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Chapter 1: What is SAP HR?
Introduction to SAP HCM

What is SAP HR?

SAP Human Capital Management (SAP HCM) is an important module in SAP.
It is also known as SAP Human Resource Management System (SAP HRMS)
or SAP Human Resource (HR).

SAP HR software allows you to automate record-keeping processes. It is an
ideal framework for the HR department to take advantage of the
administration and payroll documents.




SAP HR modules

SAP HR consist of the following modules

# QOrganizational Management

Personnel Administration Time

Management

Payroll Accounting

Travel Management

Organization management:

Organization management is a very important sub-module of SAP HR. It
enables the organization to represent the organizational plan and analysis of
the current plan. It also allows you to create additional plans and create

better workflow management.

Functions of Organization management:

* Creating graphical reports of organization structure
* Managing Information on Departments/ Org Units
Tracking of Positions in various departments
Maintaining Jobs

* Reporting relationships

* Vacancy related reports

Personnel Administration:

Personnel Administration is an important sub-module of SAP systems.



It records essential employee's information. It helps you to perform various
administrative tasks like hiring the employees, personnel information, travel

expenses, payroll accounting,etc.

Important functions of Personnel Administration
module are:

* |ndividual Infotype maintenance

* Contract Elements

+ Monitoring of dates family/related person Education
# Other/previous Entity Relationship Cost

* distribution

* |nternal medical service

Time Management (TM)

Time management is another important sub-module of HR and records
employee data. It is mostly is related to attendance, time evaluation, shifts,

etc.

Here are some important functions of Time
Management Module:

Holiday calendar

Personal work schedule

Monthly work schedule

Attendance and absence quotas

Attendance check



* Graphical attendance/leave reporting

* Activity allocation

Payroll:

SAP payroll module helps you to process the payment for the work done by
employees. It includes wages, medical benefits, taxes, deductions, etc. SAP
payroll module is also integrated with other modules like personal

administration, time management, financial accounting, and so on.

Here are some important functions of Payroll system:

[ ]

Gross payroll accounting with automatic wage calculation Automatic

* special payments computation

[ ]

Full gross/net retroactive accounting

Data exchange with social insurance agencies, banks, etc.

Training and Event Management:

Training and Event Management module deals with recognizing training

needs, scheduling training process, cost management, etc.

Travel Management

This SAP module includes managing official trips, cost management for

travel, travel expenses, etc.



Important functions of Travel management:

* Entry of trip data

¢ Calculation of meal allowance

* Maintain receipts claim

Advance payment

s Representation of internal company rules

* Trip-specific account assignment Simulation

of statement

Summary:

* SAP Human Capital Management (SAP HCM) is an important module in
SAP

* SAP HR consist of the following modules

* QOrganizational Management 2) Personnel Administration 3) Time

Management 4) Payroll Accounting, and 5) Travel Management

Organizational management represent the organizational plan and

analysis of the current plan

s Personnel Administration records essential employee's information.

* Time management records employee data attendance, time evaluation,
shifts, etc.

s SAP payroll module helps you to process the payment for the work
done by employees

* This SAP module includes managing official trips, cost management for

travel, travel expenses, etc.



Chapter 2: What is an Infotype?

What is a Infotype?

A SAP Infotype is an information unit used to store employee relevant data

required for administration purposes.

It has a 4 digit-code and a related name. It stores similar data into one

screen.

For example, Personal Data (Infotype 0002) stores the employee's personal

data (i.e., first name, last name, birth date, marital status).

Pers. No.! 4000108/ PersAssgn | 00000000 04000108 = _@
Personnel No | 4888108] © Name |Abs EnfLaboral 13dias, Test Di
Pers.area EBB1 ES- Spain EE group 1 Perm. fActive - FT

EE subgrp EM  Employees Status Active

Start 17.89.1974| 1o 31.12.9998  Chng 88 .11.2005| CPALAU

 Name

Title Mis ) Nare Format 00

Lastname ‘Abs EnfLaboral 13dias Last name

Firstname jTest Def

Documentno. 1808088108

— Example Infotype 0002: Personal Data
 Bith data

Birth date 117.89.1974 Birthplace ‘Barcelona _

Province = Ctryobith  Spain a3l

Language Spanish it Nationality Spanish hd |
| Other data.

Mar status Single &) Since No, child. 8




Every SAP infotype has fields for which data needs to be entered. There are
two types of fields:

* Mandatory fields, which have a tick in the field.

Lastname ™

« Optional fields, which are blank. ZfName
Number ranges for infotypes have been pre-determined by SAP. They are as

followed:

* HR/Payroll Data = Infotype 0000 to 0999
* QOrganizational Data = Infotype 1000 to 1999 Time
* Data = Infotype 2000 to 2999

Authorization to access SAP HR Master Data can be defined at the
infotype level. Therefore, SAP users can be given access only to the
employees' information relevant for their position, allowing appropriate

level of security to be maintained for confidential personnel information.

Infotypes Sub-Types

Some infotypes are divided in different groups linked to the same
theme.These groups are called subtypes. "Permanent Residence" and
"Emergency Address" are subtypes of the Infotype 0006 (Addresses).



__“Eiiﬂillgﬁﬁégﬂaﬁ;Zgafﬁﬁs? (AE (DB RS (KE (Mo (P8 TZ
Infotype text []] | |Period -
Actions ¢ [ || | @Period
:Organizational Assignment e ff?'??__j, ZIP_ [
Personal Data v O Today O Currweek
[@Eﬁ%f i .{ Oall O Current month
_|Bank Details 4 O From cutr.date O Lastweek
__Family Member/Dependents O Up to Taday O Last month
| |Education L || | O current Period O Current Year
__OtherIPrevious Employers E] = eHoo5g I
Internal Data [+]

| Miraet calantinn -

|[I7 Subtypes for mfotype "Addresses”

5Typ| Name

Permanent residence
Home address
Emergency address
Mailing address
Nursing address
O0fficial (tax) address
Guarantor

(= B4, BN S — |

9.4,
9Jp2

9Jo3
9RO1
9rRO2

Infotype Periods

Address during leave of ahsence
Accomodation provided by employer
Hotel accomodation provided by employer

infotype, with different validity periods.

0 |Amount

Infotypes are maintained according to specific validity dates : start and end
dates. which allows to maintain an employee's data history. When you
update an employee's data, the previous data is most likely automatically

time-delimited. As a result, an employee can have many records for one

|Crey I

| |wagetype  |Wage Type Long Text
3903 Advance 01.08.2006 31.08.2006
3910 Orange card 1-2 01.01.2006 31122006 |
3730 | 01.01.2005 31.12.9998
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