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1. PAO3: Control Record

This co-ordinate the different stages of payroll accounting. For each Payroll Area we

have to create Control Record. The Importance of Control Record is as follows:

1. Locks the master and time data so changes cannot be made during the payroll

process.

2. Lock is valid for payroll past and present.
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3. Changes can be done for payroll future only.

2. Payroll Process

Legend:

Functions in menu

Release payroll | 4—i
‘ * Release for |

Control record |

Start payroll |

v

*N

Exit Payroll | Corrections |
End of ‘ Release for |

Release for ‘

YES

Checking the Control Record Status:
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Before running the actual payroll run first we have to check whether the Payroll
Results are exited for the previous period, otherwise we cannot run the Payroll for the

current period. In order to check this, follow the steps below for the previous period.

[ Menu Edit Favortes FExtras System  Help

o == T« Qe IShi® DNLD OF 0®m

SAP Easy Access

'.'

[k & | & | ga0Other menu e g & | v & | [@Create role Assign users Documentation
- [3 Favorites
* [= SAP Menu
+ [ Financial Services Network Connector
+ [3 Office
v 3 Cross-Application Components
v [ Logistics
» [T Accounting
* [ Human Resources
* [3 Patient Accounting
+ [3 Information Systems
v [3 Tooks
+ [ webcClient UI Framework

Then the following screen will come. Click on change.

= controlrecord Edit Goto  System  Help

9 | M LA HE @
Payroll control record

g & [0

Payroll area '
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(5 controlrecord Edit Goto  System  Help

@ - «H eae® =F @
Payroll control record

4 &2 &

=1
Payroll area LhQJHead Quarters-BSPTCL

Payroll status

Released f. Payroll |

XX X4

Payroll period 122018| |01.03.2019 - [31.03.201%9
Run 2

Earliest retro acctg period 01|2012| 01.04.2018

Last change to personnel control record
by YASH HCM] on |08.03.201% at 15:51:46
Status | Payroll correction

In the Control Record if the payroll period is previous period and the Status of the
Control Record is Release Payroll then we have to Exit the payroll for the previous
month otherwise we cannot run the payroll for the current period. To Exit the Payroll
click on Exit Payroll button and Save.

After Saving the Control Record, again click on Change for the Control Record and
Click on Released for Payroll. Then the Payroll Period will be changed to next period
i.e. the current period which we have to Run and Save.
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= controlrecord Edit Goto  System  Help

v v | « Qe 3| ]
Payroll control record

& & [ W

Payroll area I_H_'C:{_I

The Overall Processes of Control Record for Payroll are exhibited below:
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Release Payroll

}

Start Payroll

}

Check results

}

Corrections

Exit payroll

3. ChecKlist for Payroll:

1) Check that the payroll for all employees has been carried out accurately for
the current month in the Control Record before Exiting the Control Record.

2) Ensure that there is no need to change in Cost Centre.

If there is any changes in Employee Master like Employee Details, Basic Pay we

have to change in PA30 accordingly
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4.Payroll Accounting

Payroll Process will be done in 2 phases.

1) Simulation Run

2) Actual Payroll Run

Simulation Run:
Payroll Simulation is used to evaluate individual employee payroll results. Also, we

will perform a Simulation of the entire payroll before producing actual Payroll

Results. This gives us the ability to calculate all information for each employee
exactly as they would be calculated during a Productive Payroll Run, without actually
updating balances. These test results can be reviewed, and adjustments can be
made easily prior to starting the actual run.

A simulation run corresponds to a regular payroll run with the following restrictions:

The results of a simulated payroll run are not saved on the database. We can

view and print the results in the payroll log.
The system does not lock any master data.

The current payroll period in the payroll control record is not changed.

The steps Release payroll and Exit payroll does not apply.

We can run the simulation run by using PC00_M40_CALC_SIMU Transaction code

The screen to enter a payroll simulation looks exactly like the front screen of an
actual run. The following screen appears:
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[E progam Edit Goto  System  Help

@ l«H @@Q® = HEa em
Payroll Driver, India
& (o )=
I Selections from IEP Search helps
Payroll period
Payroll area H_Q from |01.03.2019 To 31.03.201%9

() Current period 12||2018
() Other period

Selection
Personnel Number 1000028

Payroll area HQ E’l

General program contral
Payroll reason
Off-cycle payroll
Schema NGO
Forced retro.accounting as of
[ Test run (no update)

Log
|| Display log
[ Also display time data processing log

Display variant for log

Remuneration statement parameters

— L ——
(®) Display variant remun.statem I_E!SPI J

Click on execute.
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= log Edt Goto  View  Settings  System  Help

o -] « Qe =ik LTy B0 o=

L =
Display Log Tree
Fe M5 B EJrow Esubtree & Ta A [ [f3Form  [A]

