ—§| Momh|||]—§|‘r'ear|

Persannel no. HOEEaETS
Nardl Maintain Time Data
Perd OK-Code EE group R
Sub{ |EIE EE subgrn  |EB
\orking times [E Fj  Othermenu
Ahsences IZ‘ FPeriod
Attendances [ @ Pariod
_Time Events Fram |©1.81.2011|Ta 31zzom
| |Cvertime O Taday O Currweek
| |Substitutions O Al O Current month
| Pl (O Fram curr.date O Lastweak
Time Transfer Specifications O To Current Date O Last marnth
| [FEsEes RemuiS e i O current Pariod D Current Year
- E
Direct selection
Infotype 2006 STy (10
Further restrictions
Ohject ID [ Lock ind IT record no I Full key

Keep pressing enter as the quota is generated and the final output shows the number of quota
generated for all the types of leaves selected in the quota type.
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|@ -veo 140 @@QIEHE anon AR @B

Elw

Create Absence Quotas

DD DE Perzonal wark schedule ||E Default values ‘ |Activity allocation || Costassignment || External services

Pers.Mo. 15 Narme SANTOSH SHARMA
Pers.area 1100| Noida Office

EE subgrp EG|  32900-58000 WS rule WSRNOIDA|  WSR - NOIDA
Frorll Create Absence Guotas 2 2011

0OK-Code

[ Abs

Category T

Time

Guota numhber 12.00000 Days

Deduction 0. 06000 2 Meq. deduction to 0. eaBaa

Deduction fram o1 .81 .2011

Deduction to araz.zmaz

PT_QTAOO program is used for generating the following leaves quota created for PDIL

e CL-10, RH - 40 ,Transit leave-50 , Compesatory off — 60 , Transit leave B —

70.

Casual leaves and Restricted Holiday:
e Casual Leave :CL - Quota type number 10
e Restricted Holiday :RH - Quota type number 40

e This Program is to be run on 01 January to December 31st every year in case of CL & RH as

these leaves get lapsed if not used.

e For new joiners this program is to be run on their Date of his joining. While running this program
on 01 Jan the Evaluation up to date must be maintained as 31.12.XXXX and this quota will on pro

data basis.

Contract and consultant employees leave are also get generated in same transaction code.

Contract employees — 90 and 88
e Consultant - 80

Infotype 2001 - Absences
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Recording of Absences/Leave period according to Leave Policy is done through this infotype.
Below mentioned are the leave types created for PDIL as per the leave policy.

1000 Earned Leave

1001 Earned Leave for MT
1010 Half Pay leave

1020 Casual Leave

1030 Commuted leave on Medical
1040 Extraordinary Leave
1050 Special Leave

1060 Special casual leave
1070 Maternity

1071 Miscarriage

1080 Quarantine Leave

1100 Compensatory Off

1120 Transit leave - M

1121 Transit leave - B

1130 Short leave

1140 Absconding leave

1150 Client Leave

1160 Suspension leave

1170 Restricted Holiday

1180 Client leaveDeputation in
1190 Leave (Contract)

1200 Leave (Consultant)

1400 Accident Leave

1500 Leave without Pay

AWI  Absence w/out Intimation

Leaves through ESS:

1000 Earned Leave

1001 Earned Leave for MT
1010 Half Pay leave

1020 Casual Leave

1030 Commuted leave on Medical
1040 Extraordinary Leave
1050 Special Leave

1060 Special casual leave
1070 Maternity

1071 Miscarriage

1080 Quarantine Leave

1100 Compensatory Off

1170 Restricted Holiday

1180 Client leaveDeputation in
1190 Leave (Contract)

1200 Leave (Consultant)

Last changed on: Last changed by: Version: Page:
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Access transaction by:

Sap Easy Access Menu

Human Resources
Administration — Time Data — Maintain

— Time

Management —

Via Transaction Code

PA61 /PA30

7. Process of creating leave

Enter the employee code
Select Infotype 2001- Absences
In the Period Tab page select Period button and enter from & to dates
Select the subtype — leave type i.e. CL/EL

Click on Create [ icon
e Press enter and then save the record icon

The following screen appears:
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-reate Absences

jl:l D| Fersanal work schedule | |Acti\riw allocation || Cost assignment || External senvices |
| |I | I |I %Iﬁl Pars.Mo. 108275 Mame Subimal Chanda

ind by | Pers.area 1100 Moida Office
7 G Person EE subagrp EB|  12600-32500 WS rule WSRNDIDA| WSR - NOIDA
i Collective search help Start pt.12.2010f@)To  [01.12.2010
(H} search Term
{E] Free search p——
Ahsence type 1820 Casual Leave
Time = Prev.day
""" Absence hours 5.50 Full-day
Absence days 1.00
Calendar days 1.00
Cuota used 1.00 | Days

Advance payment
Off-cycle reason
Payment date
Fayrall Identifier
FPayrall type

The status bar gives the message to save the leave and thus the leave is created.

Incase of ESS the workflow is triggered and the leave application goes to the employee’s reporting
manager.

8. Process of seeinqg the leaves availed

e Select Infotype 2001- Absences
e Inthe Period Tab page select All radio button

3]
e Click on the overview icon <% and see the records of leaves availed
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List Absences
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| 1 = N = O Pars.ho. 100144 Namme VATSHALT GUPTA
Find by | Perz.area 1100 | Noida Office CostCtr 1888118102 Corporate Commaon
= §f Person EE subgrp EB| 12600-32500 WS rule WSRNOIDA|  WSR - MOIDA
{Hl Collective search help B choose |31.E|1.18EIEITO 31.12.9999 5Ty . [1020
{H} Search Term A ETTE
(B Free search StatDate  |End Date  |Abs [Attiabs. type texd [Fram [To  [Flabs days |Holﬁ'
2511.2010 2511.2010 1020 Casual Leave 1.00
:10.11.2010 10.11.2010 1020 Casual Leave 09:300 13:30 0.47 @
""" 08.09.2010 08.08.2010 1020 Casual Leave 14:000 18:00 0.47
:01.09.2010 06.09.2010 1020 Casual Leave 4.00
_01.05.2010 01.05.2010 1020 Casual Leave 1.00 |
| &
[l
WL [alo
Field Name Description R/O/ | User Action and Values
C
Pernr Enter the employee code for| R | Employee code
which the leave should be
created.
Period Enter the to and from dates for| R Start date and end date of the
which the leave is being leave
applied
Subtype The leave being applied for R | EL Non-encashable;
HPL; CL ,RH etc

e For a specific leave type the subtype can be chosen and the overview for the selected leaves
availed can be seen. See screen shot given below:
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Deleting a Record

Enter the Pernr number

Select Infotype 2001

Select Subtype

Click on overview button and then select the leave to be deleted

e Click on Delete icon.

e Record is deleted.

