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Overview

Trigger(s):
A user receives information to permanently change the work schedule for an employee.  Note:  Temporary work schedule changes are completed via PA61, Infotype 2003.  

	Business Process Description Overview

	This is a very important infotype.  It directly affects an employees pay, quotas, overtime payment, time recorded information, holidays, and in some cases benefits.  Employees are assigned a work schedule during the hiring transaction.  The Work Schedule Approver should notify the HR Service Representative of the correct work schedule information.  This infotype is used to permanently change an employee’s work schedule.  A Work Schedule Approver cannot change a work schedule from 75 to 80 hours or vice versa or from a part-time schedule to a 75 or 80 schedule or vice versa, the Benefits Advisor makes these types of changes, since the change could impact on benefits eligibility.  The Work Schedule Approver must notify the Benefits Advisor of any changes known.  Changes to work schedules should not occur retroactively; if a user believes a change is required retroactively, consult with Imagine PA for specific instructions to ensure pay or absence already processed is not affected.


	Input
	Comments

	A need arises to enter work schedule information for an employee.
	

	Steps
	Details

	1.  The data source information is reviewed.  
	In some cases the employee or other person may complete a paper document to show approval to the work schedule. 

	2.  The work schedule is entered or changed.  
	Once a work schedule is entered at the time of hire, use the copy function to make changes to the work schedule.


	Output
	Comments

	The work schedule is updated to the infotype.
	

	Steps
	Details

	1. Time entered is affected by the new schedule.
	In some cases, future dated absences may need to be reviewed to determine if adjustments, based on the new schedule, are required.  If the Work Schedule Approver cannot determine the type of adjustment needed, consultation with the Time Advisor and ultimately the employee should occur.  

	2.  Future pay will be paid correctly based on the new work schedule.
	


Tips and Tricks

· If the Infotype does not appear on the list when using the possible entries icon [image: image1.bmp] on the Direct Selection of the Infotype, right click on the Restrictions tab, click on Restrictions, change Maximum No. of Hits to 5000, and click the enter icon [image: image2.bmp].  

· To enter/record other information, select the edit key on the menu bar and select maintain text.

· Several infotypes can be accessed through the transaction.  Infotypes may be accessed by clicking on the list icon [image: image3.bmp] and selecting the category, clicking on one of the tabs on the screen [image: image4.png]‘Working fimes | Additional accounta | Timegquotas | Time management data



, or using the direct selection of the infotype at the bottom of the screen.

· If the number or value is unknown, click on the possible entries icon [image: image5.bmp] in the field to access the search feature.

· Data can only be entered into fields that are white in color.  Gray fields are display only.

· The list entry icon [image: image6.png][ Listentry



 or Shift + Ctrl cannot be used for this infotype.
· If there is text attached to the infotype, a Display Text icon [image: image7.bmp] appears to the right of the date the infotype was last changed.  Double click the icon to view the text.

· To enter/record other information, select edit, then maintain text, from the menu bar on the top gray line of the screen.

Procedure Steps

1.1 Access transaction by:

	Via Menus
	Human Resources ( Time Management ( Administration ( Time Data ( Maintain

	Via Transaction Code
	PA61


1.2 On screen “Maintain Time Data” enter information in the fields as specified in the below table.  After entering the selections, click the copy icon [image: image8.bmp] or Shift + F9 to process the request.  Note:  NEVER use the create icon [image: image9.bmp] or F5, change icon [image: image10.bmp] or F6, and delete icon [image: image11.bmp] or Shift + F2. 

[image: image12.png]Maintain Time Data

0@ @8 2 steny | B week & wontn @ vear

o

F

R EIEIE e EEE ]

Persannel no.

Workngtimss | Time quotas

’ Time management data | Special ansences

Organizational Assignment (0001)
Personal Data (0002)

Payroll Status (0003)

[Plamed Werking Tme 0007 |
|Addresses (0006)

Family/Related Person (0021)

Date Specifications (0041)
Communication (0105)

=

[10] (]

Period

® Period
Fr To

O Today

) Al

From currdate

O currweek
) Current manth
Lastwesk

O Lastmanth
O currentysar

© To current date
O currperiod

Direct selection
Infotype

STy





	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel no.
	Employee’s unique personnel number. 
	R
	Enter the personnel number of the employee.  
	

