Payroll Hong Kong (PY- HK)

2o

e

oty

o1
f

HEBR.PYHK

Release 4.6C

SADdS




Payroll Hong Kong (PY- HK) " SAP AG

Copyright

© Copyright 2001 SAP AG. Alle Rechte vorbehalten.

Weitergabe und Vervielfaltigung dieser Publikation oder von Teilen daraus sind, zu welchem
Zweck und in welcher Form

auch immer, ohne die ausdriickliche schriftliche Genehmigung durch SAP AG nicht gestattet. In
dieser Publikation enthaltene Informationen kénnen ohne vorherige Ankiindigung geandert
werden.

Die von SAP AG oder deren Vertriebsfirmen angebotenen Software-Produkte kénnen Software-
Komponenten auch anderer Software-Hersteller enthalten.

Microsoft®, WINDOWS®, NT®, EXCEL®, Word®, PowerPoint® und SQL Server® sind eingetragene
Marken der
Microsoft Corporation.

IBM®, DB2®, 0S/2®, DB2/6000°, Parallel Sysplex®, MVS/ESA®, RS/6000°, AIX®, S/390°,
AS/400%, 0S/390® und 0S/400° sind eingetragene Marken der IBM Corporation.

ORACLE?® ist eine eingetragene Marke der ORACLE Corporation.

™
INFORMIX®-OnLine for SAP und Informix® Dynamic Server  sind eingetragene Marken der
Informix Software Incorporated.

UNIX®, X/Open®, OSF/1® und Motif® sind eingetragene Marken der Open Group.

HTML, DHTML, XML, XHTML sind Marken oder eingetragene Marken des W3C®, World Wide
Web Consortium,
Massachusetts Institute of Technology.

JAVA® ist eine eingetragene Marke der Sun Microsystems, Inc.

JAVASCRIPT® ist eine eingetragene Marke der Sun Microsystems, Inc., verwendet unter der
Lizenz der von Netscape entwickelten und implementierten Technologie.

SAP, SAP Logo, R/2, RIVA, R/3, ABAP, SAP ArchiveLink, SAP Business Workflow, WWebFlow,
SAP EarlyWatch, BAPI, SAPPHIRE, Management Cockpit, mySAP.com Logo und mySAP.com
sind Marken oder eingetragene Marken der SAP AG in Deutschland und vielen anderen Landern
weltweit. Alle anderen Produkte sind Marken oder eingetragene Marken der jeweiligen Firmen.

2 April 2001



" SAP AG Payroll Hong Kong (PY- HK)
Symbole

Symbol Bedeutung

é Achtung

P Beispiel

O p

@ Empfehlung

# Hinweis

@]} Syntax

L Tip

April 2001



Payroll Hong Kong (PY- HK) " SAP AG

Inhalt
Payroll Hong Kong (PY-HK) ... 6
Personalabrechnung mit dem SAP-System..........ccociiiiiiiiiicr e 7
PY-HK Mandatory Provident FUNd (MPF) ... 8
PY-HK Occupational Retirement (ORSQO) Schemes .......cccccevviccemrrirninc e e 9
PY-HK Gross Payroll ACCOUNING.......cccuieiiriiciiieircsre e escsee e s s ssee e e s s ssme e e s s e e s e e sssmeeesnnns 10
PY-HK Entitlement Plan...........o e 1
PY-HK Implementation of an Entitlement Plan................c.cc 12
PY-HK Entitlement Plan INfOtypes ........c.vviiii e 14
PY-HK Entitlement Plan (0347) ... 15
PY-HK Contribution/Entitlement Eligibility (0349)............ocooiiiiiii 16
PY-HK Eligibility Grouping for Entitlement Plan..................coii 17
PY-HK Assigning the Entitlement Eligibility Grouping...........ccocoooeiiiiiiiiie 18
PY-HK Offset Entitlement Against Severance Payment...............ccccccoiiiiiiiiiiiic 19
PY-HK Assigning an Entitlement Plan ... 20
PY-HK Transferring Entitlement Plans ... 21
PY-HK Guaranteed Payments ...........ccccriioiimiicriirinesrresscsre e s ssee s ssssme e s ss e e s ssssme e e sssmneesnsnns 22
PY-HK Implementing Guaranteed Payments .............ccooociiiiiiiiiii e 23
PY-HK Calculation BasEsS ............oiiiiiiiiiiiiiiee e 24
PY-HK Probation Periods ............oviiiiiiiii e 25
PY-HK Statutory Probation Period .............ccocciiiiiiiiicce e 26
PY-HK Defining the Company's Probation Period ..............ccccccoiiiiiiiiiii 27
PY-HK Payment MethOods...........ooiiii e 28
PY-HK EOQY Payment Control Table Generation (RPU_M27_EQY) .........ccccoeen. 29
PY-HK Defining an Employee's Guaranteed Payment...............ccoooiiiiiiiiiiiiece e 30
PY-HK Batch Input: Statutory Sick Leave (HHKCSKLE)..........ccccoeiiiriiciiiniceee s 31
PY-HK Net Payroll ACCOUNLING ........cccciiiiiiiiiiiis s 32
L (! I G 33
PY-HK Implementation of TaX ..o 34
PY-HK ReNtal AlIOWENCE ..........oiiiiiiiiiiiii e 35
PY-HK Creation of Rental AlloWanCe ... 36
PY-HK Rental DEAUCHION .........oiiiiiiiiii e 37
PY-HK Creation of Rental DeductionsS..............cccciiiiiiiiie e 38
PY-HK Overseas Travel AllOWANCE ...........cooiiiiiiiiiieie e 39
PY-HK Creation of Overseas Travel AllOWanCe .............cccooiiiiiiiiiiiie e 40
PY-HK TaxX INFOLYPES ... 41
PY-HK TaX (0345) ... .ottt 42
PY-HK Creating Tax Data for an Employee .............cccccoiiiiiiiiiiie e 43
PY-HK TaxX REPOIING ... ..ot 44
PY-HK TaX REPOITS ..o 45
PY-HK Employer's Return of Remuneration (IR56B)..............cccooiiiiiiiiiiiii 46
PY-HK Feature 27IRB ..........ooiiiieie e 48
PY-HK Defining Tax Period when Grossing up Incomes for Tax Forms....... 51
PY-HK Notice of Employee Commencement Form (IR56E)...............ccccccoiiiiinnnn. 53
PY_HK Feature 27IRE ... .o 55

4 April 2001



" SAP AG Payroll Hong Kong (PY- HK)

PY-HK Notice of Employee Cessation Form (IR56F) .............ccoooiiiiiiiiiiiii 56

PY_HK Feature 27IRF ... 58

PY-HK Notice of Employee Departure Form (IR56G)............cccoovviiiiiiiiiiiiiiiee, 60

PY_HK Feature 27IRG ........ooiiiiie et 62

PY-HK Tax Reporting ProCess ............oiiiiiiiii e 64
PY-HK Generating @ TaxX REePOIt ..........ooiiiiiiiiiiie e 65
PY-HK Contribution Plan...........i s 66
PY-HK Implementation of a Contribution Plan...................ccoiiii 67
PY-HK Contribution Plan INfotypes. ... 69
PY-HK Contribution Plan (0346)...........ccoouuiiiiieeeeeeeee e 70
PY-HK Contribution/Entitlement Eligibility (0349)............occoiiiiiii 72
PY-HK Eligibility Grouping for Contribution Plan ................ccoooiiii 73
PY-HK Assigning the Contribution Eligibility Grouping............cccccoiiiiiiiiiiiie 74
PY-HK Assigning a Contribution Plan............cccccoiiiiiii e 75
PY-HK Transferring Contribution Plans ..............ccoooiiiiiiiiii e 76
PY-HK Crediting Previous Years of ServiCe ...........ccccciiiiiiiiiiiiie e 77
PY-HK Mandatory Provident Fund (MPF) Media Reports...........ccccoeiiiiiiiiieccee 78
PY-HK Periodic MPF Contribution(Bermuda Bank) Report(HHKCPFBO)..................... 79
Executing Periodic MPF Contribution Report for Bank of Bermuda ....................... 80

PY-HK Periodic MPF Contribution Report(format: HSBC) (HHKCPFCOQ)..................... 81
Executing Periodic MPF Contribution Report for HSBC Bank..............ccccccooiiennen. 82

PY-HK DEAUCLIONS ......oovuiiiiiiniiiir i s s s s s s s 83
PY-HK Subsequent Activities ........ccccccriiiiiicccirriie s 84
Wage and Salary Payments ... 85
Zahlungsrelevante Informationen in den Stammdaten................cccccooiiii 86
Zahlungsrelevante Informationen im Abrechnungsergebnis...............ccccccoiiiiiii. 87
VOrProgramm DT A ettt e e e e e e 89
Zahlungslauf WIederhOIEN ..o 93

Lohn- und Gehaltszahlung per UDErweiSUNG ..............c.oovevieeeeeeeeeeeeeeeeeeeeeeeee 94
Abrechnungsergebnis QUSWEIEN ... 95
DTA-Datei €rStellen .........coiiiiiiii e 96
DatentragerverwaltUng ..o 97
PY-HK Payroll Results CheCKINg........ccccuceoiiiiceiirircrre e e e s e e sme e s me e s e 929
PY-HK Evaluation of Payroll RESUIS ............cccoiiiiiiiii e 100
PY-HK Preparation of Payroll Results Check Data................cocccoooviiiiiiiiiiiici, 101
PY-HK Generating Payroll Results Check Data................cccccooviiiiiiiiiii 102

PY-HK Displaying the Payroll Results Check Data...............cccoooiiiiiiii 103

PY-HK Payroll Results Check TOOI ..o 104
PY-HK Evaluating Payroll Results Check Data.................cccccooiiiiiiiiiii 105

PY-HK REPOIING ....coiiiiiiiiii i s s s s s 106

April 2001 5



Payroll Hong Kong (PY- HK) " SAP AG

Payroll Hong Kong (PY- HK)

Payroll Hong Kong (PY- HK)

Purpose

This component allows you to process the payroll for the employees of your organization in Hong
Kong, using data from the SAP Personnel Administration component. In addition, you can run a
number of payroll reports that generate information that you can use to analyze the payroll.
Implementation Considerations

You must take into consideration the other areas in SAP HR, in particular Personnel
Administration, when implementing the Hong Kong payroll.

Integration

The payroll component is closely integrated with the other areas in SAP HR, as well as other
SAP modules such as Financial Accounting and Controlling.
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Personalabrechnung mit dem SAP-System

Personalabrechnung mit dem SAP-System

Einsatzmdglichkeiten

Mit Hilfe dieser Komponente kénnen Sie das Entgelt fur geleistete Arbeit pro Mitarbeiter
berechnen.

Die Personalabrechnung umfaldt jedoch nicht nur die Berechnung des Entgelts, sondern eine
Vielzahl von Arbeitsablaufen, die mit wachsender Bedeutung der Arbeitgeberfursorgepflichten
unumganglich geworden sind. Diese Fursorgepflichten ergeben sich aus

* Arbeitsrecht

+  Steuerrecht

» Beitragsrecht

e Leistungsrecht
e Zivilrecht

* Melderecht

*  Auskunftsrecht
«  Statistikrecht

Integration

Die Personalabrechnung kann in Personaladministration, Personalzeitwirtschaft, Leistungslohn
und Rechnungswesen integriert werden:

« Die einheitliche Datenhaltung erméglicht es Ihnen, Stammdaten und sonstige
abrechnungsrelevante Daten aus der Personaladministration zu verwenden.

» Zeitdaten, die Uber die Personalzeitwirtschaft erfallt werden, flieen automatisch in die
Personalabrechnung ein und werden dort wahrend eines Abrechnungslaufs bewertet.

» Aus der Komponente Leistungslohn flie3en die Daten fur die Berechnung von Akkord- und
Pramienléhnen direkt in die Personalabrechnung ein.

» Die Informationen Gber Aufwendungen und Verbindlichkeiten aus der Personalabrechnung
buchen Sie direkt in die Finanzbuchhaltung und kontieren die Betrage auf die vorgesehenen
Kostenstellen. Sie kdnnen aulerdem die Finanzwirtschaftssysteme von Drittanbietern
ansteuern.

Funktionsumfang

Das System berechnet das Brutto- und das Nettoentgelt, die sich beide aus den einzelnen Be-
und Abzligen zusammensetzen, die ein Mitarbeiter wahrend einer Abrechnungsperiode
angerechnet bekommt. Diese Be- und Abzuge flieRen ber unterschiedliche Lohnarten [Extern]
in die Berechnung des Entgelts ein.

Im Anschlufy an die Entgeltabrechnung kénnen Sie verschiedene Folgeaktivitaten wie z.B. die
Entgeltzahlung oder das Erstellen von verschiedenen Listen veranlassen und Auswertungen
machen.
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PY-HK Mandatory Provident Fund (MPF)

PY-HK Mandatory Provident Fund (MPF)

Purpose

The Mandatory Provident Fund Schemes Ordinance provides a formal system of retirement
protection for employees in Hong Kong. It is an obligatory contributory system, under which
members of the workforce aged between 18 and 65 must participate and contribute to registered
MPF schemes.

MPF schemes require mandatory contributions from both employees and employers. In addition,
both employer and employee can choose to make extra, voluntary contributions.

When the employee reaches retirement age, the employee can withdraw the benefits accrued
from mandatory contributions in the MPF schemes in a lump sum.

Implementation Considerations

The SAP system implements an MPF retirement scheme by dividing it into the following:

Contribution Plan This component processes the periodic mandatory and voluntary
Seite 66 contributions made by the employee and employer.

Entitlement Plan This component calculates the employee's benefits accrued upon
Seite 11 retirement.

Integration

For MPF retirement schemes, a contribution plan has its corresponding entitiement plan. When
you enter an employee’s data into the Contribution Plan infotype (0346), the system prompts you
for data in the corresponding Entitlement Plan infotype (0347).

Features

You can:

»  Set up default retirement plans for different employee groups

* Allow employees to transfer from one plan to another plan. You can also restrict the transfer
of plans according to eligibility

» Define variable contribution amounts, with a default amount

e Calculate the contribution amount using a matrix of the employee's years of enroliment, age,
and income

» Vest the employer's contribution through a matrix of years of enroliment, age, and
termination reason

e Calculate the entitlement using a matrix of the employee's years of enroliment, age,
termination reason, and wages

See also: Occupation Retirement Schemes Ordinance (ORSO) [Seite 9]
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PY-HK Occupational Retirement (ORSO) Schemes

PY-HK Occupational Retirement (ORSO) Schemes

Purpose

Besides the Mandatory Provident Fund (MPF) Schemes [Seite 8], companies may also provide
their employees with other voluntary occupational retirement (ORSO) schemes. These schemes
can be divided into the following categories:

e The first type of schemes require contributions from the employee and the employer. When
the retirement scheme matures, the employee then receives the benefits accrued in the form
of an entitlement sum.

« The second type of retirement schemes do not require employee contributions. At retirement
age, the employee receives the benefits accrued in the form of an entitlement sum.