Change a leave record

e Enter the Pernr number
e Select Infotype 2001
¢ In period tab select all radio button

e Choose over view icon in the tool bar

. _ &
e Select the leave to be changed in the screen and select change icon
¢ Change the dates as required for the leave and then press enter

¢ Choose the save icon and save the record.

* Please note absence regularization will be done through ESS

9. 2006- Absences Quota

Absence quotas can be recorded manually, proposed by the SAP System, or accrued automatically. An
employee can claim an absence quota by requesting an absence such as leave In this case you record
an absence in the Absences info type (2001). The absence is deducted from the quota.

Access transaction by:

Sap Easy Access Menu Human Resources — Time Management —
Administration —» Time Data — Maintain

Via Transaction Code PA61/PA30

Enter the Personnel Number and date
Enter the period i.e. form and to dates
Enter Info type 2006 in Infotype field
Choose overview icon

All the quotas will be displayed
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Field Name Description R/O/ | User Action and Values
C

Pernr Enter the employee code for| R | Employee code

which the quota is to be

created /overviewed.
Period Enter the to and from dates for| R | Start date and end date of the

which the leave is being leave

applied
Subtype The Quota type to be viewed or | R | EL Non-encashable;

changed/created ELEC (EL Encashable)

HPL; CL ,RH etc

e Start date is the day the leave quota is credited to the employee.

End date is the validity till the quota can be availed; incase of EL, ELEC, and HPL the leaves are
carried forward and hence end deduction date has 31.12.9999. RH and CL get lapsed within the
calendar year if not availed.

Ab- gives the Absence quota number and Quota text gives the quota type text

Start deduction specifies the period in which the employee can avail the quota. The Start
Deduction date determines the start date of the quota deduction period. The entries in the
Deduction from date and End deduction to date determine the quota deduction period. If no
entries are made in these fields, the validity period of the quota record determines the period in
which the quota can be deducted is the number of quota deducted leaves availed.

End deduction to - specify the period within which an employee can deduct upto a time quota.
End deduction to date determines the end date of the quota deduction period. The date
31.12.9999 is a standard date which shows that the quota is carried forward till the employee is
with the company.

Number field gives the total number of quota credited.

The below screen shot gives the overview of quotas credited to the employee.
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Infotype  Edit Goto  Extras  Systern Help

fdH  ea@ DHE aHnon BE fm

IZIW

List Absence Quotas

Dllz]m|@a)

10.

Quota Correction through Infotype 2013

To credit quota to an employee or adjust the quota balances as on the go live date the quota correction is
done through Infotype 2006 (incase of PDIL )

e Goto

transaction PA61

e Choose Infotype 2013
e Select the icon execute and the specified subtype will be displayed

e Choose create button
e Inthe quota number field give the balance to be credited.
e Press enter and save button, the record is created.
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) collective search help [ choose [01.61.1808[@)To  [31.12.9939
% SIS e Absence Quotas

e StartDate  |End Date  |&b [Quota test |startded  [End ded.  [Murnber |Deduction ﬁ
01102010 31102010 | 20Earned Leave 01102010 31.12.9399 200080 000090 [«]
" |o1.08.2010 30022010 | 20Eamed Leave 01.08.2010 31.12.9339 3.00000 0.00088 [*]
""" " |o1.082010 31082010 | 20Eamed Leave 01.08.2010 31.12.9339 3.00000 1.gogan ||

| |01.07.2010 31.07.2010 | 20Eamed Leave 01.07.2010 31.12.9339 3.00000 2 A0aa0

| |o1.08.2010 30062010 | 20Eamed Leave 01.06.2010 31.12.9399 200080 1.Q0aa0

| |01.08.2010 31.07.2010 | S0Transitleave 01.06.2010 31.07.2010 7.00000 300090

| |o1.052010 31.052010 | 20Eamed Leave 01.052010 31.12.9339 3.00000 2 A0aA0

" |01.04.2010 31422010 | 10Casual leave 01.042010 31122011 9.00080 700000

" |o1.042010 30042010 | 20Eamed Leave 01.04.2010 31.12.9339 3.00000 300000

" [16.03.2010 31.032010 | 20Eamed Leave 16.03.2010 31.12.9399 100080 100080

" he03zoto 31122010 | 30Medical leave 16.03.2010 31.12.9339 500000 1500800

:15.03.2010 31122010 | 40Restricted Holiday 16.03.2010 31.12.2011 2.00800 2 QOEa0
- [=]
[

[0 [«][*]
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11.

Attendances Infotypes is to record the following situations, for example:

ATENDANCE INFOTYPE (IT 2002)

required for history purpose

work schedule

1.Employees’ time data

2.Deviations from an employee’s personal

Deviations from an employee’s general activities (such as seminar attendances, business trips).The
attendance infotype contains the records for absence regularization, which is done through ESS and
triggers a workflow when employee applies for the regularization.
The attendance types created for PDIL are:

2200
2210
2220
2230
2240
AOPE
HOPE

Training
Business trip
Official duty
Seminar

Change of workplace

Overstay OPE
Holiday OPE

WOPE Weekend OPE

Access transaction by:

Sap Easy Access Menu

Human Resources

— Time
Administration — Time Data — Maintain

Management —

Via Transaction Code

PAG1

automatically.
e Press enter and choose the save icon.

