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Review

An Employment Condition Change, Benefits Eligible action is processed for a non-
permanent employee who has worked the required number of hours within a specified
timeframe to become eligible to receive benefits. You will first need to update the posi-
tion from non-permanent to permanent (since only permanent employees are eligible
for benefits), then process the action via PA40.

Transaction—PO13
On the home screen of SAP,

under the Org Management folder,
double-click PO13—Maintain Position

Enter the position number
Select Employee Group/Subgroup
Select the radio button next to ‘All’

Click Overview .2

Select the most recent line of history
Click Copy

Change the Employee Group to
permanent using the matchcode

Click Enter
Save

Pop-up: SAP will ask if you want
to delimit the previous record; YES

Click | ‘ez

~ &3 Favorites

PO10 - Maintain Organizational Unit
PO13D - Display Position

PO13 - Maintain Position

PO03 - Maintain Job

Plan version Current plan B

Position 50294942

Abbr.
Active | Planned | Submitted | Approved | Rejected
Infotype MName st @ | Time period
Object Period

Relationships

Description

Planned Compensation
Vacancy

Acct. Assignment Features
Employee Group /Subgroup

From 03/12,/2012

CFrom ourr.date

0 To current date

T WDE
> g
2

PD Profiles
Position 50000 Lvstk Wkr 1
Planning Status Active

Valid from 03/08/2012[% to  12/31/9999

Emplovee Group/Subgroup 015 50294942 1

Employee group Permanent &

EE subgroup P7 Part-time 75 ™~

@ Previous record will be delimited at end. Do

you want to save?

Yes Mo || ® Cancel




Transaction—PA40

On the home screen of SAP,
under the Personnel Administration folder,
double-click PA40—Personnel Actions

Enter the personnel number and the
effective date

Select Employment Condition Change

Click Execute &b

INFOTYPE 0000
Enter reason code 00 for

Change in EE Group (since you changed
the position from non-perm to perm)

Enter eight 9’s in the position field to reset
the record; then re-enter the actual position

number (the employee group should now say 'permanent’)

Click Enter
Save

INFOTYPE 0001
Make sure the record indicates ‘permanent’

Maintain text

Click Enter
Save

INFOTYPE 0007
The work schedule will remain the same

Click Bypass [

~ A Favorites
b 3 0Org Management

# PA20 - Display HR. Master Data
PAS0 - Maintain HR Master Data
PA40 - Personnel Actions

Personnel no.
Name

EE group

EE subgroup
From

670025

Alan F Stiteler
N Non Permanent
P7 Part-time 75
03,/08,/2012

Fersonmel Actions

Action Type

Employment Condition Change

FE group
FE subgrp
Btart

N Non Permane.. 68
P7 Part-time 75
03,/08/2012([*) to

Agriculture
AJ11 AFSCME J1 OT
12 /31,9999

Personnel action
Action Type
Reason for Action

Employment Condition Change
00 Change in EE Group

Status

Customer-specific Active

Employment Active

Special payment S 99999999 o
7

Organizational assignment /

Position 50294942 Lvstlk Whkr 1

Personnel area 68 Agriculture

Employee group P Permanent

Employee subgroup P7 Part-time 75

EE group
FE subgrp
Start

N MNon Permane. 68
P7 Part-time 75
03,/08,/2012|[7) to

Agriculture
AJ11 AFSCMWE J1 OT
12 ,/31,/9999

Enterprise struchure

CoCode COPA COMMONWEAL TH OF PA
Pers.area 63 Agriculture Suby
Cost Cir 638PYRLDFLT PAYROLL DEFAULT Bus

Personnel structure

EE group P P3

EE subgroup P7 Part-time 75 Cd

Organizational plan | A

Percentage 100.00 | Assignment H

Position 50294942 50000 ]
Lvsthk Wkr 1 H
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There are a few things you will need to do and check after the action has been proc-

essed. Now that employee is permanent they are entitled to holiday quota.

You will

need to input the number of holiday hours based on their status (full-time or part-time)

and the remaining number of holidays.

In this example, the employee is part-time

37.5 hours, so they are entitled to 30 hours: 8 holidays x 7.5 + 2 = 30 hours.

Post-Transaction—PA30

INFOTYPE 2012
Enter 2012, QHOL in the Infotype and
Sty (subtype) fields

Select the radio button next to ‘Period’

Enter the effective date in both the
From and To fields

Click Create [

Input the number of hours

Click Enter &
Save

INFOTYPE 0378
Select ALL > OVERVIEW and verify
that the Job Status Change (JCHA)

record has been created (this will allow
you to enroll the employee in benefits)

Click Back &n

INFOTYPE 0171

Select ALL > DISPLAY and verify
that the 2nd Program Grouping is
consistent with their status (part-time
37.5 hours) for benefits purposes

Click Back &%

Basic personal data | Employment data | Gross payroll | Net payroll | Tax data | Benefit data

Infotype text St
Personal Data (0002)

Addresses (0006)

Family Member /Dependents (0021)
Bank Details (0009)

Additional Personal Data (0077)
Communication (0105)

Residence Status (0094) Furrent Period
Other /Previous Employers (0023) =

= Choose
Residence Tax Area (0207) | [

Period

® Period
From 03/08/2012 To
Today
All Current month
From curr date

A
4

03,/08,2012
Curr wieek

Last week

To Current Date Last month

RS

Current Year

Direct selection

Infotype Time Transfer Specifications (. STy QHOL Anticipated Holiday hours

FE group P Permanent 68 Agriculture
FE subgrp P7 Part-time 75 AJ11 AFSCME J1 OT
Btart 03/08/2012 To 03,/08,2012