Payroll Log

—@E General data

@ Successful personnel numbers
[ Persconnel Numbers Rejected
Processing at End of Selection
— Messages

— 3 statistics

Selected personnel numbers 1
Successful 1
Humber of pericds 1
Bejected 0
Total number of messages and error messages 0

The information that must be provided is:

Payroll Area (enter in two places) — HQ

Period - current indicator

Personnel Number - only if running individual employee; leave blank to select all
employees

Schema — ZNO0O always

Display log — check for all calculations; DO NOT check if running all employees
Display variant Rem. statement -BSPT

WARNING - If you leave this field blank you will NOT see the remuneration
statement after simulation! (which field)

Actual Payroll Run:

After confirming the Simulation Run values, run the Actual Payroll for that Period. We
can run the Actual Payroll by using PC00_M40_CALC Transaction Code
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= Menu  Edit Favorites Extras  System  Help

-] « @it DA I F0 e

SAP Easy Access

k= E‘;—ﬂ & Other menu Y-'Ei w & | v & | [BCreate role 07 Assign users Documentation

- [ Favorites
* [ SAP Menu
+ [3 Financial Services Network Connector
» [ Office
» 3 Cross-Application Components
+ [ Logistics
+ [3 Accounting
* [3 Human Resources
+ [ patient Accounting
» [T Information Systems
v [ Tools
» [ webClient UI Framewaork

Payroll Run: To execute the Payroll Run we have to give the following input in the
Payroll run selection screen.

1) Payroll Area

2) Period ( Default Current Period )

3) Personnel Number (if we don’t give Personnel Number it will take all
Employees who belongs to the Payroll Area)

4) Schema (zn00)

5) Check Display Log ( To See the Error Logs )

6) Display Variant Remuneration Statement

7) Click On Execute




Project - SUGAM

User Manual Document N
YA@
Process Name - HCM_PAYROLL .

HUMAN CAPITAL MANAGEMENT

[Z program Edit Goto  System  Help

© "«Heqge = HE @
Payroll Driver, India

@ o )&
|  Selectionsfrom |  Search helps |

Payroll period
==t
Payroll area LCEIJ
") Current period
#) Other period 4|2018

Selection

Personnel Number 1000058

&[]

Payroll area CA

General program control
Payroll reason
Off-cycle payroll
Scherma ZNO0
Forced retro.accounting as of
| Test run (no update)

Log
«|Display log
Also display time data processing log

Display variant for log & |
Remuneration statement parameters

=) Display variant remun.statem BSET

1) If there are corrections in the Payroll Results at this stage we have to execute
the following for correction.

2) After running Actual Payroll for all Employees generate Pay Slips, Bank
Transfer Report, Statutory Reports etc., and get Finance Approval before
Dispatching Pay Slips and Bank Transfer so that errors, if any were rectified.

3) If there are corrections in the Payroll Results at this stage we have to execute
the following for correction.

4) After running Actual Payroll for all Employees generate Pay Slips, Bank
Transfer Report, Statutory Reports etc., and get Finance Approval before
Dispatching Pay Slips and Bank Transfer so that errors, if any were rectified.

5) If there are corrections in the Payroll Results at this stage we have to execute
the following for correction.
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6) Change the Status of the Control Record to Release For Correction.
=

V] “l«H @@e HE | @E
Payroll control record
4 22 &

Payroll area H2| Head Quarters-BSPTCL

Payroll status

| Released f. Payroll |

x X 4 X

Payroll period 12/|2018| |01.03.201% - |31.03.2014
Run 1

Earliest retro acctg period 01f2018 01.04.2018

Last change to personnel control record
by YASH HCM3 on 10.03.201%9 at 07:20:44
Status  |Payroll correction

Delete the payroll results of those employees with errors and change the master
data.

Hence to delete the payroll results of an employee GO TO PUO3 => Enter Employee
Number => Click On Execute => Select the Payroll Period which we want to delete
and click on Delete Button in Menu Bar. Then the Payroll Results will be deleted for
that Particular Period.

a. After changing the Master Data, change the Status of the Control
Record into Release for Payroll.
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b. Run the Simulation Run and after that if the payroll result is correct
then run the actual Payroll for those employees.

= Log Edit  Goto  View  Settings  System  Help

@ -] « Qe 2Rk HhadH N0 o=

[ =]
Display Log Tree
Fe M5 B EJRow 2 Subtree & Ta A o [3Form  [A]

Payroll Log

@ General data

@ Successful personnel numbers
[ Persconnel Numbers Rejected
Processing at End of Selection
— Messages

— 3 Statistics

Selected personnel numbers 1
Successful 1
Humber of pericds 1
Bejected a
Total number of messages and error messages 0

Click on successful personal numbers.
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[5 Log Edt Goto View Settings System  Help
@ v |l« QA =i HHY
Display Log Tree
Cw 1 B $JRow &-subtree & [E %2 ([ [G3Form [4]

Payroll Log

__ﬁIL General data
— =, Successful personnel numbers

L

[ Personnel MNumbers Rejected
Processing at End of Selection
[ Messages

— 3 Statistics

B 01000058 hra test 1 hra test 1

Selected personnel numbers

Successful

Humber of periods

Rejected

Total number of messages and error mes3ages

[T =T S R =

Double click on Personnel no.
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YASH

™

[ Log Edit Goto View Settings System Help

@ |k Qe@ i DT A8 @

Display Log Tree

[ 2] &row E]subtree & Te M o [aForm [d]

Payroll Log

— X General data
— & Successful perscnnel numbers

L.