Integration

ORSO schemes use the following components:

Contribution Plan | This component processes the periodic contribution made by the
Seite 66 employee and employer. This only applies to those schemes that
require employee and/or employer contributions

Entitlement Plan This component calculates the employee's benefits accrued due on

Seite 11 retirement.

# Schemes with a contribution plan have a corresponding entitlement plan. When
you enter an employee’s data in the Contribution Plan infotype (0346), the system
prompts you for additional data in the Entitlement Plan infotype (0347).

Features

* You can define default retirement plans for different employee groupings

* Employees can transfer their contribution and entitiement from one plan to another eligible
plan

»  Contribution amounts are variable, with a company default

«  Contribution amounts can be calculated through a matrix of years of enroliment, age, and
income

« Entitlement can be calculated through a matrix of years of enroliment, age, termination
reason, and the employee's wages

« Employer's contribution can be vested through a matrix of years of enroliment, age, and
termination reason

April 2001 9
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PY-HK Gross Payroll Accounting

PY-HK Gross Payroll Accounting

Purpose

The gross payroll component for Hong Kong processes employee's data from Personnel
Administration and generates wage types that are used in Net Payroll. Pre-tax deductions are
included when processing Gross Payroll.
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PY-HK Entitlement Plan

PY-HK Entitlement Plan

Purpose

All companies in Hong Kong must enroll their employees in a Mandatory Provident Fund (MPF)
scheme [Seite 8]. Some companies may also let their employees enroll in one or more
occupational retirement (OCRO) schemes [Seite 9]. When the employee reaches retirement age,
the employee will receive the benefits accrued from the schemes he has enrolled in.

The Entitlement Plan component records and processes the employee’s benefits accrued in the
form of an entitlement amount.

Integration

Some retirement schemes require contributions from the employee and employer. Employee
contribution, for example, can be a monthly deduction from salary. To implement such schemes
in the system, you must use the Contribution Plan [Seite 66] component as well.

Features

You can:

» Group all employees that are eligible to join the same retirement schemes

* Allow employees to transfer from one eligible retirement scheme to another

« Allow employees to accrue their entittement by crediting previous entitlement

» Calculate entitlement using a matrix of years of enroliment, the employee's age, and reason
for termination. This applies to schemes for which there is no employee contribution

» Calculate entitlement using reference to contributions paid, declared returns as well as the
enrollment period, the employee's age, and reason for termination. This applies to schemes
for which there are employee and employer contributions

« Offset the employer's portion of the entitlement against the employee's severance or long
service payment. This applies to schemes for which there is an employer's contribution

April 2001 11
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PY-HK Implementation of an Entitlement Plan

PY-HK Implementation of an Entitlement Plan

Purpose

Implementing the Entitlement Plan component allows the SAP system to record and process the
employee’s benefits accrued by enrolling in the Mandatory Provident Fund (MPF) scheme [Seite
8] or other occupational retirement (ORSO) schemes [Seite 9] provided by the company.

Prerequisites

Some schemes require employee and employer contributions. You must also implement a
Contribution Plan [Seite 66] for such schemes.

Process Flow
Implementing the Entitlement Plan involves the following:
» Define the schemes that are available for employees to enroll in

« Define the type and nature of schemes that are available for different groups of employees.
Some examples of different types of schemes follow:

Schemes Example 1 Example 2
Type Employer sponsored scheme Master trust scheme
Nature Company self funding Mandatory provident fund

» Enter the details of the organization that provides each scheme. Some schemes may be
provided internally, while others are provided by external organizations

» Define specific information about each scheme, including the provider, the type of scheme,
the calculation base used to calculate the entitlement, and more

» Define the eligibility groupings used to differentiate groups of employees enrolling in different
schemes. You must also define the eligibility period for each grouping

» Define the transfer rules for changing from one scheme to another

» Define the method in which the employee chooses to withdraw entitlement. In addition, you
can define the wage type in which the entitlement amount is stored

« Define the vesting schedule and multiplier for each scheme, if applicable

J’:} To do this in customizing, choose Payroll Hong Kong — Entitlement Plan
Extern] from the implementation guide (IMG).

Result

When you have implemented the entitlement plan, you can:

» Group employees into eligible groups

»  Enroll employees into the relevant entitlement plan

» Transfer employees from one eligible plan to another

See also: Implementation of a Contribution Plan [Seite 67]
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PY-HK Implementation of an Entitlement Plan
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PY-HK Entitlement Plan Infotypes

PY-HK Entitlement Plan Infotypes

Definition

These are the infotypes you need to record and process the benefits accrued by enrolling in the
Mandatory Provident Fund (MPF) schemes [Seite 8] and other occupational retirement (ORSO)
schemes [Seite 9].

Integration

Schemes that require employee and employer contributions also require corresponding
contribution plan infotypes [Seite 69].
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PY-HK Entitlement Plan (0347)

PY-HK Entitlement Plan (0347)

Definition

This infotype stores the entitlement portion of a Mandatory Provident Fund (MPF) scheme [Seite
8] or occupational retirement (ORSO) scheme that an employee enrolls in.

Use

When an employee enrolls in a scheme, you enter the enrollment details for the entitlement
portion of the scheme. This includes administrative details such as the employee's account
number. You can also include details of previous schemes if the current scheme allows the
employee to transfer those details from the previous scheme.

When the employee terminates employment, the entitlement due is calculated internally, or by an
external party. If an external party calculates the entitlement, you enter the amount here.

For schemes that are based on contributions from employee and employer, the entitlement
amount is divided into employee and employer amounts, and sub-divided into mandatory and
voluntary amounts. The employer's portion can be used to offset its liability for long service
payment or severance payment.

By dividing the entitlement into mandatory and voluntary amounts, you can treat each portion
differently. For example, in MPF schemes, there must be full and immediate vesting of
mandatory employer contributions, but not for the voluntary contribution. Also, the employee's
mandatory contribution may need to be withheld until the employee retires, but there may be
more flexibility with the voluntary amount.

Structure

The account number field contains a unique ID of the employee who is enrolled in the scheme.

Previous plan

The data contains details about credit from a previous scheme the employee was enrolled in.
This includes the previous scheme, the payout amount of the previous entitlement, and the
period for which the employee was enrolled in the previous plan.

Withdrawal details

Besides dividing the entitlement into employee and employer amounts, and sub-dividing into
mandatory and voluntary amounts, you can define the type of withdrawal for the entitlement, and
specify if the entitlement is processed by the system.

Integration

For schemes that require employee and employer contributions, the Entitlement Plan has a
corresponding Contribution Plan infotype (0346) [Seite 70] to record and process contribution
details.

April 2001 15
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PY-HK Contribution/Entitlement Eligibility (0349)

PY-HK Contribution/Entitlement Eligibility (0349)

Definition

This infotype limits the employee to a specific group of retirement schemes an employee can
enroll in. These schemes include occupational retirement (ORSO) schemes [Seite 9] as well as
Mandatory Provident Fund (MPF) [Seite 8] schemes.

Use

An employee is mandated to join the MPF scheme. The employee may also be eligible to join
other ORSO schemes, depending on the employee's seniority and occupation, as well as other
company requirements.

The system allows you to organize employees into different groups, with each group eligible for
specific schemes.

16 April 2001
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PY-HK Eligibility Grouping for Entitlement Plan

PY-HK Eligibility Grouping for Entitlement Plan

Use

Some companies allow different groups of employees to enroll in different retirement schemes.
For example, executives are allowed to enroll in retirement schemes A and B, while non-
executives can only enroll in retirement schemes C and D.

In the SAP system, you can group employees by their eligibility to enroll in specific groups of
retirement schemes.
Integration

For retirement schemes that require employee and employer contributions, you must also create
eligibility groups for contribution plans [Seite 73].

Activities
Before you can assign the eligibility grouping for each employee, you must set up the eligibility
grouping for each entitlement plan. This includes:

» Defining the different groupings of employees in your organization. From the Hong Kong
payroll implementation guide (IMG), go to Payroll Hong Kong — Entitlement Plan — Define
retirement entitlement eligibility grouping [Extern]

» Assigning entitlement plans for each eligible group of employees. From the Hong Kong
payroll implementation guide (IMG), go to Payroll Hong Kong — Entitlement Plan - Define
retirement benefit entitlement eligibility rules [Extern]

» Defining transfer rules for moving between eligible entitlement plans in a group. From the
Hong Kong payroll implementation guide (IMG), go to Payroll Hong Kong — Entitlement Plan
- Define retirement benefit entitiement transfer rules [Extern]

After you have customized the eligibility groupings for your organization, you can assign each
employee to the appropriate grouping using the Contribution/Entitlement Eligibility infotype (0349)

Seite 72].

April 2001 17
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PY-HK Assigning the Entitlement Eligibility Grouping

PY-HK Assigning the Entitlement Eligibility Grouping

Use

By assigning an employee to an entitlement eligibility grouping, you control the retirement
schemes that the employee can enroll in.

Prerequisites

You must set up the eligibility groupings. Under Payroll in the implementation guide (IMG), go to
Payroll Hong Kong - Entitlement Plan — Define retirement entitlement eligibility grouping

Extern].

In addition, if the retirement scheme requires employee and employer contributions, you must
also assign the employee to a contribution eligibility grouping [Seite 74].

Procedure
1. Choose Human Resources - Personnel Management — Administration — HR Master Data
- Maintain.

The Maintain HR master data screen appears.

2. Enter the employee’s personnel number, and then enter 0349 in the Infotype field of the
Direct selection section of the screen to access the Contribution/Entitlement Eligibility
infotype (0349) [Seite 72].

3. Choose Create.

The Create Cont/Ent Eligibility screen appears.
4. Enter the appropriate entitlement plan eligibility grouping for the employee.

Save.

Result

The entitlement plan eligibility grouping is created for the employee.

18 April 2001
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PY-HK Offset Entitlement Against Severance Payment

PY-HK Offset Entitlement Against Severance Payment

Purpose

An employee, who leaves the company, receives a long service payment or a severance
payment. An employer, who contributes to the employee’s retirement scheme, can use the
benefits accrued from the employer’s contribution to offset these payments of a leaving
employee.

For example, if the benefit accrued from the employer's contribution is $50,000 and the amount
of severance payment is $80,000, then you can apply to withdraw $50,000 from the employee's
MPF account for (partial) payment, and pay $30,000, from your own funds, to the leaving
employee.

The SAP system can be set up to account for these payments automatically.

Prerequisites

You must set up the long service or severance payment function before you offset the employer's

portion of the entitlement against the long service or severance payment. To set up the long
service or severance payments in customizing, choose Payroll Hong Kong — Termination
Extern] from the implementation guide (IMG).

April 2001
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PY-HK Assigning an Entitlement Plan

PY-HK Assigning an Entitlement Plan

Use

In the SAP system, you use the Entitlement Plan to record and process the benefits accrued by
an employee who has enrolled in a Mandatory Provident Fund (MPF) scheme [Seite 8] or other
occupational retirement (ORSO) scheme [Seite 9].

Prerequisites

You must first assign the employee to eligible entitlement groupings [Seite 18] to control the
retirement schemes that the employee can enroll in.

Some schemes (including MPF) require that the employee contribute to the scheme. For such
schemes, you must first assign the employee to a contribution plan.

When you have assigned that employee a contribution plan [Seite 75], the system displays the
Entitlement Plan infotype (0347) for you to enter the appropriate entitlement data of the scheme.

Procedure
6. Choose Human Resources — Personnel Management - Administration — HR Master Data
- Maintain.

The Maintain HR master data screen appears.

7. Enter the employee's personnel number, and then enter 0347 in the Infotype field of the
Direct selection section of the screen to access the Entitlement Plan infotype (0347).

8. Choose Create.

A list of eligible MPF and ORSO schemes appears.
9. Select the appropriate scheme from the list.

The Create Entitlement Plan screen appears.

10. Enter the appropriate entitlement plan information for the employee in the Entitlement Plan
infotype [Seite 15].

11. Save.

Result

The employee is enrolled in the selected entitlement plan.

20 April 2001
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PY-HK Transferring Entitlement Plans

PY-HK Transferring Entitlement Plans

Use

An employee can transfer from one eligible retirement scheme to another. For example, when an
employee moves to a more senior position, the employee can choose to upgrade to another
eligible retirement scheme.

You can record this transfer of retirement schemes in the system, including crediting any benefits
accrued from the previous scheme to the new scheme.
Prerequisites

You must have set up the rules for transferring between eligible entitlement plans. In
customizing, go to Payroll Hong Kong — Entitlement Plan — Define retirement benefit
entitlement transfer rules [Extern].

Procedure

12. Choose Human Resources - Personnel Management — Administration — HR Master Data
- Maintain.

The Maintain HR master data screen appears.

13. Enter the employee’s personnel number, and then enter 0347 in the Infotype field of the
Direct selection section of the screen to access the Entitlement Plan infotype (0347).

14. Choose Change.
15. Select the appropriate scheme from the list.
The Change entitlement plan screen appears.
16. Choose Transfer.
The Transfer entitlement plan dialog box appears for you to enter the plan to transfer to.
17. Choose the entitlement plan that the employee is being transferred to.
A new Create entitlement plan screen appears for you to enter the new data.
18. Enter the information for the new entitlement plan in the appropriate fields.
19. Save.

Result
The employee is enrolled in the new entitlement plan.
See also:

Assigning a Contribution Plan [Seite 75]

Assigning an Entitlement Plan [Seite 20]
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PY-HK Guaranteed Payments

PY-HK Guaranteed Payments

Purpose

A guaranteed payment is an annual bonus that is paid to an employee. It is paid at the end of the
year, and the amount is calculated as a factor of the employee's pay. For example, a guaranteed
payment can be the equivalent of two times the employee's monthly salary.

The guaranteed payments component lets you set up, define, and process an employee's
guaranteed payment.

=

Guaranteed payment is also known as end-of-year (EOY) payment, thirteen month
payment, or annual bonus.

An employee is eligible to receive a guaranteed payment if the employee has
completed the probation period [Seite 25].

Implementation Considerations
In the payroll environment, guaranteed payments can be calculated in the following scenarios:

* You include the calculation of guaranteed payments in the regular payroll run. The employee
is paid monthly salary and the guaranteed payment

* You calculate the guaranteed payments in a separate (off-cycle) payroll run. This is a once-
off payroll run that calculates the employee's guaranteed payment

*  When an employee terminates employment, you must calculate guaranteed payment as part
of final regular payments

You must ensure that all of these scenarios are taken into consideration when you implement the
guaranteed payments [Seite 23] component.

=

To set up these scenarios, in customizing, choose Payroll Hong Kong - End-of-
Year (EQY) Payments - Define end-of-year (EQY) payment scenarios [Extern].

Features
You can:

» Assign different guaranteed payments for different employees. This is done by creating
organizational groupings and employee groupings, and then assigning these groupings to
guaranteed payments settings

» Assign different valuation of a month's bonus for different employees. For example, one
employee uses the average annual salary, and another uses December's salary as the
calculation basis for guaranteed payments

« Prorate an employee's guaranteed payment if the employee terminates employment before
the end of the financial year

You enter an employee's guaranteed payment [Seite 30] data using the Contract Elements
infotype (0016).
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PY-HK Implementing Guaranteed Payments

Purpose

You implement the guaranteed payments component to incorporate this annual bonus payment
into the company’s payroll. It also allows you to customize the system to handle various
scenarios for paying an employee’s guaranteed payment.

