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1 HCM Global Personnel Administration

This configuration guide provides the information you need to set up the configuration of this configuration
block manually.

Before you start installing this scenario, the prerequisite configuration blocks need to be configured. To check
the sequence of execution the following configuration blocks should be activated.

Configuration Block Comments

User Settings and Activation of Services Default currency and time settings in user profile and activa-
tion of the required SICF services.

HCM Local Enterprise Structure Configure enterprise structure in the payroll sysytem.

 Note
To process the actions and infotypes in this document, the country modifier (MOLGA) must be set to 10
and the user parameter UGR must also be set to 10. For more information about this setting, see the
Configuration Guide: Getting Started for SAP Best Practices Package.
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2 Integration Settings

2.1 Participate in Integration (Feature PLOGI)

Use

This feature determines whether a person participates in integration between personnel planning and master
data. The standard setting for this feature sets integration for all employee groups, with the exception of
externals and retirees. The SAP Best Practices for HCM package removes the standard delivered entry.

Procedure

1. Access the activity using one of the following navigation options:

Transaction Code IMG Path

PE03 SAP Customizing Implementation Guide Personnel Management Organizational

Management Integration Integration with Personnel Administration Set Up Integration with

Personnel Administration

2. In the Choose Activity dialog box, double-click Participate in Integration.
3. On the Process feature PLOGI: decision tree screen, the standard delivered entry is used:

PLOGI:

Variable key F C Operations

&PLOGI= ,
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2.1.1  Basic Settings (HR Master Data Integration)

Use

This SAP Best Practices package is delivered with certain integration deactivated in order to integrate with
Employee Central and Employee Central Payroll.

Procedure

1. Access the activity using one of the following navigation options:

Transaction Table/View

SM30 V_T77S0

2. Choose Maintain.
3. On the Change View View T77S0 screen, check the following values:

Group
Sem.
Abbr. Value Description

ADMIN EVSUP 0 Additional Actions

PLOGI ORGA Integration switch: Organizational assignment

PPABT PPABT Switch: Department

TRSP CORR X Transport Switch (X = No Transport)

4. Choose Save.

2.1.2  Refining Default Logic

Use

In this activity, you define the necessary integration settings.

HCM Global Personnel Administration: Configuration Guide
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Procedure

To use a mapping for work schedule determination the default logic in the Employee Central Payroll system
must be turned off.

1. In your Employee Central Payroll system access the transaction using one of the following navigation
options:

Transaction code Menu Path

SM30 System Services Table Maintenance Extended Table Maintenance

2. On the Maintain Table Views: Initial screen, enter table / view V_T77S0.
3. Choose Maintain.
4. Choose New Entries and create the following entry:

Field name Value

Group YSFEC

Sem.abbr. YSCHK

Value abbr X

Description Disable default logic to determine work

schedule

5. Save your entry.

 Note
It is also important that the return value of feature WRKHR (Input control for working hour fields/
weekly workdays) is set to D/X. Otherwise the Employment Percentage is set to 0. Choose transaction
PE03.
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3 Organizational Data

3.1 Set up Organizational Assignment

3.1.1  Define Employee Attributes

Use

In this activity, you define the employee attributes.

Procedure

1. Access the activity using one of the following navigation options:

IMG Path
Transaction
Code Country Group

Personnel Management Personnel Administration Organizational

Data Organizational Assignment Define employee attributes

SPRO 10

2. On the Change View: Employee Subgroup Grouping f. Activities/Employment/Train screen, the system
displays the following values:

EEGrp
Name of Employee
Grp

Employee
Subgroup

Name of EE Sub-
group

Activity
status

Employment
Status

Training
Status

M Employee U3 Hourly Part Time 1 1 1

M Employee U1 Salaried/Exempt 1 1 1

M Employee U4 Salaried/Non-Exempt 1 1 1

X Executives U1 Salaried/Exempt 1 1 1

P Apprentice U3 Hourly 1 1 1

R Contractor U9 Contractors 1 1 1

HCM Global Personnel Administration: Configuration Guide
Organizational Data PUBLIC 7