[EEHIEIEIL‘IEE hra test 1 hra test 1
Personnel Numbers Bejected
Processing at End of Selection

Messages
— = Statistics

B o4/2018 ( 01.07.2018 - 31.07.2018 )

Selected personnel numbers

Successful

Humber of periods

Bejected

Total number of messages and error messages

Eegular payrcll run in 04,

[ =T SR S S
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YASH

™

ENDIF
—&E PIT
— 3@ PIT
— & MoD
— @ IF
ELSE
ENDIE
— @ shift
— 3@ PLB
— & PRINT
— @ pz0l0
— 3@ PALLP
— 3@ PIT
— @ ZLIT
— 3 Po4lg
— 3@ PIT
— @ AVERR
— 3@ PIT

— &= pIT

¥0l0 PO1
K013 FOl
EMOLD GEN

FDC

Change Compensation

HE FLRT
K930 GEN NOAB
K0l2 GEN
KALF HOLB
AMS

K015 GEN

K009 GEN NOAB

—E Incentive wages

K020 P03

E Input
E Processing
E output

B [ET

=

BT

— 3@ Loan accounting
—3E Process additional payments/deducticns

Create waluation bases (addition)
Create wvaluation bases (division)
Determine payroll modifiers
Import absences

Is PDC active in pericd?

EDC Not Actiwe in Period

Edit absence data

Print partial period parameter

Edit employee remuneration informatic
Valuation Bases for Different Payment
Higher wval. basis + extra pay + premi
Place summarized ZL entries in IT
Processing Quota Compensation
Valuation of time wage types
Calculation of averages

Remove wval. bases with ALP split

Gross and RT storage for time wage ty
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™

= Detail View of Log
v « 0@ 26 HYOH A0 o

Detail View of Log
% W B 4 @ Ta o [ssForm  Old Log [4]

@

FE[E] Table BT

AW WI Text ARBCI1C2C3aBKoReBThwvIvNUnit Amt/Unit No. Imount

¥ f101 Total gross 38,980.00
¥ f111 EPF Basis 37,060.00
¥ f112 E5T Basis 37,080.00
¥ f113 E5T Basis N 300000.00 38,980.00
¥ /114 HRA Basis 37,080.00
¥ f115 COn/CLA Bas 38,980.00
¥ flle Gratuity Ba 37,060.00
¥ f117 Superannuat 37,060.00
¥ f120 Nom. ExGrat 300000.00 37,080.00
¥ f121 Nom. ExGrat 300000.00 37,060.00
¥ f124 Mon Reg Inc 38, %80.00
¥ f128 Leave Encas 37,060.00
¥ f129 Veoluntary B 37,060.00
¥ f134 RAnnual Non- 1,920.00
¥ f136 1DSD Basis 37,080.00
¥ f137 1DSD Basis 37,060.00
¥ f138 Form 217 2 2,5980.00
¥ /139 VPF Basis 37,080.00
¥ /140 LWF Basis 37,080.00
¥ /145 EPF Nominal 300000.00 37,060.00
¥ f3BN Part Period 100000.00

¥ f3F5 Ee Mon PF c 1,853.00
¥ f3Fg Ee Ann FF c 16,127.00
¥ f3FA PF basis fol0lOl 37,060.00
¥ f3FB FF Basis fol0lol 37,080.00
¥ f3FD Mon perk (e 29.00
¥ J3FE Interest ac 29.00
¥ f3FF Mon perk (e 3,706.00

Double Click on Form to display payslip.
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Vidut Bhawvan,

Phone:

Bihar State Power Transmission Company Limited
Bailey Boad Patna — 800021
Fax:

Comp.Literacy Allowance
Medical Allowance
Cash Rllowance

Here we can see payment to be transfer to bank.

Pay slip For the Month of June 2018
EmployeeId : 01000058 Basic Pay 32000.00
Hame : hra test 1 hra test Pay Level : 02 14
PAN Ho : RRRDRO995L Designation: Assistant Engineer
Bank Name : CRNARA BANE Location : Patna Circ
Bank AC No : 12234560 Crcl Off Patna
IFSC Code : CHNEBOOOO352 GEE/CES Mo : XE/XXX/95995959/99
Department : Patna Circle Days Paid =: 30.00
Earnings Deductions
Basic Pay 32,000.00 |GPF Emp Vol. Contribution 1,700.00

1) After running Actual Payroll for all Employees generate Pay Slips, Bank
Transfer Report, Statutory Reports etc., and get Finance Approval before
Dispatching Pay Slips and Bank Transfer so that errors, if any were rectified.