Prerequisites

To set up the system, you must have all the possible guaranteed payment's calculation bases
Seite 24] in the system. These calculation bases are in the Contract Elements infotype (0016)
where you select the appropriate calculation base and enter the multiplication factor for the
employee's guaranteed payment.

Process Flow

To set up the system for guaranteed payments:

1. Specify all the guaranteed payment methods that your company requires. You must specify,

among other attributes, payment methods and the eligible period for an employee's
guaranteed payment.

2. Group all employees with the same guaranteed payment processing. You can then run
payroll according to these groupings.

Specify all the calculation bases for all the guaranteed payment scenarios.

Check that the calculation bases and statutory probation periods [Seite 26] are correctly set
up, in the payroll schema, for each of the following scenarios:

a. Incorporating guaranteed payments in the regular payroll run
b. As an off-cycle payroll run
c. For aterminating employee

For more information, choose Payroll Hong Kong — End-of-Year (EQY) Payment [Extern] from
the implementation guide (IMG).

Result

When you have completed this process, you can enter an employee's guaranteed payment [Seite
30] details in the Contract Elements infotype (0016).
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PY-HK Calculation Bases

Definition

A calculation base is an amount in a wage type that is used as a basis to determine an
employee's guaranteed payment. Some examples of calculation bases are an employee’s:

e Current month salary (/007)
e Monthly salary as at December of the current year (/033)

e Current month basic pay (/031). The basic pay is listed in the Basic Pay infotype (0008), and
can include the employee's:

—  Current month salary
— Monthly allowances (meal, accommodation, travel)

— Overtime allowance

Use

The SAP System calculates an employee’s guaranteed payment by multiplying the calculation
base with the number of guaranteed months. These are specified in the employee's Contract
Elements infotype (0016) [Extern].

=

You must specify all calculation bases that are used for all groups of employees in
the company. In Customizing, choose Payroll Hong Kong - End-of-Year (EQY)
payments - Set up the end-of-year (EQY) payment calculation bases [Extern].
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PY-HK Probation Periods

Definition

To calculate guaranteed payments, you must take into account two types of probation period:

Statutory probation This is the time period a person must be in a company to be legally
Seite 26 entitled to the benefits as an employee

Company probation | This period is set by the company, and is used to determine the
employee's capability before confirmation of full-time employment.
You can define this period in one of the following infotypes:

» Contract Elements (0016) [Extern]
»  Monitoring of Dates (0019)

Use

For an employee to be eligible for guaranteed payment, the employee must fulfill the minimum
period of the two probation periods. Both probation periods are used to calculate the pro-rated
period for the guaranteed payment.

April 2001 25



Payroll Hong Kong (PY- HK) " SAP AG

PY-HK Statutory Probation Period

PY-HK Statutory Probation Period

Definition

The statutory probation period is the time period an employee must be with a company to be
entitled to full benefits from the company.

Use

The statutory probation period is used to calculate the number of eligible days, as well as the
number of calendar and anniversary months used to determine an employee's guaranteed
payment.

You should make sure that the statutory probation period defined in the function (HKEOY) used
to calculate the abovementioned is accurate. To do this in customizing, choose Payroll Hong
Kong

This is done via the maintain maximum statutory probationary period [Extern] step in the Hong
Kong payroll implementation guide (IMG).

See also:
Probation Periods [Seite 25]
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PY-HK Defining the Company's Probation Period

Use

Besides being the period for confirming the employee's full-time employment, the company's
probation period is used, together with the statutory probation period [Seite 26], to determine the
guaranteed payment for the employee.

Prerequisites

You must check that the statutory probation period is correctly defined. In customizing, go to
Payroll Hong Kong — End-of-Year (EOY) Payments — Regular Payroll Run - Maintain
Maximum Legal Probationary Period [Extern].

Procedure

To define the company's probation period with the Contract Elements infotype (0016) [Extern]:

1. Choose Human Resources - Personnel management — Administration — HR Master Data
- Maintain.

The Maintain HR Master Data screen appears.

2. Enter the employee's personnel number, and select the Contract Elements infotype (0016).
Then choose New or Change.

The Contract Element screen appears.
3. Inthe Deadline section of the screen, enter the probation period for the employee.
4. If applicable, you can enter the extended probation end date.
5. Save.
To define the company's probation period with the Monitoring of Dates infotype (0019):

1. From the Easy Access screen, choose Human Resources - Personnel management —
Administration - HR Master Data — Maintain.

2. The Maintain HR Master Data screen appears.

Enter the employee's personnel number, and select the Monitoring of Dates infotype (0019).
Then choose New or Change.

4. The Monitoring of Dates screen appears.

5. SelectExpiration of Probation as the Date type, and enter the date on which the
probation expires.

6. Save.
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PY-HK Payment Methods

Definition

This refers to the way in which the company pays the employee's guaranteed payment. You can
pay the guaranteed payment:

e In the regular payroll run

* As an off-cycle payroll run

Use

By assigning different employee groupings to specific payment methods, you can set up the
payroll to pay the employee’s guaranteed payment depending on the payment scenarios
available in the company.

To set up payment methods, choose Payroll Hong Kong - End-of-Year (EOY) Payments -
Define end-of-year (EQY) payment scenarios [Extern], from the implementation guide (IMG).
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PY-HK EOY Payment Control Table Generation
(RPU_M27_EQY)

Use

You may need to calculate End of Year Payment (EQY) for different groups of employees in your
company. Thus, you need to define the following elements for EOY payments, and store them in
EQY Payment Control table (T7HK04).

e EOQY payment included with other payments in the regular payroll run

or
* EOQY payment calculated separately in an off-cycle payroll run

¢ the EOY payment period

* the type of payroll run, and the off-cycle reasons if it is an off-cycle payroll run
* the payment date and the date used to indicate the calculation base

You set up this table in Implementation Guide (IMG) via Payroll Hong Kong — End-of-Year (EQY)
Payments - Define End-Of-Year (EQY) Payment Scenarios.

[Extern]You use this report to generate new control record for EOY payment this year or next
year in this table.
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PY-HK Defining an Employee's Guaranteed Payment

Use

You define the employee's guaranteed payments entitlement in the Contract Elements infotype
(0016).

Prerequisites

You must have implemented the guaranteed payment [Seite 23] component to comply with
company and legal requirements.

When entering an employee's personnel data, you must enter the employee's probation period
Seite 27] as agreed in the employment contract with the company.

Procedure
6. Choose Human Resources - Personal management - Administration - HR Master Data
- Maintain.

The Maintain HR Master Data screen appears.

7. Enter the employee's personnel number, and select the Contract Element infotype (0016)
Extern]. Then choose New or Change.

The Contract Element screen appears.

8. Inthe Guaranteed payment section of the screen, enter the number of months the employee
is paid for the entire year. For example, if an employee is entitled one month of guaranteed
payment, then the employee is paid 13 months for the year.

9. If you want to base the employee's guaranteed payment on a different month's pay, enter the
wage type in Calculation base field. The default calculation base is the employee's last
month's pay.

=

To include a wage type as a calculation base, go to Payroll Hong Kong — End-of-
Year (EQOY) Payments - Set up the end-of-year (EQY) payment calculation bases
Extern] from the implementation guide (IMG).
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PY-HK Batch Input: Statutory Sick Leave (HHKCSKLE)

Use

You can use this report to calculate the sick leave entitlement of selected personnel and update
the absence quota in Absence Quotas infotype (2006).

D

You must run this report per monthly payroll period.

Integration

The sick leave entitled and the absence quota to be accumulated are determined by settings in
feature 27SLE, which is called up when you run this report.

Prerequisites

You have maintained relevant master data properly.
Activities

« You must input Monitor Data Type and Key Date, which enables the report to process
relevant data before the key date.

[0 You should only choose either of the following for Monitor Data Type field:
[1 H1: Salary withhold HK
O H2: S.L. last accrued HK

[1 The data you maintained in Monitor Data Type field and Key Date field will be updated
into Monitoring of Dates infotype (0019) after running the batch input.

* You can choose how to process the data generated from the report by specifying batch input
session.

You may run the batch input as soon as it is generated.
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PY-HK Net Payroll Accounting

Purpose

The net payroll component for Hong Kong calculates employee's net remuneration according to
statutory regulations. The Net Payroll converts gross wages into net wages and processes the
taxes for employees. Gross wages includes wage types entered in Personnel Administration and
those generated in Gross Payroll. The net payroll also includes the processing of regulatory and
company retirement schemes that employees are enrolled in.

The Net Payroll generates a results cluster of wage types for employees in the payroll run. This
cluster is the basis for further processing and output from the payroll system. This includes
generating statutory reports.

Integration

The Net Payroll is closely integrated with the other areas in SAP HR, as well as other SAP
modules such as Financial Accounting and Controlling.
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PY-HK Tax

Purpose

The tax component lets you set up and enter an employee's tax data. The data is then processed
and printed to the relevant IR56 tax reports that are submitted to the Hong Kong tax authority.

Features

You can:

» Group employees into tax reporting groupings

» Declare the percentage of an employee's salary as overseas travel allowance
» Declare the percentage of an employee's salary as rental allowance

» Specify that the employee's quarters are provided by the company. You have the following
options:

- The employer pays the rent and can recover a percentage of the rent from the employee
— The employee pays the rent and can recover a percentage of the rent from the employer
— The rentis recorded as an additional payment, and is entered manually into the system

« Enter relevant information that is required for the IR56 tax reports

See also:

Tax Reporting [Seite 44]
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PY-HK Implementation of Tax

Purpose

To process an employee's tax data, you must adapt the tax component to your organization's
specifications.

Process Flow
To implement the tax component, you must:

« Set up the system to store the employee's address for the IR56 tax forms if an employee is
provided with company-owned quarters

» Define the types of quarters an employee is entitled to rent or stay at during an overseas trip

» Set up the different tax groupings in the organization. These groupings are used for tax
reporting purposes

« Define the tax period for the different tax groupings

» Set up the tax reporting details required in the IR56 tax forms

=

To implement tax in customizing, go to Payroll Hong Kong — Tax [Extern] from the
implementation guide (IMG).

Result

When you have implemented the tax component, you can:

» Declare a percentage of the employee's salary as rental allowance

» Declare a percentage of the employee's salary as overseas travel allowance

» Specify the percentage deducted from the employee's salary as rental deduction

You can also specify other information that is required in the IR56 tax forms.

See also:

Tax Reporting [Seite 44]
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PY-HK Rental Allowance

Definition

According to the Inland Revenue Department (IRD), an employee's rental allowance is tax
exempt up to a percentage of the employee's salary. Some organizations allow their employees
to declare a portion of their salary as rental allowance.

Use

By specifying a percentage of the employee's salary as rental allowance, the accumulated
amount over the financial year is exempt from tax.

Integration

The employee must provide rental receipts, that are recorded in the system with the Receipts
infotype (440). The Hong Kong payroll reconciles the accumulated rental allowance with the
receipts. If the accumulated receipts are less than the stipulated rental allowance, the remaining
portion of the rental allowance is not exempt from tax. If the accumulated receipts exceed the
rental allowance, the excess receipts are ignored.
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PY-HK Creation of Rental Allowance

Purpose

By declaring a portion of an employee's salary as rental allowance, it is reported in the relevant
IR56 form that this portion of income is tax exempted.

Process Flow
To create rental allowance as a portion of an employee's remuneration package:

1. Update the employee remuneration wage types. In customizing, go to Payroll Hong Kong -
Wage Types - Processing Classes — Check provisional rental & overseas travel
processing [Extern].

2. Go to the General Tax infotype (0345) [Seite 42] for the employee, and do the following:

a. Setthe Quarters provided by ER indicator, and define the type of accommodations in the
Nature field.

When you set the Quarters provided by ER indicator, the % to Rent, EE pays rent to
landlord, and % recovered from ER fields are enabled.

b. Enter the percentage of the rental allowance in the % to Rent field.

c. Setthe EE pays rent to landlord indicator, and enter 100 in the % recovered from ER
field.

d. Save.

=

You can choose to maintain the rental allowance in Recurring Payments/deductions
infotype (0014) or Additional Payments infotype (0015) directly if you flag Rent key in
manually.

Result

You have entered the relevant rental allowance for the employee.

=

To reconcile the rental allowance, you must enter the rental receipt information in the
Receipts infotype (0440). Do this before you print the IR56 tax forms [Seite 65].
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PY-HK Rental Deduction

Definition

Rental deduction is a recurring payment that the employee pays the employer for providing
accommodation.

Use

If the organization provides the employee accommodations, it can recover the cost of the
accommodation from the employee as rental deduction.

In this case, the cost of the accommodation is not linked to the employee's salary, it is based on
the actual cost to the employer when the employee accepts the accommodation.
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PY-HK Creation of Rental Deductions

Purpose

If a company provides accommodation to an employee, it can recover the cost of the
accommodation from the employee by making a monthly rental deduction.
Process Flow

To deduct rental from an employee's remuneration:

1. Enter the rental amount as a recurring deduction payment using the Recurring
Payments/Deductions infotype (0014). You can use the Rental Base wage type MX01.

2. Go to the General Tax infotype (0345) [Seite 42] for the employee, and do the following:

a. Setthe Quarters provided by ER indicator, and define the type of accommodation in the
Nature field.

When you set the Quarters provided by ER indicator, the % to Rent, EE pays rent to
landlord, and % recovered from ER fields are enabled.

b. Setthe ER pays rent to landlord indicator, and enter 100 in the % recovered from EE

field.
c. Save.
Result

The employee has a rental deduction equal to the cost entered in wage type MX01.
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PY-HK Overseas Travel Allowance

Definition

According to the Inland Revenue Department (IRD), an employee's overseas travel allowance is
tax exempt up to a percentage of the employee's salary.

Some organizations allow employees to declare a portion of their salary as overseas travel
allowance.

Use

By specifying a percentage of the employee's salary as overseas travel allowance, the
accumulated amount over the financial year is exempt from tax.

Integration

The employee must provide overseas travel receipts, that are recorded in the system in the
Receipts infotype (440). The Hong Kong payroll reconciles the accumulated overseas travel
allowance with the receipts. If the accumulated receipts are less than the stipulated overseas
travel allowance, the remaining portion of the overseas travel allowance is no longer considered
tax exempted. However, if the accumulated receipts exceed the overseas travel allowance, the
excess receipts are ignored.
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PY-HK Creation of Overseas Travel Allowance

Purpose

By declaring a portion of an employee's salary as overseas travel allowance, it is reported in the
relevant IR56 form that this portion of income is tax exempted.

Process Flow

To create overseas travel allowance as a portion of an employee's remuneration package:

1. Update the employee remuneration wage types. In customizing, go to Payroll Hong Kong -
Wage Types - Processing Classes — Check provisional rental & overseas travel
processing [Extern].

