PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Purpose

Use this procedure to change the status of an employee in a pay grade from full time to part time.

Trigger

Perform this procedure when you have received the appropriate paperwork stating this change needs to
be made in the SAP.

Prerequisites

Personnel number (PERNR) OR employee name
Menu Path

Use the following menu path to begin this transaction:
N/A

Transaction Code

PA40

Helpful Hints

R/O/C column in tables represents Required, Optional, or Conditional entry.
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Procedure

1. Start the transaction using the menu path or transaction code. The Personnel Actions screen
displays.

Personnel Actions

=g B =E|
HE Master Data Edit Goto Exras  UtilitiesiM) Settings  System  Help

& B A HICE& IEHE hhan BE @M
[@z] Personnel Actions

FPersonnel no.

From

Personnel Actions
Action Type |Personn [EE group [EE subg |
Mew Hire

Change In Pay

TemparardLT Duration Action
Regular Action

Status Change

Ext of Ternporary Appt

End of Temp Assn/Retrn to Prev
Leave of Ahsence - UnPaid

mEnE

Leave of Absence - Paid
Return fram Leave

| |Layor

Separation

Rehire

Retirement

LR KDy

gy

| U [orP oy 310 B sapdrp [vs | |7

2. Asrequired, complete/review the following fields:

Field R/O/C Description

Personnel no. R A unique, identification number for personnel assigned as it

is processed in SAP; the system automatically assigns this
number.

Example:
100268
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Field R/O/C Description

From R - e
Beginning value to be entered when specifying a range.
Example:
04272009

Select Status Change record indicator |D5tatus e

. . (Th ) .
4 Click Execute button . The Copy Actions (0000) screen displays.
Copy Actions (0000)
Infotype  Edit Goto  Esras  Systern Help
g aAHICERIEHE DToon BRI @ b
Copy Actions (0000)
|:| |:| |® Execute info group ||f Change info group |
Pets Mo 100268 %
MName Pay Grade Schedule Change2 |
EE group 1| Regular Pers. area 1028 Fire and Rescue
EE subgroup |01 FT Covered, Megative Pers. subarea 3088 Non Rep Status  Active
Start 04/27/20089 m 1243179999
Persannel action
Action Type I3 Status Change g

Reaszan far Action

Status
Custamer-specific
Emplayment
Special payment

0
3 Active
1 Stand

i || [

m)

ard wage type

Organizational assignment
Pasition

FPersaonnel area
Employee group
Employee subgroup

400035
1020

1

01

86|  Adm Ast

Fire and Rescue
Regular

FT Covered, Megative

Additional actions

Start Date

|Act. |Action Type

|ActR |Reason for action

j— =

SNEp

[ ore 310 B[ sapdr [ins [ ]

5.

Click Reason for Action field

6.  Click Reason for Action matchcode . The Reason for Action (XXXX) dialog box displays.
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Reason for Action (XXXX) YYYY Entries found

I@Reasun for Action (1% 89 Entries found =
T

v[a[O[m[E =] [ &]

Action Type: U3

Hame of action type: Status Change

Ac ‘|Mame of reason for action |

01 To Regular

nz To Casualiother

03 To Temporary

04 Increase/Decrease Hours

05 BHR OMLY-PSA (Union) Change

)5 Regular to Temporar=-Ho Break

¥ Reglrto CasualiOther-Ho Break

na YWREE to WRHMEBE

ng Reinstate due to Settlerment

4 Entries found | | |7

7. Select 04 Increase/Decrease Hours listitem 04 Increase/Decrease Hours
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8.

Click Enter (continue) button 5

Copy Actions (0000)

PA40

Work Instruction

=

Infotype  Edit Goto  Extras  Systern Help

s

& B8 @@ CHE SDL0 | RE @B

Copy Actions (0000)

DD |@ Execute info group ||ﬁ Change info graup |

Pers.Mo. 100268 %
Mame Pay Grade Schedule Change2 L
EE group 1 Regular Fers.area 1020| Fire and Rescug

Start B4a’2?."280910 1243179999

EE subgroup  |01|FT Covered, Negative Pers. subarea |3000| Non Rep

Status  Active

Fersonnel action

Special payment 1 Standard wage type

Action Type L3 Status Change ]