Enter the Personnel Number and date in period

Enter the 2002 (Attendance Info type) in info type field
Choose the sub type screen appears

Choose the create icon
Enter the time if required incase of half day on duty and system calculates the attendance hours
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Create Attendances

DI:I DE Perzonal wark schedule | | Activity allocation || Costassighment || External services |

[= ] EE=]a] Pers.No, 108144 Name VAISHALT GUPTA
Find by | Pers.area 11080 Moida Office Cost Ctr 1088118102 Corporate Commaon
= §f Person EE subgrp EB| 12600-32500 WS rule WSRNOIDA|  WSR - MOIDA
fiad Callective search help Start 01,01 1800[@)To  [31.12.9999
[} search Term
{H] Free search rrem—
Attendance type 2200 Training
Time = Frey. day
""" Aftendance hours o.oa Full-day
Attendance days o.ea
Calendar days o.ea
Overtime comp. tepe Depends onwage type |
Evaltype attsiahs a
Field Name Description R/O/ | User Action and Values
C
Pernr Enter the employee code for| R | Employee code
whom the attendance is to be
created
Period The to and from dates of the | R
report
Subtype Choose the subtype applying| R
as attendance
Attendance The system calculates the attendance 0] System automatically calculates
Hours hours automatically
Attendance The number of days determined by 0] System automatically
Days the system on the basis of calculates
information from the employee's work
schedule
Calendar The calendar days are he number of | O System automatically
Days days between calculates
the start and end dates of a record
Pre. Days The previous day indicator in C Activate ,if required
Time Management indicates that the
record should be assigned to the
previous day
Payroll the payroll hours that have been C System automatically
Hours valuated according to the calculates
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planned working time

Payroll the payroll days that have been C System automatically
Days valuated according to the calculates
planned working time

Note: On above table in column “R/O/C”; “R” = Required, “O” = Optional, “C”’= Conditional

12. Substitution Infotype IT 2003

Substitutions in R/3 are used for employees who have a change in their shift or request for a shift
substitution. Occasionally, employees do not work their normal shift in order to cover for other employees
who are absent on a different shift. This situation is handled in R/3 by utilizing a SUBSTITUTION.
Substitutions automatically recognize that this employee is working a different shift; Substitutions should
only be used if the entire shift (or day) is being replaced by another shift.

Access transaction by:

Sap Easy Access Menu Human Resources — Time Management —
Administration — Time Data — Maintain

Via Transaction Code PA6G1

iT Saturday off
58 Client Leave

Enter the Personnel Number and date in the period tab

Enter Info type Substitution (IT 2003)

Choose create icon

Enter the daily work schedule from the F4 help

The substitution type to be chosen is “88 and 77” as that has been made for PDIL. It has been set
as default value through feature.

e Enter substitution time start time and end time.

A substitution temporarily overrides the work schedule on Infotype 0007 (Planned Working Time) and is
entered via PA61, Infotype 2003 (Substitution).

Field Name Description R/O/C User Action and Values
Daily Work | Planned Working time for specific day R Enter daily work
Schedule schedule
Substitution This field determines the substitution type R Is defaulted by a feature
Type according to which an employee should

work or be paid.
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Create Substitutions

I M I I |||%|ﬁ| Pers.Mo.
Find by | Pers.area
= §f Person EE subgmp

{H} Collective search help E—
] search Term
{H] Free search subet e

108144
1100] Noida Office
EB| 12600-32500

a1.81. 1808 [=)To

T Saturday off

DD |:| Perzonal wark schedule | | Activity allocation || Costassighment || External services |

Mame WATSHALT GUPTA
WS rule WSRNOIDA
31.12.9948

Substitution hours

Time
Draily WS class

Individual warking time

[ Previous day

Daily wark schedule
Daily wark schedule
Daily WS variant

DYWWS grouping

o1

Breaks

1st break
2nd hreak

Work hreak schedule

Paid
Paid

Unpaid
Unpaid

Work schedule rule
Wark schedule rule

Unlidau Salandae 1T

ES

(=1=]

13. Time Events — Infotype 2011

grouping

Time events Infotype is used to store the daily attendances of the employee. The data from
terminals is taken and converted into the Sap format and uploaded into the system. A program is run to
update the entries in this infotype.The time in stored as “Clock-In” and time out is stored as “Clock —Out”.

Access transaction

by:

Sap Easy Access Menu

Human

Resources

— Time

Management — H

Administration — Time Data — Maintain
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Via Transaction Code PAG61

&

G

Enter personnel Number

Enter to and from dates in the period column
Enter 2011 in Infotype field

Click on icon overview to see the entries

Infotpe  Edit Goto Exras  System  Help

]

1HICEQ AR D40 BHE @

Elw

List Time Events

(8} 7257

= EE]E] 2]l Pers Mo 108144 Natrie VAISHALT GUPTA
Find by | Pers.area 1108| Noida Office CostCtr 1000118102| Corporate Commaon
< Persan EE subgrp EB|  12600-32500 WS rule WSRNDIDA| W3R - NOIDA
(il Collective search help Choose |01 B1 1800 To |31 12,0939
[l search Term -
] Free search Time Events —
Date Time  [Ti [Short description [oalatran 10 Jole | i
| [pra0a010 | ogonoopi0 Clackin (@ i [4]
 |mana010 | oaoo:00P10 Clockin + i [-]
""" | |pra0a010 | ogonoopio Clackin + i n
 |mana010 | oaoo:00P10 Clockin + i
 |manaotn | 1s00:00P30 Clack out + M
 |m0a010 18:00:00P20 Clock out + i
 |manaotn | 1s00:00P30 Clack out + M
 |m0a010 18:00:00P20 Clock out + i
_ |nanaotn | o000 clackin + M
_ |m0a00 oa00:00P10 Clockin + i
_ |maoaot | oao0:00P10 Clockn + M
_ |m0a00 oa00:00P10 Clockin + i
_ |mioaot | 0a3z00R10 Clock n + M L
02010 0a:32:00P10/Clockn + i [
20102010 | 08:33:00P10 Clock-in . M -
KD [ [l
Entry 1/o0f 258
Field Name Description R/O/ | User Action and Values
Pernr Enter the employee code for| R | Employee code
whom the time events are to be
viewed
Period The to and from dates of theto | R
be viewed
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14. Personal Work Schedule:

The personal work schedule for a respective employee can be viewed both in R/3 and on ESS.
Employees can view their work schedule in ESS by display work Schedule function. It shows the
employees shift details as well as weekly offs an holidays.