2. There are two ways to declare the allowance for the employee:

» Maintain the allowance directly in Recurring payments/Deductions infotype (0014) or
Additional payments infotype (0015) directly.

e Calculate the allowance based on a calculation base
- Set up the calculation base in Recurring payments/Deductions infotype (0014)

- Go to the General Tax infotype (0345) [Seite 42] for the employee, and enter the
percentage of the base that is to be declared as overseas travel allowance.

Result
You declared the overseas travel allowance for the employee.

To reconcile the overseas travel allowance, you must enter the overseas travel receipts in the
Receipts infotype (440). You should do this before you print the IR56 tax forms [Seite 65].
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PY-HK Tax Infotypes
Definition

These are the infotypes you require to record and process an employee's tax data.
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PY-HK Tax (0345)

Definition

This infotype stores the relevant information required for the processing of an employee's tax
information.

Use

In this infotype, you can record:

* The employee's enrollment in the rental and overseas travel allowance scheme

* The percentage of salary declared as rental and overseas travel allowance

e The amount deducted from the employee for accommodation provided by the employer

e The employee's plan to depart from Hong Kong on termination of employment. You can enter
the reason for departure and the country the employee is going to

+ Information that is relevant to the IR56 tax forms

Structure

The % to os trav field states the percentage of the employee's wages that is to be considered as
overseas travel allowance, and is therefore exempt from tax.

Rental
The Quarter provided by ER and Nature fields are for the IR56 tax forms.

By selecting ER pays rent to landlord, and specifying the percentage recovered from EE, you can
create a rental deduction from the employee.

By selecting EE pays rent to landlord, and specifying the percentage recovered from ER, you can
create a rental allowance for the employee.

You can also specify that the rental allowance is entered manually as an additional payment.

Other information related to IR56

This section provides relevant information that is required in the IR56 tax forms, such as:
*  When the employee plans to leave Hong Kong

* When the employee's salary is paid by the employer

« If the employee is working part-time for the company. In this case, you can specify the
principal employer

See also:
Tax Reporting [Seite 44]
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PY-HK Creating Tax Data for an Employee

Procedure

20. Choose Human Resources - Personnel management — Administration - HR Master Data
- Maintain.

The Maintain HR Master Data screen appears.

21. Enter the employee’s personnel number, and then enter 0345 in the Infotype field of the
Direct selection section of the screen to access the Tax infotype (0345) [Seite 42].

22. Choose Create.

The Create Tax screen appears.

23. Enter the appropriate tax information for the employee in the Tax infotype.
24. Save.

Result

You have entered the relevant tax data for the employee.
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PY-HK Tax Reporting

Purpose

Regulations require that a set of tax reports be submitted to the tax office. These are the IR56 tax
reports that provide the tax authorities information to enable them to process an employee's tax
for the financial period.

Implementation Considerations

The Hong Kong payroll implementation guide (IMG) sets up some of the tax reports default
settings. Go to Payroll Hong Kong — Tax [Extern].

Integration

You need to have all the relevant information prepared in the SAP system before you can
generate the tax reports.
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PY-HK Tax Reports

Definition

In the SAP System, you can generate the following tax forms that the company needs to submit
to the Inland Revenue Department (IRD):

IR56B Employer’s return of remuneration and pensions for the tax year
IRS6E Notification by an Employer of an Employee who commences to be employed
IR56F Notification by an Employer of an Employee who is about to cease to be employed

IR56G Notification by an Employer of an Employee who is about to depart from Hong Kong
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PY-HK Employer's Return of Remuneration (IR56B)

Use

The employer must furnish the Annual Return of Remuneration of Employees form to the Inland
Revenue Department (IRD) within one month from the date of issue, which is normally in April. In
the system, you can run a report (HHKCTXBO) to generate this form for all employees.

=

If the employer has already reported that an employee is leaving the company
(IR56F) or leaving the country (IR56G), then the employer is not required to submit
an IR56B form.

Integration

Other tax forms that you can generate are:

« |IR56E [Seite 53] (Notification by an Employer of an Employee who commences to be
employed)

» IR56F [Seite 56] (Notification by an Employer of an Employee who is about to cease to be
employed)

» |R56G [Seite 60] (Notification by an Employer of an Employee who is about to depart from
Hong Kong)

Prerequisites

* You must have payroll data in the system for the duration of the tax year. The report uses
data that has been accumulated through the tax year, for example, annual income.

=

You must maintain feature 27IRB [Seite 48] properly, which is the default setting in
the system for processing form IR56B.

* You should maintain data for Remarks section in /IR56B form in Notifications infotype (0128),
Personal notifications subtype (2) [Extern].

Features

Selection

You can restrict the employees selected by entering individual, or a range of personnel numbers.
You must also enter the following information:

»  Specify if you want to select a single tax reporting group, or all tax reporting groups.
Employees within a tax reporting group usually form a logical business unit.

* The name of the printer to send these form to. If you choose the Print preview forms option,
you will display the IRS56E forms on the screen. You can then select Print to send these forms
to the printer.
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Specify if you are generating a second IR56B form for the employee. In this case, the system
checks that the data on the reprinted IR56B form is not the same as the first IR56B form. A
reprinted IR56B form has “Amended IR56B” printed on the first line of the heading.

The tax year that these forms are filed.

The employee who is authorized to approves and signs these forms. You enter the
employee’s designation.

Specify if this is a live or simulated or test run. A simulated or test run will not save the results
to the HZ cluster in the system.

Output

The system generates the following outputs:

An IR56B form for the employee

An electronic file containing the successfully processed employee’s details as defined by the
IRD. This is an optional output that you can generate.

An error list, if any mistakes are found

=

The data for all successful IR56B forms will be stored in the system’s HZ cluster.
This data is used to check against possible reprints of IR56B forms.

See also:

Generating a tax report [Seite 65]
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PY-HK Feature 27IRB

Definition

It is the default settings in the system for processing year-end tax reporting form IR56B.

Use

With this set up in the system, you defines the following information regarding year end tax form

IR56B:

how to formulate the tax period when grossing up incomes with same wage type but different
tax periods

how are rental and overseas allowance reflected in the form

what should be included in other rewards in the form

the name formats of the employee demonstrated in the form

which format of the form to apply out of various formats available in the system
the output device

the title of the signatory

Structure

TXXYY

“T” stands for tax-related allowances;
“XX” for evaluation class;
“YY” for the value of the evaluation class

For an income involved several payments, the earliest valid date of the payments should
be adopted as the beginning date of the tax period for the allowance.

After you set this up in the feature, you must perform changes accordingly in the system
to realize this setup.

=

You can refer to Defining Tax Period when Grossing up Incomes [Seite 51] for
corresponding procedures in detail.

EE2RRKR/147 +RENT2

O/154>+<N+

These two lines outline how rental allowance and overseas travel allowance are reflected
in the form.

For example, EE2RRKR/147+RENT2 describes how rental allowance are processed in
the system when the employee pays rent to the landlord and claims back from the
employer afterwards.

“2’ is a time-constraint indicator, here means the time duration of records in Receipts
infotype (0440) must be in accordance with those in Addresses infotype (0006).
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“RRKR/147” represents accumulation of extra amount into wage type /147 when the
total amount in Receipts infotype (0440) outnumbers.

You may setup for the employer pays rent to the landlord as needed.
«  R160Y

R7THE NATURE OF 1°T OTHER REWARDS

R8THE NATURE OF 2"° OTHER REWARDS

ROTHE NATURE OF 3%° OTHER REWARDS

or

R160N

To meet the requirements from HK Inland Revenue Department (IRD), any rewards or
allowances received by the employee within the tax year should be reported in IR56B
form, which are categorized into three types in general. The separate amounts in HK
dollars together with descriptions for categories of allowances are included in the form
too.

In the statutory IR56B form delivered by HK IRD, the section about other rewards for the
employee is listed as below:

Any other rewards, allowances or prerequisites
Nature:
Nature:
Nature:

As regulated in the system, wage type /7160 is for the first line in the form, and /147, /148
and /149 are for the next three lines correspondingly.

This setup determines:

[1 whether to accumulate wage type /147, /148 and /149 into /160. In other words, if
R160Y is set in the feature, /160 equals to the gross amount of /147, /148 and /149, and
the gross amount is displayed in the form.

[1 the descriptions for the three categories of rewards in the form, which defaulted to be
“THE NATURE OF 1°T OTHER REWARDS”, “THE NATURE OF 2"° OTHER
REWARDS” or “THE NATURE OF 3"° OTHER REWARDS".

You can modify the description for separate categories here.

D

If you don'’t set this in the feature, the system will go to Wage Type Valuation view
(V_512W_0O)and use the description for the particular wage types.

« RXX
“R” represents rewards,
“XX” symbolizes evaluation class.

You define the evaluation class for rewards wage types in the feature, and set it up in
view V_512W_O afterwards.

«  NXXYY
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“N” stands for name format,

“XX” for surname format in the form and “YY” for the full name format. They are equal to
the values maintained in KNZNM field in HR Name Format view (V_T522N)
correspondingly.

You must maintain V_T522N properly. In the view, you must define what fields in
Personal Data infotype (0002) are included in the form as well as in what sequence.

o LXXXX
the layout for IR56B form

e PXXXX
the default printer name
e« DXXXX

the default signatory in the form
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PY-HK Defining Tax Period when Grossing up Incomes
for Tax Forms

Use

When you execute tax reports for the employee, incomes with the same wage types are
accumulated together. For an income involved several payments, the earliest valid date of the
payments should be adopted as the beginning date of the tax period for the income.
Prerequisites

You must setup the evaluation class for tax-related incomes in the system first.

You must add a line TXXYY in the relevant feature.

“T” stands for tax-related incomes,

“XX” for evaluation class;

“YY” for the value of the evaluation class.

Procedure
Afterwards, you must perform the following changes in the system step by step:

1. In Wage Type Valuation view (V_512W_QO), you should maintain evaluation class XX for all
tax-related wage types and set the values of the evaluation class to YY.

=

You should only maintain this view via the Implementation Guide (IMG), go to
Personnel Management - Personnel Administration — Payroll Data — Additional
Payments - Wage Types - Create wage type catalog [Extern].

2. In Award view (V_T5R01), define wage types for tax-related incomes.

You should specify an award type as an intermediate for the wage type maintained in
Awards infotype (0183). The award type has a one-to-one relationship to the wage type
in the view.

You should define the amount and valid period for this award type too.

You must flag payroll relevant for the award types maintained in the view.

D

The system will cumulate the wage types in this view to wage types as defined in
view V_T512W_0.

3. Maintain master data for employees in Awards infotype (07183). A corresponding record in
Additional Payments infotype (0015) is created by the system automatically.

Be sure to flag Payroll relevant in the infotype.

=

For IR56B form, the system will organize the employee’s incomebased on the actual
pay date.
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If the pay date of the particular income is in the next tax year, it is included by IR56B for next tax
year only.
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PY-HK Notice of Employee Commencement Form
(IR56E)

Use

When a company hires a new employee who is likely to be liable to tax, the company must send
a Notification by an Employer of an Employee who commences to be employed (IR56E) form to
the Inland Revenue Department (IRD) within three months of the commencement of
employment. In the system, you can run a report (HHKCTXEOQ) to generate the form for any new
employees hired.

Integration
Other tax forms that you can generate are:

» IR56B [Seite 46] (Employer’s return of remuneration and pensions for the tax year)

» IR56F [Seite 56] (Notification by an Employer of an Employee who is about to cease to be
employed)

« |R56G [Seite 60] (Notification by an Employer of an Employee who is about to depart from
Hong Kong)
Prerequisites

You must have run the payroll for the new employee and stored the result of the first payroll run
in the system. If no payroll result is found in the system, then the relevant figures in the IR56E
form will be set as 0.

=

You must maintain feature 27IRE [Seite 55] properly, which is the default setting in
the system for processing form IR56E.

Features

Selection

You can restrict the employees selected by entering a selection of:
« Time periods for which the employees are hired

*  Personnel numbers

* Payroll areas

You must also enter the following information:

e The name of the printer to send these forms to.

If you choose the Print preview forms option, the system displays the IRS6E forms on the
screen. You can then select Print to send these forms to the printer.

« The tax reporting group you are selecting.

Employees within a tax reporting group usually form a logical business unit.
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e The tax year that these forms are filed.

e The employee who is authorized to approve and sign these forms. You enter the employee’s
designation.

Output

The system generates the following outputs:
* AnIR56E form for incoming employees
e An error list, if any mistakes are found

See also: Generating a tax report [Seite 65]
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PY_HK Feature 27IRE

Definition

It is the default settings in the system for processing year-end tax reporting form IR56E.

Use

With this set up in the system, you defines the following information regarding year end tax form
IR56E:

» the name formats of the employee demonstrated in the form
» which format of the form to apply out of various formats available in the system
e the output device

» the title of the signatory

Structure
¢« NXXYY

“N” stands for name format,

“XX” for surname format in the form and “YY” for the full name format. They are equal to
the values maintained in KNZNM field in HR Name Format view (V_T522N)
correspondingly.

You must maintain V_T522N properly. In the view, you must define what fields in
Personal Data infotype (0002) are included in the form as well as in what sequence.

o LXXXX
the layout for IR56B form

e PXXXX
the default printer name
«  DXXXX

the default signatory in the form
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PY-HK Notice of Employee Cessation Form (IR56F)

Use

When an employee leaves the company, the employer must send a Notification by an Employer
of an Employee who is about to cease to be employed form (IR56F) to the Inland Revenue
Department (IRD) one month prior to the leaving.

When the system generates the employee’s IR56F form, it projects the results of the employee’s
final payroll period, and use this projection to fill in the IR56F form. The system saves this
information in a HZ cluster for later use.

In the period when the employee leaves the company, you generate the employee’s IR56F form
again. This gives you the actual results that are used in the IR56F form. The system compares
the actual results with the projected results, and if there is a difference, an amended IR56F form
is sent to the IRD.

Integration

Other tax forms that you can generate are:

» IR56B [Seite 46] (Employer’s return of remuneration and pensions for the tax year)

« |IR56E [Seite 53] (Notification by an Employer of an Employee who commences to be
employed)

» |R56G [Seite 60] (Notification by an Employer of an Employee who is about to depart from
Hong Kong)

Prerequisites

You must have run the payroll for the employee and stored the payroll results in the HZ cluster
before generating this form.

=

You must maintain feature 27IRF [Seite 58] properly, which is the default setting in
the system for processing this form.

Features

Selection

You can restrict the employees selected by entering individual, or a range of:
« Time periods for which the employee leaves

* Personnel numbers

* Payroll areas

You must also enter the following information:

e The name of the printer to send these form to.

- If you choose the Print preview forms option, you will display the IR56F forms on the
screen. You can then select Print to send these forms to the printer.
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— Select the Reprint issued IR56F forms option when you are generating the IR56F form a
second time.

« The tax reporting group you are selecting. Employees within a tax reporting group usually
form a logical business unit.

» The tax year that these forms are filed.

e The employee who is authorized to approves and signs these forms. You enter the
employee’s designation.