Payroll Log:

The payroll results are displayed in a tree structure. This makes it easier to analyse
and get an overview of the payroll results. The log includes a table of contents which
is presented as tree structure. The nodes within the tree structure enable to access

the required information.
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10. After successfully running the actual payroll for all employees exit payroll. Before
exiting the payroll, check whether all the details of the payroll is correct as we cannot
make any changes in the payroll results after exiting and posting to Finance.

5. Posting to Finance (FI):

Create Posting Run

This can be executed in 'Simulation' or 'Update’ Mode. In this step, the system
checks for validity of G/L accounts mapping. First simulate a posting run after
completing payroll enabling to recognize posting-relevant errors in the payroll results
early on, and avoid errors when creating a live posting run. Once simulation run is
successful, then run in update mode.

Process Posting Run

In this step we have controls to 'Release’ and 'Post' the documents to Fl. These
posted documents can be viewed in Fl using the transaction code FB03

The payroll results will be posted as per posting dates defined in the payroll posting
calendars. For ex: payroll results of monthly salaried employees will be posted to Fl
on a monthly basis etc.

Step a)

The T-code for FI Posting is PCO0_M40_CIPE or by using the navigation path:
Human Resource -> Payroll -> International -> Subsequent Activities -> Per Payroll
Period -> Evaluation -> Posting to Accounting -> PC00_M40_CIPE - Execute run.

Check Payroll Result [PC00_M40_PA03_CHECK]:

By choosing Check Payroll Result, changes cannot be made to payroll data both for
the present or past. This function also locks the concerned payroll accounting area,
preventing from including it in the payroll run.
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Corrections [PC00_M40_PA03_CORR]:

When choosing release for corrections, the Infotype records assigned to selected
payroll area for corrections will be released. Choose this function, if Infotype data
needs to be changed because personnel numbers were rejected during the payroll
run. After collecting thedata release the payroll again. This results in locking the
personnel again. Choose start payroll to run payroll again for the personnel numbers
for which master data was changed.

Exit Payroll [PC00_M40_PAO3_EXIT PAYROLL]:

By choosing this function it enables to release master data so that they can be
maintained for past & present. Do not choose this function until the payroll has run
successfully for all the personnel numbers assigned to the selected payroll
accounting area.

After successfully running the actual payroll for all employees exit payroll. Before
exiting the payroll, check whether all the details of the payroll is correct as we cannot
make any changes in the payroll results after exiting and posting to Finance.

6. Retro Triggers

Retrotriggers due to promotion / Increment process w.e.f past date w.r.t payroll data
Access Transaction:

Transaction Code: PA30

Procedure:
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Info type 0008 changes w.e.f past payroll

[ Menu Edit Favorites Extras System  Help

© (== @C I SHE ONDD P00

SAP Easy Access
g & | &= | &&0ther menu Ya m & | = & | [3Create role 02 Acsign users

+ [3 Favorites
* [F= SAP Menu
+ 3 Financial Services Metwork Connector
v [T Office
v O3 Cross-Application Components
v [ Logistics
¢+ [T Accounting
* [3 Human Resources
* [ patient Accounting
+ [ Information Systems
» [ Tools
v [0 webClient UI Framewrork

date - Old record is copied and changes are made.

Enter the Transaction code pa30 and press enter.

Enter the Employee Code for whom work basic pay has to be created.

e Enter Infotype 0008
e Click on create / Change icon .

[ Documentation
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=g HR master data Edit Goto  Extras  Utiities Settings Systermn  Help

V] MR eqe L AR AFNE hRRu]

Maintain HR Master Data
O & & [0« @ | 54

UES I=][a) Personnel no. 1000074
Find by MName sita ram
~ 82 Person Personnel ar 1001

+ () collective search help
+ (i search Term
+ (i Free search

Subarea 2006

ow

EE group R
EE subgrp 14

. Personal data |' Time Management  Payroll

Infotype Text 5.. Period
Actions « = || (s Period
Organizational assignment W 7 From To
Personal data o ) Today (O Curr.week
Addresses L4 [@F.] () Current month
Bank Details L4 () From curr.date () Last week
Personal IDs () To Current Date  ()Last month
Communication (ICurrent Period () Current Year
Family Member/Dependents - @l Choose
Monitoring of Tasks - -

Direct selection

Infotype Toooe] Olsty

Enter the effective Start Date, End Date, Employee Group, Level Work Hours/Period,
Wage Types and Amount. Enter the data accordingly and save it. It will save those
data for that given date range. Then the payroll will take these data for payroll

process for that period.

