
 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_TIME 

MANAGEMENT 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

Table of Contents 
 

1. Infotype 0007- Planned Working Time ................................................................................... 1 

Work Schedule Rule: ....................................................................................................................... 1 

Personnel work schedule ................................................................................................................ 5 

2. Generating Quota ................................................................................................................... 8 

3. Employee Absence recording ............................................................................................... 13 

CL Leave apply ............................................................................................................................... 15 

PL leave Apply ............................................................................................................................... 17 

Sick Leave Half Pay ........................................................................................................................ 19 

4. Generating Quota ................................................................................................................. 22 

5. Quota Overview (PT50) ......................................................................................................... 26 

 

 

1. Infotype 0007- Planned Working Time 
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 

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. 

Access Transaction: 

Transaction Code: PA30  
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Procedure: 

To maintain the work schedule of the employee enter the transaction code pa30. 

Press Enter.  

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

 

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

 Enter Infotype 0007 

 Click on create / Change icon  . 
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 Select the work schedule of the employee GSS1  

 For all Employees the Time management status should be 9 – Time 
Evaluation of planed time. 

After selection of the Work schedule rule, press ENTER. After pressing enter button 

system will show all the Working Time related data on the screen. 
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After selection of the Work schedule rule, press ENTER. After pressing enter button 

system will show all the Working Time related data on the screen. 
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Personnel work schedule 

Working schedule belonging to the particular employee can be seen here. To view 

the work schedule of a particular employee, go to PA63  

Access Transaction: 

Transaction code: PT63 

Procedure: 

The personal work schedule for a respective employee can be view the details. To 

see the work schedule of the employee, enter the transaction code PA63 and press 

enter. 
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Then the following screen will come. Daily work schedule display based on selection 

period. 

 In period tab choose the period for which the work schedule is to be viewed 

 Enter personnel Number or choose from further selections option 

 Click on execute icon 
 We can see the personal work schedule of the employee. 
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The system takes you to Display Work Schedule screen as shown below: 

Selection period to view the work schedule. After execution the following screen will 

come. 
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 The above screen shot gives all the details of the employees personal work 
schedule, the shift details, start time end time,the holiday calendar attached to 
the personnel area. 

 Select employee and choose the Daily WS   icon to see the daily 
work schedule, break schedule 

 Select the employee and choose Planned working time  
icon to see Infotype 0007. 

 

2. Generating Quota 
Access Transaction: 

Transaction Code: PT60 

Procedure: 

 Quota Generation: Transaction code PT60 and press enter 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_TIME 

MANAGEMENT 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

 

 Enter personnel Number1000028,Evaluation schema ZM04. 

 Enter Evaluation upto 31.12.2019. 

 Click on display log. 

 Click on execute icon. 
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Click on executive. 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_TIME 

MANAGEMENT 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

Click on successful personal numbers. The below log will display. 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_TIME 

MANAGEMENT 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

 

 

 



 

Project – SUGAM 

                User Manual Document 

Process Name - HCM_TIME 

MANAGEMENT 

HUMAN CAPITAL MANAGEMENT 

 

 

 

 

3. Employee Absence recording 
Leave details to be updated in IT 2001 and Leave quota to be deducted from IT 

2006. 

Access Transaction: 

 Transaction Code: PA30 

Procedure: 

Enter Transaction code PA30 for employee absence recording and press enter. 

 

 Enter the employee code 1000058  

 Select Infotype 2001- Absences. 

 In the Period Tab page select Period button and enter from & to dates  

 Select the subtype – leave type i.e. 1001 

 Click on Create  icon 
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The status bar gives the message to save the leave and thus the leave is 

created.Leave details to be updated in IT 2001 and Leave quota to be deducted from 

IT 2006. 

 Save the entry. 

CL Leave apply 

Access Transaction: 

Transaction Code: PA30 

Procedure: 

Enter Transaction code PA30 to apply casual leave and press enter. 

 

 

 Enter the employee code 1000058 

 Select Infotype 2001- Absences. 

 In the Period Tab page select Period button and enter from & to dates  

 Select the subtype – leave type i.e. 1001 

 Click on Create  icon 
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The status bar gives the message to save the leave and thus the leave is 

created.Leave details to be updated in IT 2001 and Leave quota to be deducted from 

IT 2006. 

 Save the entry. 

PL leave Apply 
Access Transaction: 

Transaction Code: PA30 

Procedure: 

To apply Employee PL leave enter the Transaction code: PA30 and press enter. 

 

 Enter the employee code 1000058  

 Select Infotype 2001- Absences. 

 In the Period Tab page select Period button and enter from & to dates  

 Select the subtype – leave type i.e. 1002 

 Click on Create  icon 
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Enter Personal no 1000058 
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The status bar gives the message to save the leave and thus the leave is created. 

Leave details to be updated in IT 2001 and Leave quota to be deducted from IT 

2006. 

Save the entry. 

Sick Leave Half Pay 
Access Transaction: 

Transaction Code: PA30 

Procedure: 

To apply Employee Sick Leave Half Pay leave enter the Transaction code: PA30 and 

press enter. 
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 Enter the employee code 1000058  

 Select Infotype 2001- Absences. 

 In the Period Tab page select Period button and enter from & to dates  

 Select the subtype – leave type i.e. 1015. 

 Click on Create  icon 
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The status bar gives the message to save the leave and thus the leave is 

created.Leave details to be updated in IT 2001 and Leave quota to be deducted from 

IT 2006. 

 Save the entry. 

 

4. Generating Quota 
Access Transaction: 

Transaction Code: PT60 

Procedure: 

 Quota Generation: Transaction code PT60 and press enter 

 

 Enter personnel Number1000058,Evaluation schema ZM04. 

 Enter Evaluation upto 31.12.2019. 

 Click on display log. 

 Click on execute icon. 
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Click on executive. Then the following screen will come. Display log tree will 

come.  
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Click on Quota and double click on ABWKONTI 
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Then the following screen will come. Here we can see the details of the Quota. 
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5. 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. 
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Enter personnel no 1000058 and then click on selection dates. 

 

 

Based on the selection intervals, the absence quota overview will be displayed. 

Here we can see the entitlement and remaining balances. 
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In absence quotas tab, based on the selection intervals, we can see the annual 

leave entitlement days and the remaining balance. 
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