Access transaction by:

Sap Easy Access Menu Human Resources — Time Management —
Administration — Information system — Report
selection -» Work Schedule —Personal work schedule

Via Transaction Code PT63

¢ In period tab choose the period for which the work schedule is to be viewed
e Enter personnel Number or choose from further selections option
e Click on execute icon
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Program Edit  Goto  System  Help
| & 140 @@Q EHNE fnon AR @B
Personal Work Schedule
Further selections || = Search helps || = Sort order
Period
O Today @ Current month O Currentyear
O Up to today ) Fram taday
QO other period
Period To
Selection
Personnel Mumber ilBB144
Time recording administrator

‘Work schedule
[ Read from cluster

Display periods
@ Pens.and active
QO Inact, pens.and active
O Left, inactive, pensioned and active

e The above screen shot gives all the details of the employees personal work schedule, the shift
details, start time end time, RH list i.e. days having holiday class 3, the holiday calendar attached
to the personnel area.

e Select eh employee and choose the Daily WS Dty V3 icon to see the daily work schedule,
break schedule

|Planned warking time icon to see

e Select the employee and choose Planned working time
Infotype 0007.
e The schedule can be taken in report format by printing it tin excel, word, html format, also send as

attachment in mail.
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|Ev | W
List Edit Goto ‘iews Sefings System  Help

| & 100 e@eQ EBHE Do BHE @6

Personal work schedule

| Draily WS || Flanned working time ||Time infotypes

Personal work schedule
Evaluation period: 01.12.2010 To 31.12.2010
E|” Pers.hoName ‘[Date [Dafows  [ovipaiywatet  [va[Te] Grp[start [End [PiHrs[HCDT [OTtest  [Personalws|Descripion  [Her [T
00100144 YAISHALI GUPTA 01.12.2010  WE |GENN DWS- Moida 01/09:30/18:00 | 8.50 |0 wiorkipaid | PPV PDIL- Period WS PP P|[4]
B 02122010 TH |GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS PDIL- Period WS PP |P|[~]
B 03122010 FR |GENN DV~ Moida 01/09:30/18:00 | 8.50 |0 wiorkipaid | PPV PDIL- Periodws PP P|[ |
B 04122010 SA |GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS PDIL- Period WS PP P
B 05122010 SU |GENO DWW OFF - Naida 01 0000 1 |Offpaid  |PPWS PDIL- Period W5 PP P
B 06.122010 MO |GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS PDIL- Period WS PP P
B 07122010 | TU |GENN DV~ Moida 01/09:30/18:00 | 8.50 |0 wiorkipaid | PPV PDIL- Period W5 PP P
B 08.122010 'WE|GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS PDIL- Period WS PP P
B 09.122010 | TH |GENN DV~ Moida 01/09:30/18:00 | 8.50 |0 wiorkipaid | PPV PDIL- Period W5 PP P
B 10122010 FR |GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS PDIL- Period WS PP P
B 11122010 | SA |GENN DV~ Moida 01/02:30/18:00 8.50 (4 |1 |Ofifpaid  |PPWS PDIL- Period W5 PP P
B 12122010 |SU |GENO DWW OFF - Naida o1 0.00 (0 1 |Offpaid  |PPWS PDIL- Period WS PP P|[=|
B 13122010 MO |GENN DV~ Moida 01/09:30/18:00 | 8.50 |0 wiorkipaid | PPV PDIL- Period W5 PP P
B 14122010 | TU |GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS PDIL- Period WS PP P
B 15122010 ‘WE|GENN DV~ Moida 01/09:30/18:00 | 8.50 |0 wiorkipaid | PPV PDIL- Period W5 PP P
B 16122010 | TH |GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS PDIL- Period WS PP P
B 17122010 FR |GENN DV~ Moida 01/02:30/18:00 8.50 [1 |1 |Ofifpaid  |PPWS PDIL- Period W5 PP P
B 18122010 |SA |GENN DV~ Moida 01/09:30/18:00| 8.50 |0 workipaid |PPWS FDIL - Period W5 PP P [2)
B 18122010 SU |GENO DWW OFF - Naida 01 0000 1 |Offpaid  |PPWS FDIL - Period W8 PP F|0)
Rl I [«1lv]

15. Quota Overview — PT50

This transaction is used to have an overview of all the quota types entitled to the employee and the quota
remaining. Choose the Absence quotas tab and select all button, it gives an overview of all the quota
availed, remaining and compensated.

Via Menus Human Resources — Time Management —
Administration — Time Data — Quota Overview

Via Transaction Code PT50
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[ i )
\i)lnformation: Ensure the correct personnel number was entered after clicking Enter.

[ i )
\\i)lnformation: Adjust the period Selection intervals as necessary to display the desired quota
information.

[ i )

\\r)lnformation: Be careful when specifying the Selection intervals. The Deduction period is the period
in which the quota entitlement can be used. The Validity period is the period in which the quota itself is
valid. The Generation period is the period in which Time Evaluation generated the quota entitlement.

[ i )
Information: Use the buttons in the bottom of the Selection interval section to quickly populate the
three period fields with the applicable dates. For example, click Current period to see the quota relevant

for the current month. Click All to see a complete view of relevant quotas for the selected employee.

[ i )
\\r)lnformation: After selecting the desired period, the information contained on the remaining tabs in
the transaction will reflect quota information pertaining to the selected periods.

e Enter the Personnel Number

= Ashsence guotas

e Select the Absence quotas tab
e All the quotas will be displayed
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|Ev | w
Quota overview  Edit Goto  Employees  Environment  Systern  Help
| & 100 e SHE AL AR @B

Quota Overview

|(P_:| Tirme evaluation ||E Projection ||@1} Selection |
Personnel No. froo144

E§| Selection dates : 5 Accrual infarmation i o> Aftendance quotas
Totals o |Ab@u0taTyp Gluota text |Unit Entitl. |Rem. Reguested Compens. Deduction from |Deduction to |Standﬁ‘
= 10 Casual leave Days 9.00000 2.00000 7.00000 0.00000
= 30 Medical leave Days 15.00000 0.00000 15.00000 0.00000
= 40 Restricted Holiday Days 2.00000 0.00000 2.00000 0.00000
[«]
[
[l L[]

Selection intervals

validity period 01.12.2010] - [31.12 2010

Dieduction period 01.12.2010] - [31.12.2010| || B

= Expand |

Ab- gives the Absence quota number and Quota text gives the quota type text

Unit is — days

Entitled — the number of quotas credited to the employee

Rem. — Is the number of quotas remaining with the employee

Requested - is the quota availed by the employee

Compensated is the EL encashed by the employee

Deduction from specifies the period in which the employee can deduct a time quota. The
Deduction from date determines the start date of the quota deduction period. The entries in the
Deduction from date and Deduction to date determine the quota deduction period. If no entries
are made in these fields, the validity period of the quota record determines the period in which the
guota can be deducted is the number of quota deducted leaves availed.

e Deduction to - specify the period within which an employee can deduct from a time quota. The
Deduction to date determines the end date of the quota deduction period. Quota deduction is
based on the entries in the Deduction from and Deduction to fields. If no entry is made in these
fields, the quota record's validity period determines the period within which the quota can be

deducted.
Field Name Description R/O/ | User Action and Values
C
Pernr Enter the employee code for| R | Employee code
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which the quota is to be
overviewed.