Salary data has to update successfully w.e.f past date.




Project - SUGAM
User Manual Document

Process Name - HCM_PAYROLL

YASH

HUMAN CAPITAL MANAGEMENT

™

[E infotype Edit Goto \Wage types Extras System  Help
@ M eqe

Change Basic Pay

i | Ebwage Type  E2Wage Type  [iiill Payments and deductions

+ () Search Term
« ({) Free search

W... Wage Type Long Text
1001 Basic Pay

1003 Dearness Allowance
1008 Energy Pay

1004 House Rent Allowance

4

Payment type ' Basic contract

Reason

Pay scale

Type 01| BspTCL
Area 03] All Locations
Group 0z

1002 Comp.Literacy Allowance

1007 City Transport Allowance

DNLD R 0

|:||:|H:||_”_M§Jl§] Pers.Mo. 1000058 Name hra test 1 hra test 1

Find by Pers.area 1006 Patna Circle

~ 82 Person EE subarp 31)  ASSISTANT ENGINEER WS rule GENZ | Circle General Shift
* [ collective search help Start 01.06.2018 31.12.9999| Chng [23.02.2019)[vASH_HCML

Object ID
Next increase

Further information

Capacity Util. Level 100.00% PER
Work hours/period 200.00 | Monthly
Ann.salary INR

Curr... L.. A.. Number/Unit| Unit
35,000.00 INR I ¥

2,500.00 INR )]
3,060.00 INR I [¥
2,920.00 INR I ¥
200IR I W
SO000INR I [V a
Imr O -

Salary data updated successfully.

Control Record
Lock the master data for maintenance.

Access Transaction:

Transaction Code: PA30

Procedure

Enter Transaction code:PA0O3 and enter.

1v [08.03.2019) - [31.12. 9999 mm

38,980.00 |INR
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= Menu  Edit Favorites Extras  System  Help

2@ HHhodh P e

I sl
& |_ MR
SAP Easy Access
[ & | & | = Other menu

- [3 Favorites
~ [ SAP Menu

@

Y-E;x g & -

+ [3 Financial Services Network Connector

» [3 Office

v (3 Cross-Application Components

v [ Logistics

* [3 Accounting

+ [3 Hurman Resources

+ [3 patient Accounting

¢+ [3 Information Systems

v [3 Tooks

+ [ webClient UI Framework

F

L& Create role

8] Assign Users Documentation

Enter Payroll Area, Press change button, and press release for payroll and save.

= controlrecord Edit  Goto

& | | %
Payroll control record
& & [ I

Payroll area [Hd_l |

System  Help

Qe

HE @

The Status of the Control Record is Release Payroll and save. Master data locked
for maintenance. Masterdata not able to edit. Then run the payroll.
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= Controlrecord  Edit  Goto  System  Help

] v| « L XA e
Payroll control record

a2 &

=

Payroll area LHQ_IHEEEI Quarters-BSPTCL

Payroll status

o Released f. Payroll

# Rel. f. Correction

b1 Exit P2

b4 Check Payroll Results

Payroll period 032018 [01.06.2018] - [30.06.2018
Run 1

Earliest retro acctg period o1lz018 01.04.2018

Last change to personnel control record
by YASH _HCM3 on [10.03.201% at 08:35:05
Status Mew

Save the record.

Run Rectro
Retro Salary to be processed without error and payslip to be generated.

Transaction code: pcO0_m40_calc
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[= program Edit Goto System Help

V] l«Hd e@e = HNE @
Payroll Driver, India

& [ =

| Selections from |E\> Search helps |
Payroll period
=t
payroll area LCAL
") Current period
(e) Other period s(z201s

Selection

Personnel Murmber 1000058

o

Payroll area Ch

General program control
Payroll reason
Off-cycle payrol
Schema ZNOO
Forced retro.accounting as of
[ Test run (no update)

Log
[+ Display log
["JAlso display time data processing log
Display variant for log |Z|

Remuneration statement parameters

() Display variant remun.statem BSET

Click on executive. After successfully run the payroll remove the test run and
executive.
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[ Log Edit Goto View Settings System Help

Qi «H @@ SRB I DNa T8
Display Log Tree

Fe M @] E-]Row 2-]Subtree &= Ta (& [gaForm Old Log [i]

Payroll Log

— @ General data

— 3 Successful perscnnel numbers
Personnel Numbers Rejected
Processing at End of Selection
Messages

— & Statistics

Selected personnel numbers

Successful

Humber of periods

Rejected

Total number of messages and error messages

L T T % I Y

Click on successful personnel numbers.
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[ Log Edt Goto View Settings System
] «<H eae
Display Log Tree
Cx W] @ 5Row 5 Subtree

—E Successful personnel numbers

= 01000058 hra test 1 hra test 1

& [ %z @ o [gyForm

Help

2@ OHhad F0 e

old Log [i]

B 04/2015 { 01.07.2018 - 31.07.2018 )
3 o5/201% ( 01.08.2018 - 31.08.2018 )

Regular payrell run in 05/2018
Begular payrell run in 05/2018

Initialization of Payroll
D Edit basic data

IF SFEN

ENDIE

—E Get previous result of period for VO
@ Import last payroll result

—E Processing of time data

—E Loan accounting

—@ Process additional payments/deductions
—E Factoring and storage

[ Save tables for iteration

—E LEBEG Begin Loop
LPENL End Loop
—E Retroactiwve accounting INDIL

If special run

—&= IF 0

L

Original payroll ?