* The correct schema that is used to run the employee’s projected payroll results.

» Specify if this is a live or simulated or test run. A simulated or test run will not save the results
to the HZ cluster in the system.

Output

The system generates the following outputs:

e An IR56F form for incoming employees

e An error list, if any mistakes are found
# The data for all successful IRG6F forms will be stored in the system’s HZ cluster.
This data is used to check against possible reprints of IR56F forms.

See also: Generating a tax report [Seite 65]
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PY_HK Feature 27IRF

Definition

It is the default settings in the system for processing year-end tax reporting form IR56F.

Use

With this set up in the system, you defines the following information regarding year end tax form

IR56F:

how to formulate the tax period in the form when grossing up incomes with same wage type
but different payment periods

how are rental and overseas allowance reflected in the form

which amount should be displayed as other rewards in the form

the name formats of the employee demonstrated in the form

which format of the form to apply out of various formats available in the system
the output device

the title of the signatory

Structure

TXXYY

“T” stands for tax-related allowances;
“XX” for evaluation class;
“YY” for the value of the evaluation class

For an income involved several payments, the earliest valid date of the payments should
be adopted as the beginning date of the tax period for the allowance.

After you set this up in the feature, you must perform changes accordingly in the system
to realize this setup.

=

You can refer to Defining Tax Period when Grossing up Incomes [Seite 51] for
corresponding procedures in detail.

EE2RRKR/147 +RENT2

O/154>+<N+

These two lines outline how rental allowance and overseas travel allowance are reflected
in the form.

For example, EE2RRKR/147+RENT2 describes how rental allowance are processed in
the system when the employee pays rent to the landlord and claims back from the
employer afterwards.

“2’ is a time-constraint indicator, here means the time duration of records in Receipts
infotype (0440) must be in accordance with those in Addresses infotype (0006).
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“‘RRKR/147” represents accumulation of extra amount into wage type /147 when the
total amount in Receipts infotype (0440) outnumbers.

You may setup for the employer pays rent to the landlord as needed.
« R160Y
You determines which amount to display as other rewards in the form.

With R160Y in the feature, the amount of /760 should be listed in the form, no matter
/160 equals to the gross amount of /147, /148 and /149 or not.

However, if R160N set in the feature, the total amount of income with wage types /147,
/148 and /149 should be included in the form instead of the amount for /160.

e NXXYY
“N” stands for name format,

“XX” for surname format in the form and “YY” for the full name format. They are equal to
the values maintained in KNZNM field in HR Name Format view (V_T522N)
correspondingly.

You must maintain V_T522N properly. In the view, you must define what fields in
Personal Data infotype (0002) are included in the form as well as in what sequence.

o LXXXX
the layout for IR56F form

o« PXXXX
the default printer name
o DXXXX

the default signatory in the form

April 2001 59



Payroll Hong Kong (PY- HK) " SAP AG

PY-HK Notice of Employee Departure Form (IR56G)

PY-HK Notice of Employee Departure Form (IR56G)

Use

When an employee plans to leave Hong Kong, the employer must send a Notification by an
Employer of an Employee who is about to depart from Hong Kong form (IR56G) to the Inland
Revenue Department (IRD) within one month prior to the expected date of departure.

When the system generates the employee’s IR56G form, it projects the results of the employee’s
final payroll period, and use this projection to fill in the IR56G form. The system saves this
information in a HZ cluster for later use.

In the period when the employee leaves the country, you generate the employee’s IR56G form
again. This gives you the actual results that are used in the IR56G form. The system compares
the actual results with the projected results, and if there is a difference, an amended IR56G form
is sent to the IRD.

Integration

Other tax forms that you can generate are:

» IR56B [Seite 46] (Employer’s return of remuneration and pensions for the tax year)

« |IR56E [Seite 53] (Notification by an Employer of an Employee who commences to be

employed)

» |IR56F [Seite 56] (Notification by an Employer of an Employee who is about to cease to be
employed)

Prerequisites

You must have created a new record in the Tax infotype (0345) regarding the reason the
employee is leaving Hong Kong.

=

You must maintain feature 27IRG [Seite 62] properly, which is the default setting in
the system for processing this form.

Features

Selection

You can restrict the employees selected by entering individual, or a range of:
« Time periods for which the employee leaves

* Personnel numbers

* Payroll areas

You must also enter the following information:

e The name of the printer to send these form to.

- If you choose the Print preview forms option, you will display the IR56G forms on the
screen. You can then select Print to send these forms to the printer.
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— Select the Reprint issued IR56G forms option when you are generating the IR56G form a
second time.

« The tax reporting group you are selecting. Employees within a tax reporting group usually
form a logical business unit.

» The tax year that these forms are filed.

» The employee who is authorized to approves and signs these forms. You enter the
employee’s designation.

« The correct schema that is used to run the employee’s projected payroll results.

» Specify if this is a live or simulated or test run. A simulated or test run will not save the results
to the HZ cluster in the system.

Output

The system generates the following outputs:

* AnIR56G form for incoming employees

e An error list, if any mistakes are found
# The data for all successful IR56G forms will be stored in the system’s HZ
cluster. This data is used to check against possible reprints of IR56G forms.

See also: Generating a tax report [Seite 65]
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PY_HK Feature 27IRG

Definition

It is the default settings in the system for processing year-end tax reporting form IR56G.

Use

With this set up in the system, you defines the following information regarding year end tax form

IR56G:

how to formulate the tax period in the form when grossing up incomes with same wage type
but different payment periods

how are rental and overseas allowance reflected in the form

which amount should be displayed as other rewards in the form

the name formats of the employee demonstrated in the form

which format of the form to apply out of various formats available in the system
the output device

the title of the signatory

Structure

TXXYY

“T” stands for tax-related allowances;
“XX” for evaluation class;
“YY” for the value of the evaluation class

For an income involved several payments, the earliest valid date of the payments should
be adopted as the beginning date of the tax period for the allowance.

After you set this up in the feature, you must perform changes accordingly in the system
to realize this setup.

=

You can refer to Defining Tax Period when Grossing up Incomes [Seite 51] for
corresponding procedures in detail.

EE2RRKR/147 +RENT2

O/154>+<N+

These two lines outline how rental allowance and overseas travel allowance are reflected
in the form.

For example, EE2RRKR/147+RENT2 describes how rental allowance are processed in
the system when the employee pays rent to the landlord and claims back from the
employer afterwards.

“2’ is a time-constraint indicator, here means the time duration of records in Receipts
infotype (0440) must be in accordance with those in Addresses infotype (0006).
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“‘RRKR/147” represents accumulation of extra amount into wage type /147 when the
total amount in Receipts infotype (0440) outnumbers.

You may setup for the employer pays rent to the landlord as needed.
« R160Y
You determines which amount to display as other rewards in the form.

With R160Y in the feature, the amount of /760 should be listed in the form, no matter
/160 equals to the gross amount of /147, /148 and /149 or not.

However, if R160N set in the feature, the total amount of income with wage types /147,
/148 and /149 should be included in the form instead of the amount for /160.

e NXXYY
“N” stands for name format,

“XX” for surname format in the form and “YY” for the full name format. They are equal to
the values maintained in KNZNM field in HR Name Format view (V_T522N)
correspondingly.

You must maintain V_T522N properly. In the view, you must define what fields in
Personal Data infotype (0002) are included in the form as well as in what sequence.

o LXXXX
the layout for IR56G form

e« PXXXX
the default printer name
«  DXXXX

the default signatory in the form
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PY-HK Tax Reporting Process

Purpose

The tax reporting process consists of a number of forms sent to the tax authorities at specific
times during an employee’s time with the organization. Sometimes, additional forms are required
if the employee leaves the country or if payroll data changes after a form has been submitted.

Prerequisites

You can generate a tax form only after a payroll run.

Process Flow

The following shows the tax forms, when these forms must be submitted, and how they are
implemented in the system:

Tax Form When to submit How implemented
IRS6E After an employee has been | You can generate this form after completing
hired the first payroll run for the employee
IR56B At the end of the financial You can generate this form for all employees
year after completing the final payroll run for the
You must resubmit this form financial year
if payroll data changes If additional payroll data becomes available
after the IR56B is submitted, an amended
IR56B Form must be resubmitted after the
subsequent payroll has been run
IR56F When the employee gives You can generate this form after entering the
notice of termination termination event for the employee
You must resubmit this form | If additional payroll data becomes available
if payroll data changes after the IR56F is submitted, an amended
IR56F Form must be resubmitted after the
subsequent payroll has been run
IR56G When the employee is You can generate this form after entering the
leaving Hong Kong departing Hong Kong information in the Tax
infotype (0345) for Hong Kong
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PY-HK Generating a Tax Report

Procedure

To generate the IR56B at the end of the financial year:

1. Choose Human Resources — Payroll — Asia/Pacific - Hong Kong — Subs. activities -
Annual - Country reporting — IR56B Report.

The selection screen for the report appears.
2. User the Personnel number or matchcode selection to select the employees.
3. Enter the relevant conditions in the General IR56B information section.
4. Choose Execute.
To generate any of the IR56E, IR56F, and IR56G reports, or to generate the
IR56B report a subsequent time:

1. Choose Human Resources - Payroll - Asia/Pacific -~ Hong Kong — Subs. activities —
Period-independent — Country reporting.

2. Choose the appropriate report to generate.
The selection screen for the relevant report appears.
User the Personnel number or matchcode selection to select the employees.

If you are generating IR56E, IR56F, or IR56G reports, select the relevant period for which
this report is valid.

Enter the relevant conditions to generate the reports.

6. Choose Execute.

Result

The relevant reports are generated and printed on the selected printer.
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PY-HK Contribution Plan

Purpose

The Mandatory Provident Fund (MPF) schemes [Seite 8] and some occupationsl retirement
(ORSO) schemes [Seite 9] require employee and employer contributions when an employee
enrolls. The Contribution Plan component records and processes these contributions while the
employee is enrolled in such schemes.

Integration

For each contribution plan, you must have a corresponding entitiement plan [Seite 11] to record
and process the benefits accrued when the scheme matures.

Features
With the contribution plan, you can:

» Define the eligibility for entry into the retirement schemes. This can depend on, among other
things, the seniority of the employee, the employee's occupation, and location

» Group all employees that are eligible to join the same retirement schemes
* Allow employees to transfer from one eligible retirement scheme to another

» Recognize some portion of the employee's previous years of service when calculating the
schedule for contribution

» Divide employee and employer contributions into mandatory and voluntary portions. You can
also define the amount value for each portion to be based on the employee's years of
service, age, and income

» Set up contributions as a percentage of the employee's salary or a fixed sum

» Define alternative contribution amounts when an employee's total cash income is below a
minimum value, or exceeds a maximum value
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PY-HK Implementation of a Contribution Plan

Purpose

Implementing the Contribution Plan allows the SAP system to record and process the
contribution portion of the Mandatory Provident Fund (MPF) schemes [Seite 8] or other
occupational retirement (ORSQO) schemes [Seite 9] available to employees.

Prerequisites

You must also implement the entitlement portion [Seite 12] of such schemes for the SAP system
to record and process the benefits accrued when the scheme matures.

« Create the schemes that are available for employees

» Define the eligibility groupings used to differentiate groups of employees enrolling in different
schemes. You must also define the eligibility period for each grouping

e Create the rules for transferring from one scheme to another
» Create specific rules to determine the default contribution amounts

» Set up the rules that are used to decide the level of contributions by employees and
employers. The rules include the employee's:

- Age
— Length of service with an option to include previous employment
- Salary

» Set up the non pro-rated calculation bases for employees that enroll in a scheme after the
start of a payroll period. This also applies to the situation when an employee must contribute
the entire contribution for the payroll period regardless of absence during that period

» Define the type and nature of the schemes that are available for the different groups of
employees. Below are some examples of the different types and natures of schemes:

Schemes Example 1 Example 2

Employer Master trust scheme aster trust scheme
sponsored

scheme

Nature Company self funding Mandatory provident fund

« Enter the details of the organization that provide each scheme. Some schemes may be
provided internally, while others are provided by external organizations

» Define specific information about each scheme, including the provider, the wage type that
provides the employee's salary, the wage types where the contributions are stored and more

» Define special rules that apply to the scheme

e Customize the proration and cumulation of contribution plan wage types, if applicable
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To do this in customizing, choose Payroll Hong Kong - G).
Result

When y [Extern]u have implemented the contribution plan, you can:
»  Group employees into eligible groups

« Enroll employees to the relevant contribution plan

» Transfer employees from one eligible plan to another
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PY-HK Contribution Plan Infotypes

Definition

These are the infotypes you require to record and process the contribution portion of Mandatory
Provident Fund (MPF) schemes [Seite 8] and other occupational retirement (ORSQO) schemes

Seite 9].
Integration

These schemes also require corresponding entitlement plan infotypes [Seite 14] to record and
process the employee's benefits accrued when the scheme matures.
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PY-HK Contribution Plan (0346)

Definition

This infotype stores the contribution portion of a Mandatory Provident Fund (MPF) scheme [Seite
8] or occupational retirement (ORSO) scheme [Seite 9] that the employee enrolls in.

Use

When an employee enrolls in a scheme, you enter the enrollment details for the contribution
portion of the scheme. This includes administrative details and contribution levels.

You can also specify different contribution levels if the employee's income in within different
ranges. Income ranges are as follows:

¢ Less than minimum relevant income
e Within the normal income range

*  Greater than maximum relevant income

Structure

The account number field contains a unique ID provided to the employee who is enrolled in the
scheme.

Normal contribution

You can choose the default contribution levels or specify alternative levels. Use the Hong Kong
payroll implementation guide (IMG) to set the default contribution levels [Extern]. For alternative
levels, you can specify the contributions as:

Flat rate Specifies a flat percentage, for example, 5% of the employee's
salary

Flat amount Specifies a fixed amount, for example, $500

Excess rate Specifies a percentage in excess of the mandatory amount, for
example, the mandatory contribution plus 5% of the employee's
salary

Excess amount | Specifies an amount in excess of the mandatory amount, for
example, the mandatory contribution plus $500

Less than minimum relevant income

This section specifies the contribution levels if the employee's relevant income is less than the
minimum relevant income. For this to take effect, you must have defined the income range for the
contribution plan in the Hong Kong payroll IMG. Go to Payroll Hong Kong - Contribution Plan —
Define contribution plan special rules [Extern].

You can choose the default contribution levels or specify alternative levels.

Greater than maximum relevant income

This section specifies the contribution levels if the employee's relevant income is more than the
maximum relevant income.
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You can choose the default contribution levels or specify alternative levels.
Integration

Each contribution plan has a matching Entitlement Plan infotype (0347) [Seite 15] to record the
benefits accrued when the retirement scheme matures.
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PY-HK Contribution/Entitlement Eligibility (0349)

Definition

This infotype limits the employee to a specific group of retirement schemes an employee can
enroll in. These schemes include occupational retirement (ORSO) schemes [Seite 9] as well as
Mandatory Provident Fund (MPF) [Seite 8] schemes.

Use

An employee is mandated to join the MPF scheme. The employee may also be eligible to join
other ORSO schemes, depending on the employee's seniority and occupation, as well as other
company requirements.