For more detailed view as to when the quotas were given tot the employee select the expend tab and it
gives the detailed view as to the start days from which the quotas were credited to the employee’s
account.

W Expand

The screen shot below gives a detailed view. All the columns have been explained above, last column
Det.Ent. is Indicator for determining quota entitlement Absence quota types can either be created
manually by the administrator or automatically by time evaluation. In the quota overview, the absence
guota types are indicated by different symbols to highlight the different quota attributes.

= E1 & E
Gluota overview  Edit Goto Employees  Environment  Systern Help

| & 100 e SHE anon HE @6

Quota Overview

|(P_:| Tirme evaluation ||E Projection ||@1} Selection ||@1} Display ||E|I|

Persannel Ma. fopzrs

E§| Selection dates = Absence quotas & Accrual infarmation i o Attendance guotas
Totals o |Ab@u0taTyp Gluota text |Unit Entitl. |Rem. Reguested Compens. Deduction from |Deduction to |Standﬁ‘
20 Earned Leave Days 3.00000 3.00000 0.00000 0.00000
3.00000 3.00000 0.00000 0.00000 01.12.2010 31.12.9959 01.12.
[+]
-]
[l L[]
Selection intervals
yalidity period 01.12.2010] - [31.12.2010| (]| B
Dieduction period o112, 2010 - [31.12.2010] {E| B
(A Collapse 7  Ertitlernent |2 Deduction [ ouota record

To check the quotas for multiple employees choose the selection tab which shall give the options for
multiple selections from master data or organizational structure wise.

If master data is chosen the selections can be made according to Personnel Areas, employee groups,
employee subgroups wise etc. If organization structure is chosen the organisation units of PDIL are
displayed.
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@ Selection

I selection method

@ Choose selection mode

Master data ﬂ Ory. structy ||R Cancel

Select the master data option, choose the personnel area and click on the save icon. The following
screen appears which gives the list of all the employees and their quota overview employee wise.

|Ev = w
Gluota overview  Edit Goto Employees  Environment  Systern Help

| & 100 e SHE fNAD AR @B
Quota Overview

|(E Tirme evaluation ||E Projection ||@1} Selection ||@1} Hide HEIIHEE

[ 00100014 S Chandra [=]
00100144 WAISHALI GUPTA [+]
00100275 Subimal Chanda ]
00000004 Test case for Imprest
00000015 SANTOSH SHARMA
00000036 11;,

00000078 asasa sasa R E e (= Absence quotas & Accrual information | & Attendance quotas
00000105 jayprakash sahoo

Persannel Mo fopzrs

ggggg;;::gljthiimar Totals Foy |Ab@uotaTyp |Quota tent IUnit IEntitI. IRem. IRequested |Compens. ID
00021345 MAHESH JHA 20Earned Leave Days 3.00000 3.00000 0.00000 0.00000
[ 00024567 asdasd asdasdas 3.00000 3.00000 0.00000 0.00000 0
00045789 asasa asas
00100000 R G Rajan
00100001 Rajesh Mishra
00100003 Y2 Zzzz
00100004 jagan dash
00100005 neeta mishra e
00100006 D panigrahi
00100007 murli kameswar

00100008 narayan laxmi Selection intervals

00100008 DILLIP MOHAPATRA Vel ey 81.12.2010] - (31,12 2010| &[]

EEEEEHEKCGT;I: Deduction period B1.12.2018) - (31122010 [E| B

00100016 B.R. Meena

00100017 aditya biswas

00100018 abhaya kumar

2 N01NNN1 A Neenika Pandey = rallanca Iz Entitlarnant Iz FPiadietinn e Fiinta racared |

To view the quota of each respective employee click on the employee list.
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16. | eave Balance Report:

This Report is used to display all the Leave Balance of Employees:

Sap Easy Access Menu

Human Resources — Time Management — Administration
— Time Data — Administration — Information systems —
Report Selection —Time Accounts — Display Absence
Quota Information

Via Transaction Code

PT_QTALO

e Enter the date for the period this report to be run

o Enter the Employee code in Personnel Number. For Multiple employees use multiple

option screens.

e Selection gives options to run the report for PA, PSA, EG,ESG and payroll area wise

e Execute the program.

=
List Edit Goto Sefings  System  Help

| & 2100 e@e EHE Do AR @6

IZIW

Display Absence Quota Information

Al ]2l e ][ ) el [ e[ chosss [ save |G 2] E sec [IcY

Absence quotas

Validity period 01.01.1800-01.12.2010

Pers.N0.|Name Guota Unﬂ; Entitlement|= Used|z Compensated to key date |= Total
100014 S Chandra Casual leave Days 5.00000 0.00000 0.00000 4
100014 S Chandra Earned Leave Days 1.00000 0.00000 1.00000 [
100014 S Chandra Earmned Leave Days 3.00000 0.00000 2.00000 1
100014 S Chandra Earned Leave Days 3.00000 0.00000 0.00000 3
100014 5 Chandra Earned Leave Days 3.00000 0.00000 0.00000 3
100014 S Chandra Earned Leave Days 0.00000 0.00000 0.00000 [
100014 S Chandra Restricted Holiday Days 1.00000 0.00000 0.00000 1
Days = 16.00000 = 0.00000 = 3.00000 = 13
Field Name Description R/O/ | User Action and Values
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Pernr Enter the employee code for| R | Employee code
which the quota is to be
overviewed.

Period The to and from dates of the | O
report

Selection Tab | Choose the criteria for taking | O
the report

Quota Choose the quota type for| O

Selection which the report is being taken

e To take out a report click on the print preview icon

e Click on the subtotals icon

e And in sort order choose the required sort order ex: Pernr and Quota type and
guota and choose copy button.

e The report gives the totals of the quota available with the employee.

e It can be saved on to local file choose icon E' and give a file name and path
where it is to be saved in text format/ spreadsheet /rich format /HTML format.
Then information given to the employees if they are reaching their EL limit.

e The report can be send as an attachment in mail recipient select E‘ icon. In the
documents content write text to be written and in the recipient column add the
mail IDs from F4 help to whom the report is to be mailed. Select send option and
send the mail.

17. Absence Data : Calendar view

This report gives the absence/attendance data according of the employees and displays them in
a calendar for a defined period of time.