= DT IN41 GEN HNORE Provide differences received(India)
HE Input
B Processing

=)
=, output

[

ELSE Retroactive accounting now

LY T
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Detail View of Log
TR B A @E s @™ [@Fom oOdlg [il

FAE] Table IT

AL WT WT Text  APCIC2C3aFKoReBTAwvIvNUnit Amt/Unit No. Zmount

¥ /SE0 Net pay 95,773.43
* /562 Balance of 95,773.43
¥ /552 Stat.net au 51,997.43

Payslip and other Salary report generated with retro values. Retro Salary to be
processed without error and payslip to be generated.After successfully run the
payroll remove the test run and executive.

7. Off cycle Payroll Processing of Employee

Access Transaction:
Transaction Code: PA30
Procedure

Enter pa30 and press enter.
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= Menu  Edit  Favorites  Extras  System  Help

© [E “l«Hie@ee 2R 0ONRH TR 0w

SAP Fasy Access

R E | & | sabDthermenu | %8 g & | & | [@Createrole | 2 Assign users  [e3 Documentation

+ [ Favorites
T [= SAP Menu
+ [3 Financial Services Metwork Connector
v+ [ Office
» O3 Cross-Application Components
*» [ Logistics
+ [T Accounting
* [ Human Resources
+ [ patient Accounting
+ [ Inforrmation Systems
v 3 Tools
+ [ webClient UI Framework

Enter personnel no, infotype and subtype. Click on create.
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[& HR master data Edit Goto FExtras Utiities Settings System  Help

@[ @ v« ekee DO 00 0
Maintain HR Master Data

D& & O T | o

BRIEEEIRE Personnel no. 1000058

Find by Name hra test 1 hra test 1

~ &8 Person Personnelar 1006 EE group R

* (i) Collective search help Subarea 2037 EE subgrp 21
+ () search Term

+ (i) Free search

- Personal data } Time Management  Payroll

Infotype Text 5. Period
Actions « =~ || (»Period
Organizational assignment o 7 From To
Personal data "4 (O Today () Curr.week
Addresses L4 Al () Current month
Bank Details v ()From curr.date () Last week
Personal IDs 4 () To Current Date () Last month
Communication (Current Period () Current Year
Famity Member/Dependents a il Choose
Monitoring of Tasks -

Direct selection

Infotype 267 5Ty 10147

Enter the bonus amount and save.
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= Infotype Edit Goto  Extras  System  Help
V] i«H eae S0 @m
Create Additional Off-Cycle Payments

| %
== ||_||_||_|| Pers.Mo. 1000058 Name hra test 1 hra test 1
Find by Pers.area 1006 Patna Circle
~ &2 Person EE subgrp 31 ASSISTANT ENGINEER WS rule GEN3 Circle General Shift

& ﬂﬁ Collective search help
U ﬂﬁ Search Term

U Gﬁ Free search
Additional Off-Cycle Payments

Tt
Wage Type _101€| (7 Bonus
Armount 2,000.00 |INR
Number/unit
Payment date 01.03.201%8

Assignment Number
Reason for Change

Off-cycle reas.
Payroll type A
Payroll Identifier

Run the off cycle payroll:
Transaction code: PUOC_40

YASH HCM3
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[ Menu Edit Favorites Extras System  Help

© [mmEm «Heqe 2l D000 T 0®

SAP Easy Access

[ [ | & | gaOthermenu | ¥8 i & | * « | [@Createrole | 2 Assign users  [23Documentation

» [ Favorites
¥ [F= SAP Menu
+ [ Financial Services Metwork Connector
v [ Office
v (3 Cross-Application Components
+ [ Logistics
+ [ Accounting
+ [ Human Resources
+ [3 patient Accounting
+ [ Information Systems
v [ Tools
v [0 WebClient UI Framework

Enter personal and click on payroll.