	List of Infotypes 
	Text name of infotypes.  
	O/R
	Click on the Time management data tab and click on the column before the infotype text to select the infotype Planned Working Time, or directly select the infotype with the Direct selection below.
	

	Period
	The period of time for which time is to be displayed.
	R
	Select one of the radio buttons.  If Period is selected, enter the Fr. (From) and To dates to be included.  Caution:  Do not enter changes for time already paid; if a user believes this is required, contact Imagine PA for assistance.
	Default is period, with no dates entered.  See Tips and Tricks for information on selecting a record from a list.

	Infotype
	Screen with related data.
	O/R
	Directly select the infotype Planned Working Time by typing the words, typing the infotype number 0007 or highlighting the name as described above.
	

	STy
	Not used.
	N
	Not used.
	


R = Required, O = Optional, D = Display, N = Not Required

1.3 On screen “Copy Planned Working Time” enter information in the fields as specified in the below table.  After entering the data, click the Save icon [image: image13.bmp] Ctrl + S to save the entries.  Note: The following warning messages may appear:  “Attention, please check basic pay infotype (0008)”—If this appears, verify that you have not changed the planned working hours from 75 to 80 hours or vice versa or changed from 75 or 80 to part-time or vice versa.  If you have not changed the planned time, simply click the enter icon [image: image14.bmp] and then the save icon [image: image15.bmp] or Ctrl + S.  “Enter data for payroll past (retroactive accounting)”—If this appears, all absences and attendances already processed for prior pay periods will be displayed, one at a time to validate.  It is recommended that if this occurs that Imagine PA be consulted to ensure that pay is not affected retroactively by the change made.  “This entry deletes a record”—Please check the dates at the top of the screen to be sure that you have entered the correct starting date for the new record.  You never want to delete records saved.  
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Start
	Date the work schedule is effective.
	R
	Enter the start date.  If the date is for a prior pay period, consult with Imagine PA before continuing to ensure the change does not affect pay processed.
	

	To
	Date the work schedule is valid through.
	R
	Enter 12/31/9999.
	

	Work Schedule Rule 
	Work schedules are made up of working times and break times. 
	R
	To determine the correct schedule, use the Work Schedule Look-Up database.
	

	Time Mgmt Status
	Determines how hours are processed in time evaluation.
	R
	Enter only one of the following:

0= No time evaluation

1= Time evaluation of actual times (positive)

7= Time evaluation of actual times with full pay (quasi-positive)

9= Time evaluation of planned times (negative)
	Defaults to 1 for wage employees and 9 for salaried employees.  You may change this if you want negative time reporting for a wage employee or quasi-positive reporting for a salaried employee.

	Working Week
	The w      Defines what day of the week time evaluation should use to start accumulating hours for overtime.
	R
	Use the drop down menu to select the appropriate working week if the default week is incorrect.
	

	Additional Time ID
	Determine which evaluation schema to use.
	R
	Enter 01 for all personnel areas not participating in the full functionality of time evaluation; leave blank for those participating.
	

	Employment percent
	The employment percentage according to the work schedule. 
	D
	
	This will always be 100%.

	Daily working hours
	Average hours worked per day.  
	D
	
	

	Weekly working hours
	Average hours worked per week.
	D
	
	

	Monthly working hrs
	Average hours worked per month.
	D
	
	

	Annual working hours
	Average hours worked per year.
	D
	
	

	Weekly workdays
	Number of days worked per week.
	D
	
	This will always be 5.


R = Required, O = Optional, D = Display, N = Not Required

1.4 After saving the record, if there are future dated absences or attendances, each one may be displayed for your review and correction, since they were originally recorded based on the planned working hours of the previous schedule.  Note any changes made, and notify the Time Advisor, employee, and supervisor of any changes made, since workflow will not be triggered as a result of these changes.

Cross Functional Dependencies:

	Team
	Dependent tasks

	Personnel Administration
	The hiring action and all re-assignment actions include the infotype.  Coordination with the Work Schedule Approver should occur when these changes are made.

	Benefits
	A change in number of planned hours must be entered by the Benefits Advisor.  Coordination with the Work Schedule Approver should occur when these changes are made.


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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