Access transaction by:

Sap Easy Access Menu Human Resources — Time Management —
Administration — Information System — Report
selection - Absence — Absence Data: Calendar view

Via Transaction Code PT90

Process of running the report:
e Enter the period in the period column
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e In selection column choose the criteria for running the report i.e. PA, PSA etc

= [
Program  Edit Goto  System  Help
| & 1B eee SHE DDon BR QB
Attendance/Ahsence Data: Calendar View
Further selections || & Search helps | %
Period m
O Today O Current manth O Currentyear
@ Up to today O From today
O Other period
Data Selection Period Tao
Ferzon selection period To
Fayrall period
Selection
Fersonnel Mumber 100144
Employment status o

Fersonnel area

Fersonnel subarea

Aftendancelahsence types for eval.

Absence types to

v Evaluate absences only

Evaluate attendances anly
Evaluate attendances and absences

Select by attfahzsence category

Feriod displayed

e In the Absence/Attendance evaluation column select the evaluate absence tab

In period display let standard entry remain and choose the execute icon
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Absence Chart  Edit Goto  Systern Help
| & 10 e@e CHR 0o BE @@
Attendance/Absence Data: Calendar View
Periaod g1.01.2018 - 681.12.2810 L=
Personnel no. oo1oa1 44 WAISHALI GUPTA LT
Personnel Area Noida Office
Fersonnel Subarea Noida Unit
Manth 1 2 3 4 5 6B 7 8 916811 12 13 14 15 16 17 18 19 260 21 22 23 24 25 26 27 28 29 30 31
JaN L
FEE L L
MAR L N N N T
APR SR - R KKK K KKK
Hay @ H R B AR R R I . i B ' A R B R || B |
JUN 1 B B B B B B [ [ [ . i B i | .
JuL i B | . i B i B .
AUG i R A R R A A R B . i B i B .
SEP H HHHHH . h . . i B | B .
acT H HHHHHHHHUHUH . HHMH K K K K K K H .
MOy . . K HHHHUH . h HH i B H . H . H
DEC
Stats:
Target H K M
In hrs [In hrs in % In hrs in % In hrs in %
Jan o.6g
FEE o.6g
MR 110,50
APR 195508 51.600 26.09
My 187.00 g.50 4 .55

The above screen shot displays the format of the report; it brings the absence data of all employees in the
selected personnel area. The red colour is displayed for the Restricted holidays and Gazetted holidays.

If the multiple employee view i is selected, it gives the employee wise list of their absence and leaves.
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18. Master Data Information:

Public Holiday Calendar

Public holiday calendar distinguishes between holidays and working days in the Human Resources (HR)
component. The public holiday calendar affects the definition of the organizational structure of your
enterprise. It plays a central role in the scheduling process as well in generating monthly work schedules.
A valid public holiday Calendar keeps valid public holidays and validity period. These public holidays can
be with fixed date, movable date, fixed day from Date, distance to Easter. All public holidays have validity
period. A public holiday calendar is assigned to personnel sub area and personnel area. For creating
work schedule a valid public holiday calendar is prerequisite. As a public holiday calendar keeps valid
public holidays

CREATE PUBLIC HOLIDAY CALENDAR:

To create Public Holiday Calendar, firstly create holidays. After creating holidays for the year create
Public Holiday Calendar by assigning the holidays to them.

Access transaction by:

Sap Easy Access Menu Human Resources — Time Management —
Administration —» Work schedule — Holiday Calender

Via Transaction Code SCAL
=
Calendar Edit Goto  Extras  Systern Help
(5] 2| <l SO DHEE I E
SAP Calendar: NMain Menu
Calendar

Each change takes effect directly in all clients

Subohbjects

& Public holidays
() Holiday calendar
) Factory calendar

& [£]

To create new Public Holidays:
e Select radio button Public Holidays and go to change icon
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e Go to create icon to create or in case to make any changes to existing holidays i.e. updating the
calendar select holiday and click on change icon and add the dates as per the year.

Change Public Holidays: Overview

Dllz]3]

| Public holiday [shorttext  [Use in holiday cal| Sort Kel-l PR

T e Diveal " T [E CreateiChange Public Holidays: Details

] Deepawali-2 Deepawliz H MNT

|| Deepawit Deepavwlil % NT

: Durgapuja- Maha Astthami Drogapuja H MNT Selectthe public holiday e
Durgashtami Drogastmi kS MNT

| | Dussehra3 (Maha Mavmi) Dushra3 H MNT - -

| Eid- UK Azha (Bakrid) Idu'l Azha H MNT Type of Fublic Holiday

| Gandhi Jayant nd Oct X | | @with fced date

| Ganesh Chaturthi Gan. Chatu X NT || ©Owithafied dayfrom date

|| Gudi Padava Gudi Padar X MNT O Distance to Easter

] Gujrati Mew Year Day Guj. M.yr H MNT (O Easter Sunday

|| Gura Manak's Birth day G ManakBdy H MNT O Flaating Public Holiday

| Hali Hali % NT

e Uity Id- LII-fit H MNT

[ | Idu' Zuha Idu'l Zuha ® MT @

e Public Holidays will be created either with fixed dates such as Independence Day or a movable
holiday like Diwali.

e Click on radio button, according to the required holiday (i.e. For Independence day click on radio
button with fixed date or In case , you have to create Diwali holiday ,click on radio button ‘Is a
movable holiday’)

The screen below to make the above entries:

Click on create icon
In sort criteria enter “NT” for PDIL
For public holiday class choose “1” -Gazetted holiday ; “3” - Restricted holiday
Give a short name and long text for the holiday

Choose Insert date icon and enter the year, month and date of the holiday
Choose save icon and save the holiday
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Calendar Edit

| @

|E?