Double click on payroll.
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[ Offcyde  Edit  Goto  System  Help

V] v| « L QAN e (]
Off-Cycle Workbench
Personnel Mumber 1000058 hra test 1 hra test 1

< iHistory | [ Payroll

Payroll history

Pt date Re 'Re |Inf_ PM | Payment number Reason Amount | Croy
[m.m.zn___@j 1] T 38,800.00 INR
01.09.2018 m T 28,787.39 INR

Enter bonus amount and period.
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[ offcyde  Edit Goto
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Off-Cycle Workbench
Personnel Number [1000058 (3 hra test 1 hra test 1
' History [ ] Payroll
Start payroll
Reason |Bonus "I|:| Start payroll I
P t dat "31.07.2019 = Save |
ayment date [ 31.07. I, Save
Payroll calendar Payment date of next regular payroll run 01.11.2018
Define payment method Payment method is 'T' acc. to bank details infotype
7l rreate navmeantes

Click on start payroll.

Enter reason and payment date. Click on start payroll.




Project - SUGAM

User Manual Document

[ offcyde Edit Goto

Process Name - HCM_PAYROLL
HUMAN CAPITAL MANAGEMENT

YASH

™

System  Help

v |« Qe
Off-Cycle Workbench

Personnel Mumber (1000045

HE @

I[7 | cta test cta test

T History [ ] Payroll

Start payroll

I
Reason Bonus

-
=
Payment date

|2

Start payroll I

10.03.201%9
Payroll calendar

Create payments

Wage ... Long Text Amount
B101

Curr... Number/Unit Unit
Bonus - Regular

B201 Bonus - Reqgular

Click on history.

=

Save

Payment date of next regular payroll run 01.05.2018
Define payment method
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= Off-cycle Edt  Goto System Help

/] v | « eae 5] @
Off-Cycle Workbench
Personnel Mumber 1000058 hra test 1 hra test 1
< TiMistory | [ Payral
Payroll history
Prnt date Re Re |Inf |PM Payment number Reason Amount | Croy
" o1.10.2018 GI T 38,800.00 INR
01.09.2018 |I| T 28,787.39 IMR
1
IEi:a Remn. statement IE‘ Print list

Click on print.
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[ List Edit Goto System Help
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L =

Payroll history for 01000058 - hra test 1 hra test 1

Payroll history for 01000058 — hra test 1 hra test 1

Pmmt date Payment number Type Imount Payroll period

01.10.2018(T
01.0%9.2018(T

,300.00 |01.0%.2018 - 30.09.201%
787.39 |01.08.2018 - 31.08.2018

Off cycle payroll run successfully. Off cycle payslip should be generated.

8. Payroll - Absence Valuation

Select leave without pay, subtype, Period of leave for absence
valuation.

Access Transaction:

Transaction Code: PA30

Procedure

Enter pa30 and press enter.
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= Menu  Edit  Favorites  Extras  System  Help

o [m=x Qe ISh® DNND TE 0

SAP Fasy Access
2 E | & | &a0ther menu Yo 'n & | v & | [@Create role 2 Assign users  [e3 Documentation

+ [ Favorites
T [= SAP Menu
+ [3 Financial Services Metwork Connector
v+ [ Office
» O3 Cross-Application Components
*» [ Logistics
+ [T Accounting
* [ Human Resources
+ [ patient Accounting
+ [ Inforrmation Systems
v 3 Tools
+ [ webClient UI Framework

Enter the Employee Code for whom absence has to be created.

e Enter Infotype 2001, subtype 1020

e Click on create / Change icon .
e Enter period from and to.
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[Z HR master data Edit Goto Extras Utiities Settings  System

@ V| « eae 008000 oW

Maintain HR Master Data
O & s [0 F | 42

:ll:'l |:: : : | Personnel no. 1000058

~ &8 Person Personnelar 1008
& Gﬁ Collective search help

. ﬂﬁ Search Term
» () Free search

Subarea 2037

Find by MName hra test 1 hra test 1

" Personal data f Tirme Management

EE group E
EE subgrp |31

Press enter and click on create.

Salary to be reduced based on number of LOP

< Payroll

Infotype Text 5.. Period
Actions f ~ || (@ Period
Organizational assignment L From |02.03.2012  To :06.08.2018
Personal data o ) Today (O Curr.week
Addresses L4 CIAll () Current month
Bank Details v ) From curr.date (last week
Personal IDs 4 () To Current Date () Last month
Communication (") Current Period ) Current Year
Family Member/Dependents - I@ Choose
Monitoring of Tasks -

Direct selection

Infotype 2001 5Ty [1020]
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o l«H e@ae® w0 @m
Create Absences
2 @Personal work schedule Activity allocation  Cost assignment  External services ";@
|:||:|||:”:||:|| Pers.lNo. 1000058 Name hra test 1 hra test 1
Find by Pers.area 1006 Patna Circle
~ &8 Person EE subarp 31 ASSISTANT ENGINEER. WS rule GEN3 Circle General Shift
+ (i) Collective search help Start To2.08.2008 910 |oc.0z.2012
+ (i) search Term = =
* [T Free search
Absence
Absence type 1020 Unauthorized LOP
Time = [Jprev.da
Absence hours 28.00 W Full-da
Absence days 4.00
Calendar days 5.00
Payroll
Payroll hours 28.00
Payroll days 5.00

Press enter an save.