Time transfer specification

Time transfer type QHO L|E" Anticipated Holiday
Number of hours 30.00 Hours
FE group P Permanent 68 Agriculture AG Ch|
FE subgrp P7 Part-time 75 AJ11 AFSCME J1 OT Lvstk
Choose 01,/01,/1800 to 12 /31,9999 STy.
Start Date End Cate BenArea Adjreason  |Text
03/08,/2012 12/31,/9999 PA JCHA Job Status Change
12 /12 /2011 [02 /10,2012 [PA MHRS Met Min Hrs Reg
11/19/2009 01/18/2010 [PA NHIR New Hire Enrollme
EE group P Permanent 68 Agriculture
EE subgrp P7 Part-time 75 AlJll AFSCME J1 OT

Start 03,/08/2012 to 12,/31,/9999 C

Zeneral Berefits Information (0171)

Benefit area PA CoPA
Delaware

Part Time 37.5 hours

1st Program Grouping 23
2nd Program Grouping 11




Now that employee is permanent, you will need to enroll them in benefits.

Post-Transaction—HRBENQ00O1

On the home screen of SAP,
under the Benefits folder, double-click
HRBENOOO1—Enroliment

Enter the personnel number

Click on the date change icon

Change the date to the effective date

Click =

Double-click Job Status Change

Enroll the employee in Declined Medical
and Declined Dental

Click & Enroll
®  Froll
Continue

Under Possible Offers, scroll down to
Automatic Offer and double-click

Enroll the employee in Annuitant Health
and Life Insurance

Click & Enrall
@ Frroll
Contirue

=

S Favorites
¢ 3 0Org Management
O Personnel Administration

HRBEN0001 - Enrollment

HRBENOO14 - Termination of Participation

Personnel no.

Direct selection i Selection set

670025 [9)

on 03/12

12012

IFe=1

/

Selection date 03 ,/08/2012|[=)

/

Errar list

v R

o o e el

§  Getoffer |2 Printform

2 Gene

Possible offers

Job Status Change

DeferredComp Regular

Add/Remove Dependent

Cr AT b — TN

Eaja]]

Job Stahus Change

& Erroll || Costs

||@> Undo se)

Plan

Highmark PPO

UHC CDHP

Declined medical =
~ St EE Asst Pgrm

& Getoffer

= Dental Supplem

Possible offers Declined Dental @——

Suppl Atty Gen

State Employee Asst Pgrm

United Concordia Dental PPO

Tax Sheltered Annuit

Automatic offer

(D]
Automatic offer
@  Enoll || Costs ||© Undo e
Plan
< Annuitant Hith
Annuitant Health
< Basic Life

Life Insurance
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The last thing to do is go back to the employee’s record and make sure IT0167 and
ITO168 have been created.

Check Your Work—PAZ20

~ 3 Favorites
On the home screen of SAP, > C10rg Management

under the Personnel Administration folder, | _ e

double-click PA20—D|spIay HR Master Data | PAZD—DlspIavHRMaster Data

PA30 - Maintain HR. Master Data
PA40 - Personnel Actions

EE group P Permanent 68 Agriculture AG Chester
INFOTYPE 0167 [ h
Select ALL > OVERVIEW and verify EE subgrp P7 Part-time 75 AJ11 AFSCME J1 OT Lusth Whr 1
i Choose  01/01/1800/()to  12/31/9999 STy.
that the benefits records have
been created : Start Date  [End Date Type Text Plan |Text
X _|L 03,/08,2012 (12/31,/9999 ANUI Annuitant Hith 905 Annuitant Health
7;”5 recor ‘/j/ cr ea;es — 103/08/2012 |12/31/9999 MEDI Medical 099 Declined medical
Click Back &= y ”5 a”; ;(camyu; n dt € - 103/08/2012 12/31,/9999 SEAPSt EE Asst Pgrm  SEAP State Employee Asst Pgrm
g 03/02/2012 03/07/2012 SEAP St EE Asst Pgrm  |SEAP State Employee Asst Pgrm

12/17 /2011 12/30,/2011 SEAP St EE Asst Pgrm  SEAP State Employee Asst Pgrm
—|'_ 03/08,;2012 12/31,/9999 SUPDDental Supplem D099 Declined Dental

INFOTYPE 0168

| d it E group P Permanent 68 Agriculture AG
Select ALL > OVERVIEW and verify kg gpgn  p7 part-time 75 | AJLL AFSCMEJ1 OT Lust
that the life insurance record has Choose 01/01/1800@ to 12/31,/9999 STy.
been created

: Start Date End Date Type [Text Plan [Text
Via PA30, you will need to copy this | 101,/01/2013 12/31/9999 BLIF Basic Life LIFE Life Insurance
record with a start date of 01/01/2013 =3+ 103/08,/2012 12/31,/2012 BLIF Basic Life LIFE Life Insurance
and input the new annual salary -

EE group P Permanent 68  Agriculture AG Chestel
INFOTYPE 0169 EE subgrp P7 Part-time 75 AJ11 AFSCME J1 OT Lwustk Whkr
If the employee is not already [ Choose  01/01/1800/*/to  12/31,/9999 STy.
enrolled in SERS you will needto |

| |Start Date End Date Type |Text Plan  |Text
go back to HRBENOOO1 and enroll 12/12/2011 [12/31/9999 SERSState Emp Ret  $310 CLS A3 COV 1 CAT 0
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