Reason far Actian 04| IncreaseiDecrease Hours

Status

Customer-specific 1] [
Employiment 3 Active =

i

Organizational assignment

Fosition 40003886 Adm Ast
FPersonnel area 16820 Fire and Rescue
Employee qroup 1 Regular

Employee subaroup o1 FT Covered, Megative

Additional actions

StartDate  |Act. [Action Tvpe JactR  [Reason for action

0472772009 U3 Status Change 04 IncreasefDecrease Hours H
[4]
-]

[l 1l [«

i
7

b [ore (1) 310 FE [ sapdrp [ins | |

9. Click Employee subgroup field

a1

10. Click Employee subgroup matchcode . The Employee subgroup (XXXX) dialog box displays.
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Employee subgroup (XXXX) YYYY Entries found

I@Empluyee subgroup (13 10 Entries found

A EE

=

EEGIp |Hame of EE group|E5ur|1|Mame of EE subgrp

Fegular
Regular
Fegular
Fegular
Regular
Fegular
Fegular
Regular
Fegular
Regular

— = =% =3 =3 =3 =3 =3 =3 =3

01
02
03
04
06
15
16
17
20
21

FT Covered, Megative
FT Covered, Fositive
FT Exermpt, Megative
FT Exermpt OT, MNen
FT Covered, Positive
J5 Covered, Megative
J5 Exempt, Megative
JS Exempt OT, Meqg
PT Exempt, Positive
FT Exempt OT, Pos

10 Entries found

%

11. Double-click 06 PT Covered, Positive list item

06

PT Covered, Positive
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Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

PA40

Work Instruction

Notice that changing the employee from full time to part time alters their time entry from

nega

tive to positive.

Copy Actions (0000)

=

Infotype  Edit Goto  Extras  Systern Help

&

I aBeae  DHE SDOA IR @ m

s

Copy Actions (0000)

|:||:| |®v Exgcute info group ||f Change info group |

EE subgroup

Pars. Mo, 100268
Mame Pay Grade Schedule Change2
EE group 1| Regular Fers.area

01| FT Covered, Megative Pers. subarea
Start 0442702009 o

12431799949

10208| Fire and Rescue
30008| Mon Rep

Status  Active

Personnel action
Action Type
Reasaon for Action

L3 Status Change
O4| IncreaselDecrease Hours

Status
Customer-specific
Employment
Special payment

1]
3 Active
1 Standard wage type

i || [

L}

Organizational assignment
Paosition

FPersonnel area

Employee group
Employee subgraup

40003886 Adm Ast
1020 Fire and Rescue
1 Regular

o6 FT Covered, Megative

Additional actions

I[«][»]

Start Date IAct. |Action Type IActR IReason far action
0452752009 U3 Status Change 04 Increase/Decrease Hours |:|
g |
[~ []
D] [QID)] =
[ U[ore oy 310 B saporp [Ins | [ 7

13.

Click Enter button G

Click Enter button V] . The Information dialog box displays.

The system returns the message, "Person and position have different employee

This indicates the position was septup with different attributes than the employee has now.

groups/subgroups”.

7/27/20118:56 PM
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Create Organizational Assignment (0001)

= E & E
Infotype  Edit Goto  Extras  Systern Help

@ 2 dB @@ LHEE SDLS BRE @
Create Organizational Assignment (0001)

Fersonnel Mo 106268 Mame Fay Grade Schedule Change2
EE graup 1 Regular Fers.area 1020| Fire and Rescue
EE subgroup  |01|FT Covered, Negative Pers. subarea |3000| Non Rep Stat Active
Start 04/27 /2009 ID 12431749999
Enterprise structure
Cocode COP1 City of Portland
Fers.area 1020 Fire and Rescue Subarea 3000  mon Rep
Cost Ctr FREOBOOAE Fortland EQPS Admil Bus. Area FREO Bureau Fire, Rescue, Emer
Fund
Grant
Func. Area
Personnel structure
EE group 1 Regular Payr.area 21| CoP Bi-weekly
EE subgroup |06  PT Covered, Positive Contract =]
Organizational plan Administratar
Percentage  |100.00 assignment | | Time
Fosition 40003886 Adm Ast PayrAdmmin
Administrative Assistan
Job key 30008434 Adm Ast
Administrative Assistan
Exempt N
Org. Unit 20001077 Emrg Med Sve
Emergency Medical Ser

[& Record created @ [ [ore ¢y 310 Pe | saparp [INs [ | 7

14.