The system allows you to organize employees into different groups, with each group eligible for
specific schemes.

72 April 2001



" SAP AG Payroll Hong Kong (PY- HK)
PY-HK Eligibility Grouping for Contribution Plan

PY-HK Eligibility Grouping for Contribution Plan

Use

Some companies allow different groups of employees to enroll in different retirement schemes.
For example, executives are allowed to enroll in retirement schemes A and B, while non-
executives can only enroll in retirement schemes C and D.

In the SAP system, you can group employees by their eligibility to enroll in specific groups of
retirement schemes.
Integration

When you create eligibility groups for the contribution plans, you must also create eligibility
groups for entitiement plans [Seite 17].

Activities

Before you can assign the eligibility grouping for each employee, you must set up the eligibility
grouping for each contribution plan. This includes:

» Defining the different employee groupings in your organization

« Assigning contribution plans for each group of employees. In the implementation guide
(IMG), go to Payroll Hong Kong — Contribution Plan — Assign contribution plan eligibility

Extern].

» Defining transfer rules for moving between eligibility contribution plans in a group. In the
implementation guide, go to Payroll Hong Kong — Contribution Plan - Define contribution
plan transfer rules [Extern].

After you have customized the eligibility groupings for your organization, you can assign each
employee to the appropriate grouping using the Contribution/Entitlement Eligibility infotype (0349)

Seite 72].
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PY-HK Assigning the Contribution Eligibility Grouping

Use

By assigning an employee to a contribution eligibility grouping, you control the retirement
schemes that the employee can enroll in.

Prerequisites

You must set up the eligibility groupings using the Hong Kong payroll implementation guide
(IMG) beforehand. Go to Payroll Hong Kong — Contribution Plan - Assign contribution plan
eligibility [Extern].

In addition, you must also assign the employee to an entitlement eligibility grouping [Seite 18].

Procedure

25. Choose Human Resources - Personnel Management — Administration - HR Master Data
- Maintain.

The Maintain HR master data screen appears.

26. Enter the employee’s personnel number, and then enter 0349 in the Infotype field of the
Direct selection section of the screen to access the Contribution/Entitlement Eligibility
infotype (0349) [Seite 72].

27. Choose Create.
The Create Cont/Ent Eligibility screen appears.

28. Enter the appropriate contribution plan eligibility grouping for the employee.
29. Save.

Result

The contribution plan eligibility grouping is created for the employee.
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PY-HK Assigning a Contribution Plan

Use

Some retirement schemes, including MPF [Seite 8], require a regular contribution from both the
employee and the employer. Assigning the appropriate contribution plan allows you to record the
contribution amounts from both employee and employer. This amounts are then used in the
payroll run to calculate the employee's net income.

Prerequisites

When an employee terminates his employment, he can expect to receive an entitlement from the
retirement scheme he enrolled in. This means that the system also needs to record and process
the entitlement data as well.

Procedure

30. From the Easy Access menu, choose Human Resources — Personnel Management —
Administration — HR Master Data — Maintain.

The Maintain HR master data screen appears.

31. Enter the employee’s personnel number, and then enter 0346 in the Infotype field of the
Direct selection section of the screen (to access the Contribution Plan infotype (0346)).

32. Then select the Create button.

A list of eligible MPF and ORSO-type schemes appears.
33. Select the appropriate scheme from the list.

The Create Contribution Plan screen appears.

34. Enter the appropriate contribution plan information for the employee into contribution plan
infotype [Seite 70].

35. Save the entry when you are done.

Result

The employee is now enrolled into the selected contribution plan. The system will automatically
display the corresponding entitlement plan for you to enter the entitlement data for this scheme.

See also: Assigning an Entitlement Plan [Seite 20]
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PY-HK Transferring Contribution Plans

Use

An employee can transfer from one retirement scheme to another. For example, when an
employee moves to a more senior position, the employee can choose to upgrade the retirement
scheme.

You can reflect this transfer of contribution plans, including recording brought forward credit from
the previous scheme.
Prerequisites

You must have set up the rules for transferring between eligible contribution plans. In
customizing, go to Payroll Hong Kong — Contribution Plan - Define contribution plan transfer

rules [Extern].
Procedure

36. Choose Human Resources - Personnel Management — Administration — HR Master Data
- Maintain.

The Maintain HR master data screen appears.

37. Enter the employee’s personnel number, and then enter 0346 in the Infotype field of the
Direct selection section of the screen to access the Contribution Plan infotype (0346).

38. Choose Change.
39. Select the appropriate MPF and ORSO-type scheme from the list.
The Change contribution plan screen appears.
40. Choose Transfer.
The Transfer contribution plan dialog box appears for you to enter the plan to transfer to.
41. Choose the contribution plan that the employee is being transferred to.
A new Create contribution plan screen appears for you to enter the new data.
42. Enter the information for the new contribution plan in the appropriate fields.
43. Save.

Result

The employee is now enrolled in the new contribution plan. The system displays the
corresponding entitlement plan infotype (0347) [Seite 15] for you to enter the entitlement data for
this new scheme.

See also:

Assigning a Contribution Plan [Seite 75]

Assigning an Entitlement Plan [Seite 20]
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PY-HK Crediting Previous Years of Service

Use

Some organizations allow their employees to take into account their previous employment when
they enter a retirement scheme. You can enter this data in the employee's Contract Elements
infotype (0016) [Extern].

Procedure

44. Choose Human Resources — Personnel Management — Administration - HR master data
- Maintain.

The Maintain HR master data screen appears.

45. Enter the employee's personnel number, and then enter 0016 in the Infotype field of the
Direct selection section of the screen to access the Contract Elements infotype (0016).

46. In the Credit of Previous Service field, enter the years, months, and days of previous
employment that the retirement scheme must take into account.

47. Save.

Result

The system takes into account the period of previous employment when calculating contributions
for enrolling in the retirement scheme.
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PY-HK Mandatory Provident Fund (MPF) Media Reports

Definition

In the SAP System, you can execute the following reports for media transferring MPF
contribution data to the corresponding bank:

Employer’s return of remuneration and pensions for the tax year

» Periodic MPF Contribution Report (format: bank of Bermuda [Seite 79]) report (HHKCPFBO)
Periodic MPF Contribution Report (format: HSBC [Seite 81]) report (HHKCPFCO0)
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PY-HK Periodic MPF Contribution(Bermuda Bank)
Report(HHKCPFBO)

Use

In Hong Kong, Mandatory Provident Fund (MPF) contributions by both the employer and
employee are saved in banks, based on contracts between the employer and the bank.

For better control over the MPF contributions, the employer usually media transfer the
contribution data to the bank after each payroll period. However, different banks might have
different requirements and format for the transfer.

You use this report to generate the file to transfer to the Bank of Bermuda.

Prerequisites
e You must run payroll successfully for the employee(s) first.

* You setup feature 27PFB properly in the system, with company code, MPF scheme code,
voluntary scheme code assigned by the Bank of Bermuda.

Activities

* You can read details of MPF contribution for selected employees before downloading. The
information are sorted by employee number, including voluntary and mandatory contribution
percentage and amount by both the employer and employee, as well as the employee’s
relevant income.

» After you choose download on the toolbar, the information is saved to the local drive
specified on the report selection screen. However, the file name is generated by the system,
and it is defaulted to be txt format.

See also:

Executing Periodic MPF Contribution Report for Bank of Bermuda [Seite 80]
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Executing Periodic MPF Contribution Report for Bank of
Bermuda

Use

You this report to generate Mandatory Provident Fund (MPF) contribution data to media transfer
to the Bank of Bermuda.

Prerequisites
*  You must run payroll successfully for the selected employee(s).

* You setup feature 27PFB properly in the system.

Procedure
1. Select Subs. Activities — Per payroll period — Reporting — MPF contri. Medium - Bermuda
format.

The report selection screen appears.
2. Enter the payroll period and the personnel number valid for the report;
3. You may select either of the following as additional criterion:
Enroliment data
Periodic contribution data
Termination data

4. You may input a different drive to download the contribution data, while the system default is
C drive.

5. After you executing the report, the contribution data are sorted into three categories:
e Enrollment
» Periodic contribution
e Termination
A table indicating how many persons are included in the three categories appears.

You may select a category and choose List - List detail. Thus you will be able to take a
closer look at the detailed contribution information.

6. Choose download icon on the toolbar.

The system will download the file to the drive specified on the report selection screen.
However, the name of the file are generated by the system with default format in txt.

Result

The contribution data in the system are successfully transferred to the particular drive and ready
for transfer to the Bank of Bermuda.
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PY-HK Periodic MPF Contribution Report(format:HSBC)
(HHKCPFCO0)

Use

In Hong Kong, Mandatory Provident Fund (MPF) contributions by both the employer and
employee are saved in banks, based on contracts between the employer and the bank.

For better control over the MPF contributions, the employer usually media transfer the
contribution data to the bank after each payroll period. However, different banks might have
different requirements and format for the transfer.

You use this report to generate the file to transfer to HSBC Bank.

Prerequisites

e You must run payroll successfully for the employee(s) first.

* You setup feature 27PFC properly in the system, with Employer ID No. and Termination
Reason code defined by HSBC bank.

Activities

* You must specify the payroll period and the employee numbers.

* You must specify the name of the drive you want to download the file to.

» After your executing the report, the relevant contribution information required by HSBC bank
is transferred to the drive you specified with a default name.

The system will notify you the file name and the the path again after the downloading.
See also:
Executing Periodic MPF Contribution Report for HSBC Bank [Seite 82]
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Executing Periodic MPF Contribution Report for HSBC
Bank

Use

You use this report to create MPF contribution file for media transfer to HSBC Bank.

Prerequisites
e You must run payroll successfully for selected employees.

* You must set up feature 27PFC properly in the system.

Procedure
1. Select Subs. Activities — Per payroll period — Reporting - MPF contri. Medium - HSBC
format.

The report selection screen appears.
2. Enter the payroll period and the personnel number valid for the report.
3. You may select either of the following as additional criterion:

Pay date on termination date

Pay date at the end of contribution period

4. You may input a different drive to download the contribution data, while the system default is
C drive.

5. Execute the report.

The system will download the file to the specified drive on the report selection screen
with a default name defined by the system.

6. After the download, the system will suggest the file name and path on the screen.

Result

The MPF contribution data are transferred to specified drive and ready for media transfer to
HSBC bank.
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PY-HK Deductions

Purpose

The deductions component describes how some deductions can be handled in the R/3 system.
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PY-HK Subsequent Activities

Purpose

After processing Net Payroll, the SAP Payroll system includes a number of post-payroll activities.
You can, for example, create electronic media for making direct deposits to an employee's bank
account.

Integration

You can post payroll results to the general ledger and controlling accounts in the Financial
Accounting module of the SAP system.

Features

Final Payroll Processing allows you to:

»  Check that the payroll results have no inconsistencies before you release them
» Directly deposit employee's pay

*  Print employee's payslip

e Post to Financial Accounting and Controlling
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Wage and Salary Payments

Purpose

This component enables you to pay wages and salaries to employees, while taking into
consideration country and bank-specific requirements and specifications. Moreover, you can
make certain employee-specific payments to third parties (dependent on the country version),
whereby the employee is not the payment recipient. The system offers different variants of wage
and salary payments, which are used in various combinations by the individual country versions.

You can find technical information on wage and salary payments and notes on the necessary
Customizing settings in the following sections:

+ Payment-Related Information in the Master Data [Seite 86]

« Payment-Related Information in the Payroll Result [Seite 87]

*  Preliminary Program for Data Medium Exchange [Seite 89]

You can find information on the posting of payment transactions in the documentation for Posting
to Accounting, under Integration with the Posting of Payment Transactions [Extern].

Scope of Function

You can find information on wage and salary payments in the following sections.
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Zahlungsrelevante Informationen in den Stammdaten

Bestimmte Informationen aus den Stammdaten Ihrer Mitarbeiter finden sich im Ergebnis der
Personalabrechnung wieder. Die Lohn- und Gehaltszahlung wertet diese Informationen im
Abrechnungsergebnis [Seite 87] aus, greift aber auch direkt auf einige Infotypen zu.

Im folgenden werden die landerunabhangigen Infotypen genannt, die zahlungsrelevante
Informationen enthalten.

¢ Organisatorische Zuordnung (Infotyp 0001) [Extern]

» Daten zur Person (Infotyp 0002) [Extern]
* Anschriften (Infotyp 0006) [Extern]
 Bankverbindung (Infotyp 0009) [Extern]

«  Externe Uberweisungen (Infotyp 0011) [Extern]

=

Neben den genannten Infotypen existieren weitere, Ianderabhangige Infotypen (z. B.
zur Vermdgensbildung), die zahlungsrelevante Informationen enthalten. Auf diese
Infotypen wird hier nicht eingegangen. Weitere Informationen Gber lAnderabhangige
Infotypen finden Sie in der SAP-Bibliothek unter Personalwirtschaft —
Personalabrechnung — <Land>.

Weitere Informationen dartber, wie das System die zahlungsrelevanten Informationen in den
Stammdaten und im Abrechnungsergebnis auswertet, finden Sie unter Vorprogramm DTA [Seite

89].
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Zahlungsrelevante Informationen im
Abrechnungsergebnis

Die folgenden Tabellen im Abrechnungsergebnis enthalten zahlungsrelevante Informationen, die
das System bei der Lohn- und Gehaltszahlung auswertet:

e Zahlungsinformationen (BT)
» Arbeitsplatz/Basisbeziige (WPBP)

Tabelle Zahlungsinformationen (BT)

Jeder Eintrag in der Tabelle Zahlungsinformationen (BT) im Abrechnungsergebnis eines
Mitarbeiters entspricht einer Zahlung, die in einer Abrechnungsperiode fur diesen Mitarbeiter
entstanden ist. Der Mitarbeiter ist jedoch nicht notwendigerweise der Zahlungsempfanger aller
Zahlungen. Bei Eintragen in der Tabelle Zahlungsinformationen (BT) mul} also zwischen
Zahlungen an den Mitarbeiter und mitarbeiterindividuellen Zahlungen an Dritte unterschieden
werden.

Die Entstehung und Behandlung von mitarbeiterindividuellen Zahlungen an Dritte ist
landerabhangig. Wenn Gehaltsbestandteile eines Mitarbeiters beispielsweise gepfandet oder zur
Vermdégensbildung einbehalten werden, entsteht fur die Zahlung des einbehaltenen Betrags an
Dritte (z. B. den Glaubiger oder das Institut fur die Vermégensbildung) ein Eintrag in der Tabelle
Zahlungsinformationen (BT) im Abrechnungsergebnis des Mitarbeiters. Die Entstehung dieses
Eintrags ist abhangig von der verwendeten Landerversion und den Einstellungen im
Customizing. Mitarbeiterindividuelle Zahlungen an Dritte erzeugen aber nicht notwendigerweise
einen Eintrag in der Tabelle Zahlungsinformationen (BT) des Mitarbeiters, da sie in bestimmten
Landerversionen auch unabhéngig von der Komponente Lohn- und Gehaltszahlung durchgefuhrt
werden.

