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1. PA03: 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 

 

 

 

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. 

 

 

 Then the following screen will come. Click on change. 
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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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The Overall Processes of Control Record for Payroll are exhibited below: 
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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 

Release Payroll 

 

Start  Payroll 

 

Check results 

 

Corrections 

 

Exit payroll 
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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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Click on execute. 
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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 – ZN00 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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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 

Process Name - HCM_PAYROLL 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

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.  

 
 

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 PU03 => 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. 

 

 

 

Click on successful personal numbers. 
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Double click on Personnel no. 
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Double Click on Form to display payslip. 
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Here we can see payment to be transfer to bank. 

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 FI. These 
posted documents can be viewed in FI 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 FI 
on a monthly basis etc.  
 
 
Step a) 
The T-code for FI Posting is PC00_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_PA03_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

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. 

 Enter Infotype 0008 

 Click on create / Change icon  . 

 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_PAYROLL 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

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. 
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Salary data updated successfully. 

Control Record 
Lock the master data for maintenance. 

Access Transaction: 

 Transaction Code: PA30  

Procedure 

 

Enter Transaction code:PA03 and enter. 
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Enter Payroll Area, Press change button, and press release for payroll and save. 

 

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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Save the record. 

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

Transaction code: pc00_m40_calc 
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Click on executive. After successfully run the payroll remove the test run and 

executive. 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_PAYROLL 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

Click on successful personnel numbers. 
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. 

 

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. 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_PAYROLL 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

 

 

Enter personnel no, infotype and subtype. Click on create. 
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Enter the bonus amount and save. 
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Run the off cycle payroll: 

Transaction code: PUOC_40 
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Enter personal and click on payroll. 

Double click on payroll. 
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Enter bonus amount and period. 
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Click on start payroll. 

 

 

Enter reason and payment date. Click on start payroll. 
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Click on history. 
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Click on print. 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_PAYROLL 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

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

 Enter Infotype 2001, subtype 1020 

 Click on create / Change icon  . 
 Enter period from and to. 
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Press enter and click on create. 

Salary to be reduced based on number of LOP 
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Press enter an save. 

 

 

After run the payroll Salary reduced and displayed in payslip. 

Run payroll: pc00_m40_calc 
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Click on execute. Salary reduced and displayed in payslip. 
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Double click on AB 
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Click on Form, it will display the payslip. Employee salary will be deducted. 
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