Click Enter button V]
@ The system returns the message,"Record created".

15. Click Enter button @
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

@ The system returns the message, "Record valid from XXXX to YYYY delimited at end".
16. N .

Click Save button . The Create Planned Working Time (0007) screen displays.
@ The system returns the message, "Save your entries”.

Create Planned Working Time (0007)

= E & E
Infotype  Edit Goto  Extras  Systern Help

() 2 dB @@ LHEE SDLS BRE @
Create Planned Working Time (0007)

Perzonnel Ko 100268 Hame Pay Grade Schedule ChangeZ
EE group 1 Regular Fers.area 1020| Fire and Rescug

EE subgroup |06 PT Covered, Positim C WS rule 080F6_00|  Portland EOFS Admin
Start 04/27 /2009 TD 1243179998

‘Work schedule rule

‘Work schedule rule 43003
Time Mymt status 11 - Time evaluation of actual times E
Working week 05 Working YWeek Starting Thursday E
Additional time 1D
Warking time
Employrnent percent 100. 00 [1Dyn. daily work schedule
Daily warking hours o.00 Min. Max.
Weekly warking hours o.00 Min. Max.
Manthly working hrs o.00 Min. Max.
Annual warking hours o.00 Min. Max.
Weekly workdays 6,08
[& Record created @ [ [ore ¢y 310 Pe | saparp [INs [ | 7

7. Click Work schedule rule field #3098
@ The system returns the message, "Record created".

18. Click Work schedule rule matchcode . The Restrict Value Range (XXXX) dialog box displays.
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Restrict Value Range (XXXX) YYYY Entry found
I@Reatricwalue Range (1) 1 Entry found

M EEEE
ESG |Holiday Cal. ID |PSG|WS rule  [Work schedule rule text|PWS |Start Date [End Date
3 [P 10 OPEN24-7 24-7 Positive Emps Only D0AD 01/01/2007 12/31/9999
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

19. Select OPEN 24-7 24-7 Positive Emps Only list item ©@PEM24-7 24-7 Pasitive Emps Only
20, e e

Click Enter (continue) button 5

Create Planned Working Time (0007)

=4 =1 = 2
Infotype  Edit Gota Exras  Svstem  Help

& 2 dH [ CE@ERESD08(EE | @ m

Create Planned Working Time (0007)
Winrk schedule
Perzonnel Mo 100268 MHame Pay Grade Schedule Change2
EE group 1| Regular Pers.area 1020 Fire and Rescue
EE subgroup 86| PT Covered, Positiv C WS rule 080F6_08|  Partland EQOPS Admin
Start 0442742009 To 12431799949
Work schedule rule
Work schedule rule DPEN24-?
Tirme Mgrmt status 11 - Time evaluation of actual times E
Working week 05 'Working Week Starting Thursday E
Additional time [0
Working time
Employment percent 100. 08 [ Dyn. daiky wark schedule
Doaily working hours 0.00 Hin. Max .
Weekly warking hours o.00 Hin. Max.
Manthly working hrs o.00 Hin. Max.
Annual warking hours o.00 Hin. Max.
‘Weekly workdays o.0a
[ U [ore ey 210 B saporn [INs | [ /7

Click Enter button @

]
22. Click Save button . The Create Basic Pay (0008) screen displays.