Eintrage in der Tabelle Zahlungsinformationen (BT) fiir Zahlungen an den Mitarbeiter
» Das Feld Zahlweg ist immer gefulit.

» Die Felder Bankleitz. und Bankkto. sind gefullt, falls der Zahlweg eine Bankverbindung
verlangt.

» Die Felder Empfénger, PLZ und Ort sind gefullt, falls Sie die entsprechenden Felder im
Infotyp Bankverbindung (0009) [Extern] manuell iberschrieben haben. Wenn Sie diese
Felder im Infotyp Bankverbindung (0009) nicht manuell Uberschrieben haben, werden dort
die Werte aus den Infotypen Daten zur Person (0002) [Extern] und Anschriften (0006)
Extern] angezeigt. In diesem Fall sind die Felder Empfédnger, PLZ und Ort in der Tabelle
Zahlungsinformationen (BT) nicht gefllt.

Eintrdge in der Tabelle Zahlungsinformationen (BT) fiir mitarbeiterindividuelle Zahlungen
an Dritte

» Der Eintrag in der Tabelle Zahlungsinformationen (BT) fur eine mitarbeiterindividuelle
Zahlung an Dritte enthalt entweder Detailinformationen aus dem Infotyp, der der Zahlung
zugrundeliegt (Zahlweg, Bankverbindung, Name und Anschrift) oder einen
Empfangerschlissel im Feld Empf. Dieser Empfangerschlissel verweist auf das Customizing
des Personalmanagements, wo Sie die genannten Detailinformationen hinterlegen missen.

» Das Feld Zweck in der Tabelle Zahlungsinformationen (BT) ist gefullt, wenn in dem Infotyp,
der der Zahlung zugrundeliegt, ein Verwendungszweck angegeben wurde.
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=

Beachten Sie, daf} hier nicht auf alle Felder der Tabelle Zahlungsinformationen (BT)
eingegangen wird. Weitere Informationen dartber, wie das System die Informationen
Uber den Zahlungsempféanger bestimmt, finden Sie unter Vorprogramm DTA [Seite
89] im Abschnitt "Funktionsumfang".

Tabelle Arbeitsplatz/Basisbeziige (WPBP)

Einige organisatorische Elemente aus dem Infotyp Organisatorische Zuordnung (0001) werden
bei der Personalabrechnung in der Tabelle Arbeitsplatz/Basisbeziige (WPBP) gespeichert. Diese
organisatorischen Elemente werden bei der Lohn- und Gehaltszahlung (abhangig vom
Customizing) zur Bestimmung der Hausbank und des Hausbankkontos herangezogen.

AuBerdem verwendet das System die Tabelle Arbeitsplatz/Basisbeziige (WPBP) zur
Bestimmung des zahlenden Buchungskreises: Die Angabe des zahlenden Buchungskreises im
Customizing ist optional. Wenn Sie im Customizing keinen zahlenden Buchungskreis festgelegt
haben, verwendet das System den Buchungskreis, der in der Tabelle Arbeitsplatz/Basisbeziige
(WPBP) im Abrechnungsergebnis eines Mitarbeiters gespeichert ist. Wenn die Tabelle
Arbeitsplatz/Basisbeziige (WPBP) des Mitarbeiters in der zu verarbeitenden
Abrechnungsperiode durch einen WPBP-Split [Extern] mehrere Teilzeitraume enthalt, bestimmt
das System den Buchungskreis des letzten Teilzeitraums, in dem der Mitarbeiter aktiv war, als
zahlenden Buchungskreis.
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Vorprogramm DTA

Verwendung

Um das Vorprogramm DTA zu starten, wahlen Sie vom Bild SAP Easy Access aus Personal -
Personalabrechnung — Abrechnung — Uberweisung — Vorprogramm DTA.

Mit dem Vorprogramm DTA werten Sie die Ergebnisse der Personalabrechnung aus, um einen
Datenbestand, die sogenannten Regulierungsdaten, zu erzeugen. Die Erzeugung der
Regulierungsdaten bildet den ersten Schritt im Prozel3 der Lohn- und Gehaltszahlung.

Sie kénnen das Vorprogramm DTA auch dann verwenden, wenn Sie innerhalb einer
Abrechnungsperiode mehrere Teilzahlungen zu verschiedenen Terminen (qualifizierter Abschlag
Extern]) vornehmen wollen.

Das Vorprogramm DTA kann Zahlungen mit unterschiedlichen Zahlwegen [Extern] in einem
Zahlungslauf auswerten. Die Zahlungstragerprogramme, die die vom Vorprogramm DTA
erzeugten Daten weiterverarbeiten, selektieren die entsprechenden Datenséatze anhand des
Zahlwegs.

Das Vorprogramm DTA verarbeitet sowohl Informationen aus den Stammdaten [Seite 86] als
auch Informationen aus dem Abrechnungsergebnis [Seite 87] eines Mitarbeiters.

Integration

Die vom Vorprogramm DTA erzeugten Regulierungsdaten werden von landerspezifischen
Zahlungstragerprogrammen des Finanzwesens verarbeitet, um Zahlungstrager (z. B. DTA-
Dateien fur die Bank, Schecks) zu erzeugen. Sie miussen diese Folgeprogramme starten,
nachdem das Vorprogramm DTA die Abrechnungsergebnisse der Mitarbeiter ausgewertet und
die Regulierungsdaten erzeugt hat.

Voraussetzungen

Sie haben die Personalabrechnung fir die Abrechnungsperiode, fur die Sie die Lohn- und
Gehaltszahlung vornehmen wollen, beendet. (Ausnahme: Sie fuhren vor Beendigung der
Abrechnung einen gualifizierten Abschlag [Extern] durch.)

Sie haben in Abstimmung mit dem Finanzwesen folgende Einstellungen tberpruft oder
vorgenommen:

e Einrichtung der Zahlwege (im Customizing des Personalmanagements unter
Personaladministration — Persénliche Daten — Bankverbindung - Zahlweg festlegen

Extern])

e Einrichtung der Hausbanken und Hausbankkonten (im Customizing der
Personalabrechnung unter Datentrdgeraustausch — Vorprogramme zum
Datentrdgeraustausch — Hausbanken einrichten [Extern])

* Festlegung der Absenderbanken (Uber das Merkmal Kontoverbindung des Absenders bei
Datentréageraustausch (DTAKT) im Customizing der Personalabrechnung unter
Datentrageraustausch - Vorprogramme zum Datentrédgeraustausch - Absenderbanken
festlegen [Extern])

* Festlegung des zahlenden Buchungskreises, falls Sie nicht den im Infotyp
Organisatorische Zuordnung (0001) hinterlegten Buchungskreis verwenden wollen (Uber das
Merkmal Kontoverbindung des Absenders bei Datentrdgeraustausch (DTAKT) im
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Customizing der Personalabrechnung unter Datentrédgeraustausch — Vorprogramme zum
Datentrageraustausch - Absenderbanken festlegen [Extern]).

«  Zuordnung der Textschliissel fiir den Zahlungsverkehr zu Uberweisungslohnarten (im
Customizing der Personalabrechnung unter Datentrédgeraustausch — Vorprogramme zum
Datentrageraustausch — Textschlussel Zahlungsverkehr prifen [Extern]).

Diese Zuordnung ist nicht in allen L&nderversionen notwendig.

Funktionsumfang

Das Vorprogramm DTA liest fur jedes aktuelle Originalergebnis der in einem Zahlungslauf
verarbeiteten Mitarbeiter die Tabelle Zahlungsinformationen (BT) im Abrechnungsergebnis.

Dabei fuhrt das System fur jeden Eintrag in dieser Tabelle die folgenden Schritte durch:
» Das System bestimmt die Informationen Gber den Zahlungsempféanger
— aus dem Eintrag in der Tabelle Zahlungsinformationen (BT)

— aus der Tabelle Empféangerschiiissel (T521B), wenn der Eintrag in der Tabelle
Zahlungsinformationen (BT) einen Empfangerschlussel enthalt

— aus den Infotypen Daten zur Person (0002) und Anschriften (0006), wenn der Eintrag in
der Tabelle Zahlungsinformationen (BT) keinen Empfangerschlussel und keine
Empfangerdaten enthalt

« Das System wertet das Merkmal Kontoverbindung des Absenders bei Datentrdgeraustausch
(DTAKT) aus, um folgende Informationen zu ermitteln:

— den zahlenden Buchungskreis
— die Hausbank
— das Hausbankkonto
» Das System liest das Feld Verwendungszweck in der Tabelle Zahlungsinformationen (BT):

- Wenn das Feld Verwendungszweck gefllt ist, wird der Inhalt des Feldes in die
Regulierungsdaten ibernommen.

— Wenn das Feld Verwendungszweck nicht gefullt ist, wird der folgende Text verwendet:
"Lohn/Gehalt", <Personalnummer>, <Abrechnungsperiode> oder "Rente/Pens.",
<Personalnummer>, <Abrechnungsperiode>.

» Das System bestimmt die Zahlungswahrung:

— Wenn das Feld Auszahlungswéhrung in der Tabelle Zahlungsinformationen (BT) eine
Wahrung enthalt, wird diese Wahrung fur die Zahlung verwendet.

— Wenn das Feld Auszahlungswéhrung in der Tabelle Zahlungsinformationen (BT) keine
Wahrung enthalt, wird die Wahrung aus dem Feld Wé&hrung der Tabelle
Statusinformationen der Abrechnung (VERSC) fiir die Zahlung verwendet.

» Das System liest die Bankleitzahlen der Hausbank und der Empfangerbank aus der Tabelle
Bankenstamm (BNKA).

« Das System pruft die Zahlungsdaten auf Konsistenz. Wenn fur einen Mitarbeiter eine
Zahlung mit inkonsistenten Daten vorliegt, fuhrt das System fur diesen Mitarbeiter keine
Zahlung aus.
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» Das System erzeugt fur jeden Eintrag in der Tabelle Zahlungsinformationen (BT) einen
Eintrag in den Regulierungsdaten.

Selektion

Das Selektionsbild des Vorprogramms DTA ist [&nderabhangig. Im folgenden werden nur die
wichtigsten landerunabhéngigen Parameter beschrieben.

Uberweisungen kennzeichnen

Wir empfehlen, dieses Kennzeichen zu setzen. Es bewirkt, da das System jeden verarbeiteten
Eintrag der Tabelle Zahlungsinformationen (BT) mit Datum und Uhrzeit kennzeichnet, um ihn far
spatere Zahlungslaufe als "verarbeitet" zu kennzeichnen. So wird verhindert, daf3 Eintrage in der
Tabelle Zahlungsinformationen (BT) versehentlich mehrmals verarbeitet werden. Wenn die
Personalabrechnung wiederholt wird, nachdem Sie das Vorprogramm DTA ausgefiihrt haben,
Uberschreibt das System die mit Datum und Uhrzeit gekennzeichneten Eintréage nicht, sondern
fuhrt eine Differenzrechnung durch. Deswegen mussen Sie das Kennzeichen Uberweisungen
kennzeichnen auf jeden Fall setzen, wenn Sie einen qualifizierten Abschlag durchfiihren wollen.

Lohnart

Mit Hilfe dieser Eingabefelder kénnen Sie einen Zahlungslauf auf bestimmte Lohnarten
einschranken, um beispielsweise die fur Externe Uberweisungen (Infotyp 0011) erzeugten
Lohnarten getrennt vom Gehalt des Mitarbeiters zu zahlen.

Test

Wenn Sie dieses Kennzeichen setzen, zeigt das System als Ergebnis eines Zahlungslaufs
lediglich die durchzufthrenden Zahlungen an. Es erzeugt keine Regulierungsdaten und
verandert keine Daten im Abrechnungsergebnis.

Ausgabe

Das Vorprogramm DTA erzeugt einen Zahlungslauf, der Regulierungsdaten enthalt. Sie kénnen
jeden Zahlungslauf durch die Kombination von Programmlaufdatum und Identifikationsmerkmal
eindeutig identifizieren. Das Identifikationsmerkmal ergibt sich aus der sechsstelligen Systemzeit,
zu der Sie das Vorprogramm DTA gestartet haben. Das System ersetzt die letzte Stelle der
sechsstelligen Systemzeit im Identifikationsmerkmal durch ein P.

g

Sie haben das Vorprogramm DTA am 14.04.2000 um 9.25 Uhr gestartet. Sie kénnen
den erzeugten Zahlungslauf durch die Kombination von Programmlaufdatum
(14. 04. 2000) und Identifikationsmerkmal (09251P) eindeutig identifizieren.

Die in einem Zahlungslauf enthaltenen Regulierungsdaten werden in den folgenden Tabellen
gespeichert:

»  Verwaltungssétze fiir das Zahlungsprogramm (REGUV)
* Regqulierungsdaten aus Zahlprogramm (REGUH)
» Bearbeitete Positionen aus Zahlprogramm (REGUP)

Die Daten in diesen Tabellen werden von den Zahlungstrédgerprogrammen des Finanzwesens
weiterverarbeitet. Weitere Informationen finden Sie unter Zahlen (FI-BL) [Extern].

Siehe auch:

Zahlungslauf wiederholen [Seite 93]
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Zahlungslauf wiederholen

Zahlungslauf wiederholen

Verwendung

Wenn ein Zahlungslauf nicht korrekt durchgefiihrt wurde (z. B. aufgrund eines
Programmabbruchs) mussen Sie diesen Zahlungslauf wiederholen.

Voraussetzungen

Sie haben bei der Erzeugung des Zahlungslaufs, den Sie wiederholen wollen, das Kennzeichen
Uberweisungen kennzeichen gesetzt.

Vorgehensweise

1. Nehmen Sie die gleichen Einstellungen auf dem Selektionsbild des Vorprogramms DTA
Seite 89] vor, die Sie bei der Erzeugung des ursprunglichen Zahlungslaufs vorgenommen
haben.

2. Tragen Sie zusatzlich in den Eingabefeldern Wiederholungslauf: Datum und Uhrzeit das
Datum und die Uhrzeit des zu wiederholenden Zahlungslaufs ein.

Durch diesen Eintrag wertet das System die Eintrage in der Tabelle
Zahlungsinformationen (BT) aus, die das Vorprogramm DTA zwar mit Datum und Uhrzeit
gekennzeichnet hat, aber deren Datum und Uhrzeit mit Ihrer Eingabe in den
Eingabefeldern Wiederholungslauf: Datum und Uhrzeit ubereinstimmt.

3. Wenn Sie nur die bereits gekennzeichneten Eintrage in der Tabelle Zahlungsinformationen
(BT) auswerten wollen, setzen Sie das Kennzeichen nur gekennzeichnete Sétze.

Wenn Sie dieses Kennzeichen nicht setzen, wertet das System auch Eintrage in der
Tabelle Zahlungsinformationen (BT) aus, die noch nicht mit Datum und Uhrzeit
gekennzeichnet sind.