EEGrp
Name of Employee
Grp

Employee
Subgroup

Name of EE Sub-
group

Activity
status

Employment
Status

Training
Status

T Trainee U1 Salaried Exempt 1 1 1

T Trainee U3 Hourly 1 1 1

T Trainee U4 Non-Exempt/Salaried 1 1 1

G Agency/Temp U1 Salaried Exempt 1 1 1

G Agency/Temp U3 Hourly 1 1 1

G Agency/Temp U4 Non-Exempt/Salaried 1 1 1

G Agency/Temp U9 Non-payroll 1 1 1

I Intern U3 Hourly 1 1 1

E Expatriate U1 Salaried/Exempt 9 9 9

3.1.2  Create Payroll Area

Use

The Payroll Area defines the frequency in which an employee may be paid in an Organization. There are five
payroll accounting areas provided for the SAP Best Practices Package: four of the Payroll Areas may be utilized
to define the pay frequency active within your pay policies, and UN for those employees who are not paid by
Employee Central Payroll.

Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Personnel Management Personnel Administration Organizational Data

Organizational Assignment Create payroll area

SPRO

2. On the Change View Payroll Areas: Overview screen, choose New Entries and enter the following values:
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 Note
For more information regarding Payroll Areas, refer to the Payroll User Guide.

Payroll Area Payroll Area Text Period Parameter
Period Parameter
Text Payroll Relevant Date Modifier

UM HR-US:Monthly 01 Monthly Select 01

UN HR-US:Non-Pay-
roll

01 Monthly

US HR-US:Semi-
monthly

02 Semi-Monthly Select 01

UW HR-US: Weekly 03 Weekly Select 01

UX HR-US: Bi-weekly 04 Bi-Weekly Select 01

3. Choose Save.

3.2 Contract Elements

3.2.1  Define Contract Types

Use

The following Contract types are available in the SAP Best Practices for HCM package (EhP5) for use with the
Contract Elements infotype (IT0016).

Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Personnel Management Personnel Administration Contractual and Corporate

Agreements Contract Elements Define Contract Types

SPRO

2. On the Change View Contract Types: Overview screen, choose New Entries and enter the following values:

HCM Global Personnel Administration: Configuration Guide
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Contract Type Contract Type Description Fixed Term Contract

05 Probation Select

06 Seasonal Select

3. Choose Save.

3.3 Objects on Loan

3.3.1  Define Objects on Loan

Use

The SAP Best Practices package is delivered with the most common types of Company Property usually
assigned to an employee. This configuration allows for the proposal of a checklist on employee termination, to
ensure the safe return of company property.

Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Personnel Management Personnel Administration Contractual and Corporate

Agreements Objects on Loan Define objects on loan

SPRO

2. On the Change View Subtype Characteristics: Overview screen, choose New Entries and enter the following
values:

Subtype Name

06 Cell Phone

07 Company Credit Card

08 Company Car
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Subtype Name

09 Computer/Laptop

10 Security Pass

11 Parking Pass

12 Telephone Credit Card

13 Computer Monitor

14 Printer/Photocopier

15 Fax Machine

3. Choose Save.

HCM Global Personnel Administration: Configuration Guide
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4 Work Schedules

4.1 Holiday Calendars

Holiday calendars are not delivered with the preconfigured client. The standard U.S. holiday calendar is used
and can be modified to accommodate the holidays in your company. Some of the holidays configured are fixed
(holiday falls on the same day every year) and some are floating holidays (holiday could fall on different dates
every year).

4.1.1  Public Holidays

Use

You need to enter public holidays before assigning them to a public holiday calendar. Review the standard
delivered entries and modify them to fit your company's holidays.

Procedure

1. Access the activity using the following navigation option:

SAP IMG Path Transaction Code

Time Management Work Schedules Define Public Holiday Classes SPRO

2. On the SAP Calendar: Main Menu screen, choose the Public Holidays check button.
3. Choose Change.
4. On the Change Public Holidays: Overview screen, choose Create to enter new holidays.
5. Choose and configure the type of public holiday (floating or fixed) with the appropriate checkbox.

 Note
You must maintain the dates for the relevant period and year.

In case the holidays have already been created and you want to change the dates, you first delete the
assignment of holidays to the holiday calendar, then change the dates. For floating holidays, you must add
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new dates every year. For more information about assigning public holidays to a holiday calendar, see section
Assign Public Holidays to Holiday Calendar.

To insert new dates for floating holidays, proceeds as follows:

1. Choose the public holiday and choose Change.
2. Choose Continue.
3. Choose Insert Date.
4. Add the year, month, and day.
5. Choose Change.