@ The system returns the message, "Save your entries”.
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Create Basic Pay (0008)

=4 =]
Infotype  Edit Goto  Wagetypes Exras  Systern  Help
& I AH @@ SHE aEnhoan BE @ mE
Create Basic Pay (0008)
| Salary amount Payments and deductions |
Perzonnel Mo 100268 Mame Pay Grade Schedule Change2
EE group 1| Regular Fers.area 1020 Fire and Rescue
EE subgroup  |B6| PT Covered, Positive  Pers. subarea | 3000| Non Rep Stat Active
Start 04727 /2009 10 12/31/9999
Subtype ] Bagic contract
Salary
Reasaon [ Capacity Util. Level 100. 08
FPS type oz Monrepresented ‘Work hours/period Bi-weekly
PS Area NR|  MNOMREF Mext increase
FPS group HGREQE4E, Level |01 Annual salary ush
- - |
e |WageType Laong Text IO IAmount ICurr |I IA INumberIUnllIUnlt
OHEE Regular Hourly Pay usp 1
usD
[]
[*]
[0l [ K|
1v[a4727/2008] - [12/31/9998 [ 4 [ » ] 0.00 |[USD
[& Record created @ I [ore () 310 [ saparp [Ins [ |7

23. Glick Reason field |4
@ The system returns the message, "Record created".

24. Click Reason matchcode . The Reason for Changing Master Data (XXXX) dialog box
displays.
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Reason for Changing Master Data (XXXX) YYYY Entries found
I@Reasun for Changing Master Data (13 22 Entries found =]

=

MR BRI EEERE

[nfotype: 0008

Re ‘|Reason Text |
00  Step Increase- Rep

01  Weritincrease - Man Rep

02 Mew Hire!Rehire

03 Fromotion

|[[»]

04 Premium Assignment

05 Temporan Assion

0 Endof Temp Assign

07  Status Change

0g Lateral

049 Demation

10  Return from Leave of Absence
11 COLA(Costof Livinog

12 Special Assignment Pay

13  Movement on the Range

14 Labor Contract Change

15 ClassiComp Change

16 Step Increase - Cert Attained
17  StepIncrease - Apprentice
18 Red Circle Adjustment

19 Fosition Change Only

20 Increase/Decrease Hours

08 Mata Conwersion

22 Entries found |

Nanm

25. gelect 07 Status Change list item (07  Stalus Change
26. e P
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Create Basic Pay (0008)

s

=4
Infotype  Edit Goto  Wagetypes Exras  Systern  Help
& I AH @@ SHE aEnhoan BE @ mE
Create Basic Pay (0008)
| Salary amount Payments and deductions |
Perzonnel Mo 100268 Mame Pay Grade Schedule Change2
EE group 1| Regular Fers.area 1020 Fire and Rescue
EE subgroup  |B6| PT Covered, Positive  Pers. subarea | 3000| Non Rep Stat Active
Start 0442702009 o 12/31/9999
Subtype ] Bagic contract
Salary
Reason UT Capacity Lil. Level 100,80
FPS type oz Monrepresented ‘Work hours/period Bi-weekly
PS Area NR|  MNOMREF Mext increase
FPS group HGREQE4E, Level |01 Annual salary ush
- - |
e |WageType Laong Text IO IAmount ICurr |I IA INumberIUnllIUnlt
OHEE Regular Hourly Pay usp 1
usD
[]
[]
KN [ K|
1v[a4727/2008] - [12/31/9998 [ 4 [ » ] 0.00 |[USD

U[ore oy 310 B saporp [Ins | [ 7

27. (Glick Amount field

Ensure an Hourly Grade (Planned Compensation) has been created by the HR Position

3 Administrator on the employee's position.

28. As required, complete/review the following fields:

Field R/O/C

Description

Amount R

Example:
25.00

Figure within the pricing procedure that determines how the
system calculates a condition value.

7/27/20118:56 PM
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

29. Select Edit option Edit from the main menu.

30. Select Edit=* Maintain text F9 menu item Maintain text F4
Text
= ElE] W_
Tahle Edit Goto  Utiliies(M)  Systerm  Help
& DA EHISE&  2EE ST O EE @
Text
L] [ [l
Li1, Ca1 Ln1-Ln15of15 lines
[ b orP 1y 210 B sapd [ovR [ [ 7

31. Asrequired, complete/review the following fields:

Field R/O/C

Description

Text R

Example:

Free text field used to provide additional information or an
item description with reference to the current activity.

Employee changing hours to PT.