4. Wahlen Sie @

D

Wenn lhnen Datum und Uhrzeit des zu wiederholenden Zahlungslaufs nicht bekannt
sind, gehen Sie wie folgt vor:

1. Zeigen Sie mit dem Programm Anzeigen von Abrechnungsergebnissen [Extern]
(Report H99_DISPLAY_PAYRESULT) ein Abrechnungsergebnis (eines
beliebigen Mitarbeiters) an, das fur den urspriinglichen Zahlungslauf
ausgewertet wurde.

2. Zeigen Sie die Tabelle Zahlungsinformationen (BT) an.

Wahlen Sie einen Eintrag der Tabelle Zahlungsinformationen (BT) aus, den das
Vorprogramm DTA bei der Erstellung des urspringlichen Zahlungslaufs mit
Datum und Uhrzeit gekennzeichnet hat.

4. Notieren Sie sich die Werte in den Feldern Datum und Uhrzeit, um Sie auf dem
Selektionsbild des Vorprogramms DTA in die Felder Wiederholungslauf: Datum
und Uhrzeit einzutragen.
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Lohn- und Gehaltszahlung per Uberweisung

Einsatzmdglichkeiten

Mit Hilfe dieses Prozesses stellt das System alle Informationen bereit, die von Ihrer Hausbank
benotigt werden, um die Léhne und Gehalter an Ihre Mitarbeiter zu Uberweisen. Das System
erstellt eine DTA-Datei mit dem zugehérigen DTA-Begleitzettel. AuRerdem kénnen Sie eine
Begleitliste drucken, in der die einzelnen Zahlungen aufgelistet sind. Sie kénnen die Begleitliste
u. a. zur manuellen Buchung der Lohn- und Gehaltszahlung im Finanzwesen verwenden.

Ablauf

1. Das Vorprogramm DTA [Seite 89] wertet die Eintrage in der Tabelle Zahlungsinformationen
(BT) in den Abrechnungsergebnissen der Mitarbeiter aus und erzeugt einen Zahlungslauf,
der Regulierungsdaten enthalt.

2. Das Zahlungstragerprogramm [Extern] fur die Uberweisung wertet die Regulierungsdaten
aus und erzeugt eine DTA-Datei, den DTA-Begleitzettel und die Begleitliste. Die DTA-Datei
enthalt alle Zahlungsinformationen und entspricht dem Format, das von den Banken Ihres
Landes verwendet wird.

3. Sie stellen Ihrer Hausbank die erzeugte DTA-Datei zur Verfiigung, damit die Uberweisungen
ausgefuhrt werden kénnen.

Die folgende Grafik zeigt den Ablauf der Lohn- und Gehaltszahlung per Uberweisung.
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Abrechnungsergebnis auswerten

Vorgehensweise
1. Starten Sie das Vorprogramm DTA [Seite 89].

2. Machen Sie die erforderlichen Angaben zu Abrechnungsperiode, Selektion und Lohnarten.

Setzen Sie das Kennzeichen Uberweisungen kennzeichnen (siehe Vorprogramm DTA [Seite
89]) und wahlen Sie &

Das System gibt eine Statistik Uber die ausgewerteten Personalnummern und Eintrage in
der Tabelle Zahlungsinformationen (BT) aus.

4. Notieren Sie sich das Programmlaufdatum und das sechsstellige Identifikationmerkmal. Sie
missen diese Werte spater auf dem Selektionsbild des Zahlungstragerprogramms angeben,
mit dem Sie die DTA-Datei erstellen [Seite 96].

Ergebnis

Das System wertet die Abrechnungsergebnisse der von lhnen ausgewahlten Mitarbeiter aus und
speichert die Zahlungsinformationen als Regulierungsdaten auf der Datenbank.
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DTA-Datei erstellen

Vorgehensweise
1. Starten Sie das Zahlungstragerprogramm zur Erstellung von DTA-Dateien.

2. Geben Sie das Programmlaufdatum und das Identifikationsmerkmal des Zahlungslaufs ein,
der verarbeitet werden soll.

3. Setzen Sie im Gruppenrahmen Drucksteuerung die Kennzeichen Datentrdgeraustausch und
Begleitliste drucken.

4. Geben Sie die weiteren erforderlichen Daten ein und wahlen Sie

Ergebnis

Das System wertet die Regulierungsdaten des von lhnen angegebenen Zahlungslaufs aus und
erzeugt eine DTA-Datei. Die DTA-Datei enthalt alle Zahlungsinformationen und entspricht dem
Format, das von den Banken lhres Landes verwendet wird.

Aulerdem erstellt das System den DTA-Begleitzettel und die Zahlungsbegleitliste fur diese DTA-
Datei. Sie kdnnen die erzeugte DTA-Datei Uber die Datentragerverwaltung [Seite 97] weiter
bearbeiten.

96 April 2001



" SAP AG Payroll Hong Kong (PY- HK)

Datentrdagerverwaltung

Datentragerverwaltung

Verwendung

Die Datentragerverwaltung (DTA-Verwaltung) unterstutzt Sie bei der Verwaltung der Datentrager,
die Sie im Finanzwesen bzw. im Personalwesen erstellen.

Sie erreichen die DTA-Verwaltung im Debitoren- bzw. Kreditorenmenu des Finanzwesens uber
Periodische Arbeiten - Zahlen - Umfeld - Zahlungstrager - DTA-Verwaltung.

Sie erreichen die DTA-Verwaltung in den Landermenus der Personalabrechnung tber
Abrechnung — Uberweisung — DTA Verwaltung.

Im Ubersichtsbild der DTA-Verwaltung werden alle erstellten Datentrager zur angegebenen
Selektion angezeigt. Pro Datentrager sind weitere Informationen aufrufbar. Markieren Sie dazu
den gewunschten Datentrager.

Funktionsumfang
Die DTA-Verwaltung bietet Ihnen im einzelnen folgende Funktionen:
« Datentrédger-Attribute anzeigen

Wabhlen Sie dazu Zuséatze - Datentrager-Attrib..
Sie sehen zu dem ausgewahlten Datentrager die folgenden Informationen:
- Zahllaufidentifikation
— ausfuhrende Hausbank oder Clearingstelle
— Datum und Uhrzeit der Erstellung des Datentragers
— Ersteller

— regulierter Betrag in Wahrung

weitere technische Daten
e Léschen eines einzelnen oder mehrerer Datentrager
Die zugehérigen Verwaltungsdaten werden dabei ebenfalls aus dem System entfernt.

Markieren Sie den/die gewiinschten Datentrager und wahlen Sie dann die Funktion
Bearbeiten - Datentrager I6schen. Es erfolgt eine Sicherheitsabfrage. Wenn Sie diese
bestatigen, werden die ausgewahlten Datentrager geléscht.

Wenn Sie Datentrager aus mehreren Buchungskreisen lI6schen méchten, verwenden Sie
dazu die Reorganisations-Funktion des Zahlprogramms.

Siehe auch:

DTA-Verwaltungsdaten buchungkreisiibergreifend I16schen [Extern].

» Download einer oder mehrer Dateien aus dem SAP-System oder dem Filesystem
auf Festplatte oder Diskette

Siehe auch:
Download der DTA-Datei auf Diskette [Extern].
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Ausgabe des Inhalts eines Datentrdagers auf den Bildschirm bzw. Druck des Inhalts

Wahlen Sie dazu im Ubersichtsbild der DTA-Verwaltung die Funktion Bearbeiten -
DTA-Inhalt anzeigen.

=

Die folgenden Funktionen stehen fur Zahlungen aus der Personalwirtschaft (HR)
nicht zur Verfugung.

Belege anzeigen

Wabhlen Sie dazu Zuséatze - Datentrager-Attrib., und dann Umfeld . Belege anzeigen.
Mit der Funktion Auswéhlen verzweigen Sie in den ausgewahlten Zahlungsbeleg.

Anzeige der Ubernahmedaten nach Erhalt und Erfassen des Kontoauszugs

Wahlen Sie dazu im Ubersichtsbild der DTA-Verwaltung die Funktion Zusétze -
Bankverkehrs-Attribute. Bei automatischer Verarbeitung von elektronischen
Kontoausziigen werden die Felder der Gruppe Kontoauszug gefillt.

Drucken der Begleitliste zum ausgewahlten Datentriager

Wahlen Sie dazu im Ubersichtsbild der DTA-Verwaltung die Funktion Umfeld -
Begleitliste.

Erstellen eines Avises

Wenn Sie nicht die maschinelle Ubernahme elektronischer Kontoausziige nutzen,
sondern die Kontoauszugsdaten manuell eingeben, haben Sie mit der DTA-Verwaltung
die Moglichkeit, diese Arbeit durch Avise zu vereinfachen.

Sie kénnen mit der Funktion Umfeld - Belege-Avis erzeugen zu einem ausgewahlten
Datentrager ein Avis erzeugen. Diese Avisnummer kénnen Sie spater beim
Ausgleichsvorgang auf dem Bankverrechnungskonto angeben. Es werden lhnen beim
Ausgleichen dann nur die offenen Posten vorgeschlagen, die zu den im Avis
angegebenen Zahlungen gehdren.

Weitere Informationen Uber die spezielle Verwendung dieser Funktion in Gro3britannien,
namlich zum Erzeugen einer Telepay-Datei, finden Sie in der Dokumentation des
Reports RFFODTA1.
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PY-HK Payroll Results Checking

Purpose

The payroll results check tool lets you evaluate the different payments made to and on behalf of
employees in a particular payroll area for a particular payroll accounting period.

This allows you to check for inconsistencies in the payroll results prior to the final release of that
period's payroll.

Implementation Considerations

You must set up additional user wage types that are used in the payroll results check tool.

J’_’}For more information in customizing, choose Payroll Hong Kong — Payroll
Result Checking [Extern] from the implementation guide (IMG).
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PY-HK Evaluation of Payroll Results

Purpose

Evaluating the payroll results prior to releasing the payroll enables you to check for
inconsistencies that can arise from errors. You can correct these errors and re-run the payroll for
that period, before releasing the payroll.

Prerequisites
Ensure that the payroll for the payroll area and period has been run before you can evaluate the
payroll results.

Process Flow

When the payroll has been run for a particular payroll area and period, you can evaluate the
payroll results as follows:

1. Generate the payroll results check data to prepare the data for the payroll results check tool.
You can use a batch job to generate results for more than one payroll area or period.

2. Run the payroll results check tool. The system displays a number of reports that you can use
to analyze the payroll results for that period.
Result

From the reports of the payroll results check tool, you can compare the payroll results for
different periods and check for inconsistencies. If you find an inconsistency, you can run a check
to see if it is an accounting error.

When you are sure that there are no inconsistencies, you can release the payroll results.
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PY-HK Preparation of Payroll Results Check Data

Use

Before you can use the payroll results check tool, you must prepare the payroll results check
data. This is done by generating the payroll results check data for the appropriate payroll areas
and periods.

Integration

You can display the generated payroll results check data at a later stage without regenerating the
data. This is useful if you generate a number of payroll results check data as an overnight batch
job. You can then view the generated payroll results data later.

Prerequisites

You must run the payroll before you can generate the payroll results check data.

Activities

You must generate the payroll results check data for each period sequentially. Changes made to
data in one period affect data in subsequent periods. If you change data in one period, you must
regenerate the payroll results check data for all subsequent periods. This only applies to the
payroll results check data in one tax year.

For performance reasons, create a batch input file to run this report during off-peak
time.
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PY-HK Generating Payroll Results Check Data

Prerequisites

You must run the payroll for this period before you can generate the payroll results check data.

Procedure

1. Choose Human resources — Payroll — Asia/Pacific - Hong Kong - Subs. activities — Per
payroll period - Evaluation - Payroll results check tool - Preparation — Data generation.

The Payroll results check tool: Generation screen appears.

2. Enter the relevant payroll area and period.

3. If you want the results to be written to the cluster, set the Data update required indicator.
4. To display the results of the generation, set the Results display required indicator.

5. Choose Execute.

Result

The payroll results check data is generated for the period selected. If you set the Result display
required indicator, the results of the generated data appear.

See also:
Displaying the Payroll Results Check Data [Seite 103]
Evaluating the Payroll Results Check Data [Seite 105]
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PY-HK Displaying the Payroll Results Check Data

PY-HK Displaying the Payroll Results Check Data

Use

You can use this function to display the generated payroll results check data for a particular
payroll area and period. This is useful if you generated the payroll results check data using an
overnight batch job.

Prerequisites

You must generate the payroll results check data for the period before you can display the
generated results.

Procedure

6. Choose Human resources — Payroll - Asia/Pacific - Hong Kong - Subs. activities — Per
payroll period — Evaluation - Payroll results check tool - Preparation - Data display.

The Payroll results check tool: Display screen appears.
Enter the relevant payroll area and period.

Choose Execute.

Result

The summarized results of the payroll results check data appears.
See also:

Generating Payroll Results Check Data [Seite 102]

Evaluating the Payroll Results Check Data [Seite 105]
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PY-HK Payroll Results Check Tool

PY-HK Payroll Results Check Tool

Use

When you have generated the payroll results check data for all relevant payroll areas and
periods, you can use the payroll results check tool to analyze payroll data.

Prerequisites

You must generate the payroll results check data before you can run the payroll results check
tool.

Features

When running the payroll results check tool, you can restrict the check to specific wage types.
Otherwise, the default list of wage types is used. You can customize this list of wage types in the
payroll customizing IMG for Hong Kong.

=

In customizing, choose Payroll Hong Kong — Payroll Results Checking — Set up
wage type for payroll results checking [Extern].

You can also exclude data of employees who have left the company (leavers) from the payroll
results check tool until the end of the tax year.

Activities

When you execute the payroll results check tool, the system provides the following:

Payroll reconciliation report Contains a list of all incoming and outgoing payments (in
terms of wage types) for the period

From this report, you can move back and forth to view
data from preceding and subsequent periods

Payroll summary report Contains period and year-to-date amounts for the
following wages:

e Gross payment
e Other payment
* Total deductions

¢ Net payment

Breakdown of payments report Contains a list of payments that will be paid or has been
paid to employees, categorized by methods of payment

Retroaction details report Contains a list of retroactive payments for the period

Adjustment details report Contains a list of the adjustments for the period
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PY-HK Evaluating Payroll Results Check Data

Prerequisites
You must generate the payroll results check data before you can run the payroll results check
tool.

Procedure

9. Choose Human resources - Payroll - Asia/Pacific -~ Hong Kong - Subs. activities — Per
payroll period - Evaluation - Payroll results check tool - Evaluation.

The Payroll results check tool screen appears.
10. Enter the relevant payroll area and period.

11. If you want to analyze specific payments, enter the wage types that represent these
payments. To use the default list of wage types, leave the Wage Type option blank.

12. If you want the data of employees who have left the company to be included, set the Keep
leavers until end of year indicator.

13. Choose Execute.

Result

The Payroll reconciliation report appears.

D

The screen includes options to display the other reports evaluated by the payroll
results check tool.

See also:
Generating Payroll Results Check Data [Seite 102]
Displaying the Payroll Results Check Data [Seite 103]
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PY-HK Reporting

Purpose

The reporting component provides reports required for submitting year-end tax returns according
to statutory regulations.
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