4.1.2  Assign Public Holidays to Holiday Calendar

Use

The system only considers holidays in evaluations if you assign public holidays to a public holiday calendar.

Procedure

1. Access the activity using the following navigation option:

SAP IMG Path Transaction Code

Time Management Work Schedules Define Public Holiday

Classes

SPRO

2. On the SAP Calendar: Main Menu screen, choose the Holiday Calendar checkbox and choose Change.
3. On the Change Public Holiday Calendar: Overview screen, select the holiday calendar US and choose

Change.
4. Choose Assign Holiday.
5. On the Insert Public Holidays into Holiday Calendar screen, choose the Key column and select Set Filter.
6. Select the holidays to be assigned to the holiday calendar using the checkbox next to each holiday.
7. Choose Assign Public Holiday.
8. Save your entries and confirm any system messages that may occur.

 Note
Public holidays are not automatically included in the transport request when they are saved. Go to SAP
Calendar: Main Menu and in the menu, choose Calendar Transport  to include holidays or public
holidays in a workbench transport request.

HCM Global Personnel Administration: Configuration Guide
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Note that all (not only U.S. related) public holidays will be included in the transport request.

In case the U.S. holiday calendar already contains holidays other than the ones documented in section Public
Holidays, you need to delete the assignment of these holidays.

To delete assignments of unnecessary holidays, proceeds as follows:

1. Access the activity using the following navigation option:

SAP IMG Path Transaction Code

Time Management Work Schedules Define Public Holiday

Classes

SPRO

2. On the SAP Calendar: Main Menu screen, choose the Holiday Calendar checkbox and choose Change.
3. On the Change Public Holiday Calendar: Overview screen, select the holiday calendar US and choose

Change.
4. To remove holidays, select the relevant checkboxes on the left (in column Selected), and choose Delete

Assignment.
5. Save your entries.

4.1.3  Daily Work Schedules

4.1.3.1 Define Daily Work Schedules

Use

Several examples of daily work schedules are delivered in the SAP to support a variety of shifts including day,
evening, night, and rotations. Ensure that the following entries exist in your system. If they do not exist you will
need to create them.
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Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Time Management Work Schedules Daily Work Schedule Define

Daily Work Schedules

SPRO

2. On the Change View Daily Work Schedule: Overview screen, you can view the following values:

GRP DWS Text Variant

Planned
Working
Hours

DWS Se-
lection
Rule

Planned
Time WBS

Normal
Work
Time

DWS
Class

10 HDAY 4 Hour
Day

4.00 10 08:00 –
13:00

PDY0 1

10 PDAY 8 Hour
Day

8.00 10 08:00 –
17:00

PDY0 1

10 PEVE 8 Hour
Evening

08.00 10 08:00 –
17:00

PDY0 1

10 PDY2 Rotation
Day

07.50 10 08:00 –
16:00

PDY1 1

4.1.3.2 Period Work Schedules

Use

Several Period Work Schedules are provided in SAP. A Part-time work schedule is used for an employee
who works a reduced number of 8.0 or 7.5 hour days within a given work period. If the employee works the
standard 5 day week, but the number of hours is less than the normal 8.0 or 7.5 hours per day, use the period
work schedules PDAY or PFLX and the part-time flag on Infotype 0007. Additional period work schedules for
part-time employees working standard daily hours but a reduced number of days in the week may be added
during the implementation if necessary.

HCM Global Personnel Administration: Configuration Guide
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Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Time Management Work Schedules Period Work

Schedules Define Period Work Schedules

SPRO

2. On the Change View Period Work Schedule: Overview screen, choose New Entries and enter the following
values:

Grp PWS
PWS
Text Week 01 02 03 04 05 06 07

10 HDAY Normal
Day 4
Hour

001 HDAY HDAY HDAY HDAY HDAY FREE FREE

10 PDAY Normal
Day 8
Hour

001 PDAY PDAY PDAY PDAY PDAY FREE FREE

10 PEVE Evening
Shift 8
Hour

001 PEVE PEVE PEVE PEVE PEVE FREE FREE

10 PRO1 Rotation
schedule
7.5

001 PDY2 PDY2 PDY2 PDY2 PDY2 FREE FREE

3. Save your entries.
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4.1.4  Work Schedule Rules and Work Schedules

4.1.4.1 Employee Subgroup Groupings (for Work
Schedules)

Use

In addition to the delivered Work Schedule Groupings, a grouping for Pensioners has been added for this SAP
Best Practices package. These groupings are linked to Employee Subgroups to define a specific work schedule
that is allowed for a specific type of employee.

Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Time Management Work Schedules Work Schedule Rules and Work

Schedules Define Employee Subgroup Groupings

SPRO

2. On the Choose Activity screen choose the Group Employee Subgroups for Work Schedules activity and
select Choose. On the Determine Work Area: enter 10 for the U.S. and choose Continue. On the Change
View Employee Subgroup Grouping for Work Schedule: Overview screen, choose New Entries and enter the
following values:

EG Employee Group ESG Employee Subgroup Grouping Grouping Text

M Employee U1 Salaried/Exempt 2 Salaried Employees

M Employee U3 Hourly 1 Hourly Wage Earners

M Employee U4 Salaried/Non-Exempt 2 Salaried Employees

X Executive U1 Salaried/Exempt 2 Salaried Employees

P Apprentice U3 Hourly 1 Hourly Wage Earners

I Intern U3 Hourly 1 Hourly Wage Earners

E Expatriate U1 Exempt/Salaried 2 Salaried Employees

G Expatriate U1 Salaried/Exempt 2 Salaried Employees

HCM Global Personnel Administration: Configuration Guide
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EG Employee Group ESG Employee Subgroup Grouping Grouping Text

G Agency/Temp U3 Hourly 1 Hourly Wage Earners

G Agency/Temp U4 Salaried/Non-Exempt 2 Salaried Employees

G Agency/Temp U9 Contractor 1 Hourly Wage Earners

R Contractor U9 Contractor 1 Salaried Employees

T Trainee U1 Salaried/Exempt 2 Salaried Employees

T Trainee U3 Hourly 1 Hourly Wage Earners

T Trainee U4 Salaried/Exempt 2 Salaried Employees

3. Save your entries.

4.1.4.2 Work Schedule Rules

Use

All Work Schedule Rules used with this SAP Best Practices package are attached to holiday calendar US
only. Work Schedule Rules delivered with this SAP Best Practices package are generated up to and including
January 2017.

Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Time Management Work Schedules Work Schedule Rules and Work Schedules Set Work Schedule Rules and

Work Schedules

SPRO
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2. On the Change View Work Schedule Rule: Overview screen, you can view the following standard values:

GRP HOL PSG WS Rule
Daily
Hrs

Weekly
Hours

Monthly
Hours

Work
Days

Annual
Hours PWS

Ref.
Date for
PWS

1 US 10 HDAY 4.00 20.00 87.66 5.00 1040.00 HDAY 01/01/1
990

1 US 10 PDAY 08.00 40.00 173.33 5.00 2080.00 PDAY 01/01/1
996

1 US 10 PEVE 08.00 40.00 173.33 5.00 2080.00 PEVE 01/01/1
996

1 US 10 PROT1 07.50 37.5 162.50 5.00 1950.00 PROT1 01/01/1
996

2 US 10 PDAY 08.00 40.00 173.33 5.00 2090.00 PDAY 01/01/1
996

2 US 10 PROT1 07.50 37.50 162.50 5.00 1950.00 PROT1 01/01/1
996

2 US 10 HDAY 4.00 20.00 87.66 5.00 1040.00 HDAY 01/01/1
996

3. Save your entries.

4.1.5  Generate Work Schedule Rules in Batch

Use

All Work Schedule Rules used with this SAP Best Practices package are attached to holiday calendar US
only. Work Schedule Rules delivered with this SAP Best Practices package are generated up to and including
January 2017.

HCM Global Personnel Administration: Configuration Guide
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Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Time Management Work Schedules Work Schedule Rules and Work Schedules

Generate Work Schedules in Batch

SPRO

2. Choose Execute to generate the work schedules.

4.1.5.1 Infotype Screen Control

Use

In this activity, you set the infotype screen control.