7/27/20118:56 PM
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Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Create Basic Pay (0008)

=g

Infotype  Edit Goto  Wage types

& ]

Extras

Systern  Help

I8 ca@ EHE aDL0 BE @m

2o

Create Basic Pay (0008)

| Salary amount

Payments and deductions |

Fersonnel Mo 108268 Mame Fay Grade Schedule Change2
EE group 1| Regular Fers.area 1020 Fire and Rescue
EE subgroup  |B6| PT Covered, Positive  Pers. subarea | 3000| Non Rep Stat Active
Start 94."27."290910 12431799949
Subtype ] Bagic contract
Salary
Reasaon oy Status Change Capacity Util. Level 100. 08
FPS type oz Monrepresented ‘Work hours/period Bi-weekly
PS Area NR|  MNOMREP Mext increase
FPS group HGREQE4E, Level |01 Annual salary ush
e |WageType Laong Text IO IAmount ICurr |I IA INumberIUnilIUnit
EHEE Regular Hourly Pay 25.008 UsD
usD H
[]
[]
KN [ K|
IV |o4/27 /2009 - 12#31#9999@1‘ 25.00 ||USD

@ Save your entries

I [orr o1y 310 ([ sapdrp [Ins |

Lz

]
32. Click Save button

. The Copy Date Specifications (0041) screen displays.

@ The system returns the message, "Save your entries”.

7/27/20118:56 PM
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Copy Date Specifications (0041)

=g

Infotype  Edit Goto  Extras  Systern Help

s

& I AH @@ EHE anan BE @ m
Copy Date Specifications (004 1)
Perzonnel Mo 100268 Mame Pay Grade Schedule Change2
EE group 1| Regular Fers.area 1020 Fire and Rescue
EE subgroup |O6 PT Covered, Positive  Pers. subarea | 3000 Mon Rep Stat Active
Start 04727 /2009 10 12/31/9999
Date Specifications (00413
Diate type Drate Drate type Drate
01| Qriginal Hire Date o1/01 /2009 U1 City Service Date 01/01/2009
U2| Jab Class Anny. Date o1 /01 /2009 U3 Wac Accrual Date a1/a1/2009
U2 | Bureau Start Date o1 /01 /2009
[& Record created @ I [ore () 310 [ saparp [Ins [ |7

33. Click Next Record button . The Create Monitoring of Tasks (0019) screen displays.

@ The system returns the message, "Record created".

@ No changes needed in this infotype.

7/27/20118:56 PM
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Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Create Monitoring of Tasks (0019)

= Qw_
Infotype  Edit Goto  Extras  Systern Help
@ JH @@ ICHB I ODODIRE @

Create Monitoring of Tasks (0019)

Perzonnel Mo 100268 Mame Pay Grade Schedule Change2
EE group I| Regular Pers.area 1020 Fire and Rescue
EE subgroup El PT Covered, Positive  Pers. subarea | 3000| Non Rep Stat Active

Task

Task Type &l

Date of Task [ ‘ Processing indicator Mews tagk Q|

Reminder

Reminder Date

Lead/fallow-up time " | D

Comments

| U[ore oy 310 B saporp [Ins | [ 7

34. Click Next Record button . The Personnel Actions screen displays.
@ Entering information into this infotype is optional.
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Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Personnel Actions

= . . . 3] w_
HR Master Data Edit Gata Estras  UtilitiesiM) Setings  System  Help

@ | T Hadcee LHE anon DD OB

Personnel Actions

Personnel no. 1008268

Mame Pay Grade Schedule Change2

EE group 1| Regular Fers.area 1020 Fire and Rescue

EE subgroup  |B6| PT Covered, Positive  Pers. subarea | 3000| Non Rep Status  Active
From 04727 /2009

Personnel Actions
Action Type |Personn IEE graoup IEE subyg |
Mew Hire
Change In Pay
Temparary LT Duration Action
Regular Action
Status Chanoe
Ext of Tempoarary Appt
End of Temp Assn/Retin to Preyv
Leave of Absence - UnPaid
Leave of Absence - Paid

Return from Leave
7Lay0ﬁ
Separation
Rehire
Retirernent

Employee to WR Benefit Elighle

DM E

GBI

Ko D]

[ U[ore oy 310 B saporp [Ins | [ 7

33. Click Exit button @
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PA40

Work Instruction

Enter Personnel Action - StatusChange: FT to PT in Pay Grade (PA40)

Result

You have successfully moved an employee in a pay grade from full time to part time.
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