Extras  Systern  Help

a4 eaE@  SHE DL ERE @

Elw

Change Public Holidays: Overview

D]

Fublic holiday

I

[shorttet [use in hoiiday cal Sort Key

1 Ramadan

1 Ramadan

S

_mmm'

Halidaw

10 DhllE?CreateIChange Fublic Holidays: Details

lE?CreateIChange Fublic Holidays: Fixed Dates

[ ||| Public Holiday Definition

Day

Manth

Guaranteed

@ Mot Guaranteed

O Thursday
O Friday
O Sunday
O SaturdaySunday

Fublic Holiday Attributes
Sort Criterion

Religious Denominatian
Fublic Holiday Class
Short Holiday Mame
Long Haliday Mame

Dl
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|II7 Create/Change Public Holidays: Floating Public Holidays

Fublic Holiday

rear

M omnth |Day lsed

LD

O Friday

Guaranteed
@ Mot Guaranteed
O Thursday

) Sunday
(O SaturdayiSunday

Fublic Holiday Attributes

Sort Criterion

Felinious Denomination
Fublic Holiday Class
Short Haliday BMame
Long Haoliday Marme

fid

Field Name Description R/O/C User Action and Values
Day Day of month for public holiday( | R Enter Day of the month
l.e. date)
Month Month of the year R Enter the month
Guaranteed Indicates Public Holiday should | O Do not make any entry let the
field not be moved if it falls on a entry standard remain
weekend.
Sort Criterion Three character short key. R Enter short Criterion

The holidays can be sorted
in alphabetical order with this
key

Religion

Holiday religion (Christian, C
Hindu, Muslims, Buddhist :

DO NOT ENTER ANY RELIGION
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Holiday Class The holiday class specifies the R Enter Holiday class 1 — public
holiday type holida and 3 — restricted holiday ,
4- for all off Saturdays.
Public Holiday | Short name of the public holiday R Enter Public holiday short
short
Holiday Long | Name of the public holiday R Enter holiday long text
Text

Procedural Steps Of creating Public Holiday Calendar:

e Click Radio button Holiday Calendar
e Click on Change icon
e Choose create icon and give a calendar ID and long text for the calendar
e Enter the validity period
e Click on the assign holidays icon and assign the holidays and save the calendar
Field Name Description R/O/C User Action and Values
Calendar ID Public Holiday Calendar | D R Enter Calendar | D
Valid( From ,To) Validity Of Public Holiday R Enter Validity Period
Calendar
Assign Public Holiday | Assignment of Public Holidays R Click on Assign Public
from list Holidays icon
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|Ev = w
galendar Ed\l 9010 E){TI’ES Sgstem ﬂelp

C

dJH @@aq EHAE DDo0 HE @

Display Public Holiday Calendar: Details

| 4 Calendar || » Calendar |

Calendar ID FP||PDIL - Holiday calendar

Walid From 2010
To 2030

Aszsigned Public Holidays
Selected Fublic Holiday
2ND SATURDAY
2ND SATURDAY
2ND SATURDAY
2ND SATURDAY
2ND SATURDAY
2ND SATURDAY
2MD SATURDAY
2ND SATURDAY
2MD SATURDAY
2ND SATURDAY
2MD SATURDAY
ATH SATURDAY
ATH SATURDAY

Walid Fraom  Walid To

2010
2010
2010
2010
2010
2010
2010
2010
2010
2010
2010
2010
2010

Entry 1 of 5B

2010
2010
2010
2010
2018
2010
2818
2010
2018
2010
2018
2010
2818

19. Generate Work Schedule :

The work schedules or shift templates are to be generated every year for all employees and this activity

shall be carried out in the beginning of every year for the whole year or

can be done on regular intervals.

Access transaction by:

1l4][»]

Sap Easy Access Menu

Human

Resources

— Time

Management —
Administration — Work schedule — Create /Change/
Display
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Via Transaction Code

PT02 —Change; PT03 — Display ; PTO1 - Create;

[E
‘ Wiork schedule

@

Edit Goto
g

aystern  Help

JE e EEE D008 EE @M

Change Work Schedule

| Change || Delete |

Work schedule for

Employvee subgroup grouping

Holiday calendar [+

Personnel subarea grouping [+

YWork schedule rule ~

Period

Calendar month frorm (M0 [+

to [RTYOY)

Display

(@ Calendar

O ALY List
Field Name Description R/O/C User Action and Values
Employee sub | Group employee sub Groups for whom R Enter employee sub group grouping

group grouping

same work schedule applies incase of

PDIL “2”

_ 12n

Holiday calendar

A public holiday calendar distinguishes R

working days

and public holidays

Enter applicable holiday calendar —
“Pp”

Personnel sub
area

A personnel sub area grouping for work R

schedules is

a grouping of personnel

Enter Personnel sub area grouping

grouping sub areas with the same work schedule
rules
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Work  schedule | The work schedule rule determines R Enter work schedule rule
rule which period work schedule is used to

set up the work schedule, and the day
of the period as of which it applies.

Period Enter begin and end time of R Enter period
work schedule

e To change a work schedule use Tcode PT02 and change the work schedule rule from the F4 help
and generate it.

e For display the same easy access path can be used or Tcode PT03 can be used for display of
work schedule

e To create a work schedule the Tcode is PT01, which is used to generate work schedule for future
periods.

e For PDIL employees Sub Group Grouping is 2’

e For PDIL employees Holiday Calendars is PP for all location

e For PDIL employees Personnel Sub Area Grouping are from “01”

[ ]

For PDIL employees Work Schedule Rule have been defined according to the shift templates
provided by the respective sites. If the user clicks on Work Schedule Rule Entry field and Press
‘F4’ Key, Work Schedule Rules appears.

20. Bio- metric entry.

Initially biometric file (time in and time out) should be uploaded in server from where data will be pick
though BDC.
This BDC - ZHR_UPDATE_IN_OUT_TIME will update the time record in IT 2011.

= Sl SR
Infotype  Edit Goto Extras  System  Help
& B0 H I @@@ Sl  onoan  BEE @
List Time Events
O] =]
| i | | [I[=l&] Fers.Mo 100144 Mame WAISHALI GUPTA
Find by || Pers.area 1188 Noida Office Cost Cir 1000110102| Corporate Commaon
~ @ Person EE subarp EQ| 12500-32500 WIS rule WSRNOIDA| WSR - MOIDA
) Collective search heln Choose  [B1 .01 1808 [#)To 31.12.9999
% Eeamh Ter:' Tirme Events
res seare Date JTime ITi_[Short description [Dalatan [TiD [o[F | i |
| |o11ozoio 02:00:00F10 [Clock-in - M [=]
| |o11o0.z010 09:00:00 P10 Clack-in + m =]
""" [ |o1.10.2010 09:00:00F10 [Clock-in - M -
[ lo110.2010 09:00:00F10 [Clock-in - o
| lo110.2010 18:00:00 P20 |Clockout + o
| |o11o0.zoio 18:00:00 P20 [Clock out - M
| |o11o0.zoio 18:00:00 P20 [Clock out - M
| |o11o0.z010 18:00:00 P20 [Clock-out - M
[ |2010.2010 09:00:00F10 [Clock-in - M
| |zo10.2010 09:00:00F10 [Clock-in - o
| |zo10.2010 09:00:00F10 [CGlock-in + o
| |zoo.zoio 09:00:00F10 [Clock-in - M
| |zo1o.zoio 09:322:00 P10 [Clock-in - M
| |zoio0.zoi0 09:32:00 P10 Clack-in + m [~]
| |zo.10.zo10 09:33:00 P10 [Clock-in - ] [~]
[ERja]l I 1 [«][+]
Entry 1lot 258
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If there is no Swap data i.e time in and time out and employee hasn’t apply for leave then system mark a
tempary leave AWI which should be again regularized through ESS.