Procedure

1. Access the activity using one of the following navigation options:

IMG Path Transaction Code

Personnel Management Personnel Administration Customizing User Interfaces

Change Screen Modifications

SPRO

2. On the Choose Activity screen, choose Activate Working Week Entry Field activity and select Choose. On the
Change View Infotype Screen Control screen the system displays the following values:

Mod. Pool Screen Feature Variable Key Alt. screen Next screen

MP000700 2000 10 2000
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3. These Screen Control fields are shipped with the standard SAP system:

Grp Field Name Field Text Std Hide

001 P0007-SCHKZ Work Schedule Rule

002 P0007-ZTERF Employee Status

003 P0007-EMPCT Employment percent-
age

004 P0007-TEILK Indicator Part-Time
Employee

005 P0007-ARBST Daily Working Hours

006 P0007-MINTA Min No. Working
Hours

007 P0007-MAXTA Max No. Working
Hours

008 P0007-WOSTD Monthly Hours

009 P0007-MINWO Minimum weekly
working hours

010 P0007-MAXWO Maximum number of
work hours per

011 P0007-MOSTD Monthly Hours

012 P0007-MINMO Minimum number of
work hours per

013 P0007-MAXMO Maximum number of
work hours per

014 P0007-JRSTD Annual working hours

015 P0007-MINJA Minimum annual
working hours

HCM Global Personnel Administration: Configuration Guide
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Grp Field Name Field Text Std Hide

016 P0007-MAXJA Maximum Number of
Working Hours

017 P0007-WKWDY Weekly Workdays

018 P0007-DYSCH Create Daily Work
Schedule Dynamically

019 P0007-KZTIM Additional indicator
for time management

020 P0007-WWEEK Working Week

4. Save your entries.
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Important Disclaimers and Legal Information

Hyperlinks
Some links are classified by an icon and/or a mouseover text. These links provide additional information.
About the icons:

• Links with the icon : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly stated otherwise in your
agreements with SAP) to this:

• The content of the linked-to site is not SAP documentation. You may not infer any product claims against SAP based on this information.

• SAP does not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness. SAP shall not be liable for any
damages caused by the use of such content unless damages have been caused by SAP's gross negligence or willful misconduct.

• Links with the icon : You are leaving the documentation for that particular SAP product or service and are entering an SAP-hosted Web site. By using
such links, you agree that (unless expressly stated otherwise in your agreements with SAP) you may not infer any product claims against SAP based on this
information.

Videos Hosted on External Platforms
Some videos may point to third-party video hosting platforms. SAP cannot guarantee the future availability of videos stored on these platforms. Furthermore, any
advertisements or other content hosted on these platforms (for example, suggested videos or by navigating to other videos hosted on the same site), are not within
the control or responsibility of SAP.

Beta and Other Experimental Features
Experimental features are not part of the officially delivered scope that SAP guarantees for future releases. This means that experimental features may be changed by
SAP at any time for any reason without notice. Experimental features are not for productive use. You may not demonstrate, test, examine, evaluate or otherwise use
the experimental features in a live operating environment or with data that has not been sufficiently backed up.
The purpose of experimental features is to get feedback early on, allowing customers and partners to influence the future product accordingly. By providing your
feedback (e.g. in the SAP Community), you accept that intellectual property rights of the contributions or derivative works shall remain the exclusive property of SAP.

Example Code
Any software coding and/or code snippets are examples. They are not for productive use. The example code is only intended to better explain and visualize the syntax
and phrasing rules. SAP does not warrant the correctness and completeness of the example code. SAP shall not be liable for errors or damages caused by the use of
example code unless damages have been caused by SAP's gross negligence or willful misconduct.

Bias-Free Language
SAP supports a culture of diversity and inclusion. Whenever possible, we use unbiased language in our documentation to refer to people of all cultures, ethnicities,
genders, and abilities.
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www.sap.com/contactsap

© 2025 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form
or for any purpose without the express permission of SAP SE or an SAP
affiliate company. The information contained herein may be changed
without prior notice.

Some software products marketed by SAP SE and its distributors
contain proprietary software components of other software vendors.
National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for
informational purposes only, without representation or warranty of any
kind, and SAP or its affiliated companies shall not be liable for errors or
omissions with respect to the materials. The only warranties for SAP or
SAP affiliate company products and services are those that are set forth
in the express warranty statements accompanying such products and
services, if any. Nothing herein should be construed as constituting an
additional warranty.

SAP and other SAP products and services mentioned herein as well as
their respective logos are trademarks or registered trademarks of SAP
SE (or an SAP affiliate company) in Germany and other countries. All
other product and service names mentioned are the trademarks of their
respective companies.

Please see https://www.sap.com/about/legal/trademark.html for
additional trademark information and notices.
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