After run the payroll Salary reduced and displayed in payslip.
Run payroll: pcO0_m40_calc




Project - SUGAM
User Manual Document

Process Name - HCM_PAYROLL

HUMAN CAPITAL MANAGEMENT

YA@"

[ program Edit Goto System  Help

@ v« QRee =
Payroll Driver, India

& [0 )=

Selections from |E> Search helps

Payroll period
Payroll area Ch
) Current period
{#)Other period 5|(zo1s

Selection

Personnel Mumber 1000058

B[

Payroll area Ch

General prograrmn control
Payroll reason
Off-cycle payroll
Scherma ZN00
Forced retro.accounting as of
[+| Test run (no update)

Log

[v| Display log

[ | Also display time data processing log

Display variant for log |Z|

Remuneration statement parameters

— i I =t
(#) Display variant remun.statem I_BS PT| _|

Click on execute. Salary reduced and displayed in payslip.
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[ Log Edit Goto View Settings System Help

v} v| « QO@ 2Rk OHHhyH FHE0 o=
Display Log Tree
LT" @ @Rnw @Subtree @ mE L.H EI:I rE:aFnrrn Old Log [i]

Payroll Log

— 3@ General data
—E& Successful personnel numbers

= 0l000058 hra test 1 hra test 1

1 04/2018 ( 01.07.2018 - 31.07.2018 ) Regular payroll run in 05/2018
B 05/2018 { 01.08.2018 - 31.08.2018 ) Regular payroll run in 05/2018

Initialization of Payroll

— 3@ Edit basic data

IF SEEN If special run
ENDIE

— 3 Get previous result of period for VO
—3E Import last payroll result

—3E Processing of time data

3 Loan accounting

—3E Process additional payments/deductions
—3E Factoring and storage

—E Save tables for iteration

30 LPBEG Begin Loop
LEENLC End Loop
— 3 Retroactive accounting INDIZ

3 Rounding off amount calculaticn

—3E Net payments/deductions and transfer
— @ Final processing

Personnel Numbers Bejected
Processing at End of Selection
Messages

—3@ 3statistics
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X & &Row B subtree & T2 @ [ [&Form Old Log [i]

Double click on AB

IF SEEN If special run
ENDIE
3 Get previous result of periocd for VO
3 Import last payroll result
X Processing of time data
— & GENES Generate Personal Work Schedule PWS
— 3 PLRTT Partial period parameter
—&E IF X0o4 Carry Out Shift Change Compensation
ELSE Do not Perform Shift Change Compensation
ENDIE
— 3 PIT X010 PO1 Create valuation bases (addition)
—&E pIT X013 PO Create wvaluation bases (division)
— 3 MOD XMOL GEN Determine payroll modifiers
— 3 RLE Import absences
—&E IF EDC Is PDC actiwve in periocd?
ELSE PDC Not Active in Period
ENDIE
—E shift Change Compensation
— = EZB Edit absence data
\:EE' Input
= gutput
—t 38 ;
—C 1T
ZL
—C PLRX
Cl
—C cmBC
3 FRINTI NF FRART Print partial period parameter
—1T1 man1a Traaa ST ATAA T TP AZ it eV e m i e dm Z S D e,
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Detail View of Log
% EE e @ Ta i [ [23Form  OldLog [E]

VEE| Table 2B

LB |AbsTvpe|From To PrevDay |AbsHours AbsDays PayHours PayDays CalDays |VEule
01 |1o020 02.08.201% (06.08.201%8 25.00 4.00 28.00 5.00 5.00 (01
02 |1o020 11.08.201% (1%.08.2018 42.00 €.00 49.00 g.00 g2.00 (01

Click on Form, it will display the payslip. Employee salary will be deducted.
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Layout Set Display
Bihar State Power Transmission Company Limited
Vidut Bhavan, Bailey BRoad Patna — 200021
Phone: Fax:
Pay slip For the Month of May 2018
ErployeeId : 01000058 Basic Pay 18580.65
Hame : hra test 1 hra test Pav Lewvel 02 14
FAN Mo : BRRRRDOS9GORL Designation: Assistant Engineer
Bank Hame CRNEER BRNE Location Patna Circ
Bank AC Ho 12234580 Crcl Off Patna
IFSC Code CHRBOOOQO352 GEE/CE5 No : EX/XKXX/959939,/9%9
Department Patna Circle Davya Paid 31.00
Earnings Deductions
Basic Pay 18,580.65 |[GPF Emp Vol. Contributicon 1,081.00
Comp.Literacy Allowance 1,741.594
Dearness Allowance 1,300.65
House Rent Allowance 2,322.58
City Transport Allowance 1,161.29
Energy Pay 1,114.54