If there is only one entry through biometric then system employee has to regularized through ESS.

If there is any error while uploading the data in system then though T-code Ztime_error.

= B & [
List Edit Goto ‘iews Sefings System  Help

|& 1 JH QI SHE fnos AR @B

Error Report

E

Project & Development India Ltd(PDIL)
Current Date : 01.12.2010
Error data on dated 31.12.2010

< |
Date |Empioyee MoJErrar Type  [in Time] out Time[Error Msg
31.12.2010 100003 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31.12.2010 100005 MOT UPLOAD 9:00 18:00 Infotype POOS0 not maintained for 22.11.2010
31.12.2010 100010 MOT UPLOAD 9:00  18:00  Infotype PO0S0 not maintained for 22.11.2010
31.12.2010 100011 MOT UPLOAD 9:00  18:00  Infotype PO0S0 not maintained for 22.11.2010
31122010 100014 MNOT UPLOAD 9:00 18:00 Ferzon is already being processed by user TEST13 E
31.12.2010 100014 MOT UPLOAD 9:00  18:00  Infotype PO0S0 not maintained for 22.11.2010
31.12.2010 100016 MOT UPLOAD 9:00 18:00 Mo time recording acc.to infotype 0007
31122010 100018 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31.12.2010 100023 MOT UPLOAD 9:00  18:00  Infotype PO0S0 not maintained for 22.11.2010
31.12.2010 100031 MOT UPLOAD 9:00  18:00  Infotype PO0S0 not maintained for 22.11.2010
31122010 100033 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31122010 100034 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31122010 100035 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31.12.2010 100036 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31122010 100037 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31122010 100040 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31.12.2010 100041 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31122010 100042 MNOT UPLOAD 9:00 18:00 Mo time recording ace.to infotype 0007
31122010 100043 MOT UPLOAD 9:00 18:00 Mo time recording acc.to infotype 0007

21. PA71 FAST ENTRY TIME DATA

Fast entry of data allows creating and maintaining the same info type or subtyping record for
several employees at the same time. Fast entry is to maintain time data for several employees; enter the
data record separately for each employee. Using fast entry, you can enter data on one screen for several
employees at the same time; the screens only contain the required input fields for each info type. You can
then process data for a large number of employees quickly and efficiently.

There are three different methods for selecting the personnel numbers you want to process in fast entry
screen in SAP time Management Component

Last changed on: Last changed by: Version: Page:

10.12.2010 Honeypriya 58 of 60

KN

(DI



™ End User Manual

; :
3 P D | L Title: Time Management

Module: SAP - HR
} aré : .
L tﬁ 3'} qa Release ECC6.0

Created by: Honeypriva Sharma

ENGINEERING THE FUTURE Created on: 03.12.2010

HCL

1- Manually compiling a list of personnel numbers before processing from the fast entry screen.

2- Entering personnel numbers directly in the fast entry screen.

3- Generating a list of personnel numbers using a report based on specific search criteria.

Access transaction by:

Sap Easy Access Menu Human

Resources — Time Management —

Administration - Time Data — Fast Entry Time data

Via Transaction Code PA71

Enter dates in the Period column

Select field in ‘Personnel Number’ field
Choose Create icon

Fast Entry of Time Data

Enter Infotype and sub type from ‘Infotype text field’ or Enter in ‘Direct Selection field’.
Select save option from ‘Save option field’

[OI[D win wropeear ][] 0[]

@ Enter in fast entry screen

) mManual preselection

O Preselect using report

O Preselection w.ad hoc query

Fast entry oftime data | |_| Feriod
Ahsences [=] @ Period
:thtendances El From
| |Substitutions — O Today O Currweek
| |Awailahility Al ) Current month
| |Pwertirme ) Fram curr.date O Lastweek
| |Aksence Quotas ) To Current Diate ) Last manth
[ plEntEnss Lueiss 2 Current Period ) Current Year
| |Employee Remuneration Info || |-E| Choose I
_Tir‘ne Transter Specifications El
Activity Allocation (Attendances) E|
Direct selection
Infotype STy
Enter Fersannel Mumhbers Sawe Optiaon

@ Save records directhy
() Create batch input session

Maintain/LockiUnlockiDelete
[JLocked records anly
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Field Name | Description R/O/C | User Action and Values

Direct Enter the Infotype for which fast entries have R Enter the required infotype

selection to be made

Save option Choose radio button save record directly R Saves the records

Enter Choose the radio button enter in fast entry R

Personnel screen

numbers

e This method is very handy for bulk data entry in single phase. Which ever the transaction
PA61 — create or List Entry or PA71 Fast Entry of Time Data, these are various modes to
record information as per requirements. The data entered under these are saved in one and
same table.
22. Appendix
Report Descriptions by Name and Transaction Code
Time Attendance/Absence Data: | PT90 Calendar view of one or more employee’s
Calendar View attendance and/or absence records for a
defined period of time.

Time Attendance/Absence Data: | PT64 To view one or more employee’s absences

Overview or attendances for a defined period of time.

Time Attendance/Absence: PTI1 To view attendance and/or absence

Multiple Employee View records for a defined period of time for
several employees.

Time Display Absence Quota | PT_QTA10 To view or audit absence quotas for

Information employees.

Time Display Work Schedule PTO3 To view a specific work schedule rule to
determine hours worked on a specific day.

Time Overview Graphic of | PT65 Graphical view of one or more employee’s

Attendance/Absences attendance and/or absence records for a
defined period of time.

Time Personal Work Schedule PT63 To view the schedules of one or more
employees for a specific time period, to
determine if the employee is mapped to the
correct work schedule.

Time Quota Overview PT50 To review quota earned.

Time Time Statement Form PT61 To review the time statement of one or
more employees for a specific time period.
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