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Click & Hire. Level 99 HR Administration Level
Display

Process Request

3.1. Applicants

3.2. Internal changes

3.2.1. Leaving

3.2.2. Change in hours
3.2.3. Salary change

3.2.4. Change in contract
3.2.5. Legal guardianship
3.2.6. Partial retirement
3.2.7. Contract extension
3.2.8. Transfer to permanent
3.2.9. Internal transfer
Cancel a request
Determinate Responsible

SAP Business Workplace
Process request
Create substitutes

The HR administrator could manage the Click&Hire requests clicking on the ZHR_CH_03

transaction.

Click & Hire. Requests report

@ &

Select report data
Company Code
Personnel area

Personnel subarea
Organizational unit
Request number
Requesttype
Object ID

Request status
Requested On
Start Date

Created By User

Selection criteria:

EECCREE BT

e Company Code: The company code is the smallest organizational unit of external
accounting in which a complete and isolated financial accounting can be created. All
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events that affect the company code and the creation of all statements for a legal
financial statement (for example balances, profit and loss calculation) are contained
within the company code organizational units. This will need input from the Financial
Module.

e Personnel Area: The personnel area is an organizational unit which represents a
limited business area from the point of view of personnel administration, time
management and payroll accounting. Personnel areas are subdivided into personnel
subareas.

e Personnel Subarea: Segments of the personnel area and specific units of the business

structure distributed, also, on a geographical basis. At the personnel subarea level,

salary structures and payroll concepts are controlled, and work schedule is planned,
area grouping for family allowances, among other items.

Organizational Unit: Organizational Unit or Department.

Request Number: The number of the request

Request Type: The type of the request: Vacancy, Applicant, Change in Hours...

Object ID: The vacant, the applicant or the employee affected by the request.

Request Status: The status of the request: In progress, created, canceled...

Requested On: Date of the request

Start Date: Proposal date of the request

e Created By User: The user who creates the request.

Run the transaction, the following screen will be displayed (displays all the requests in the
system). The system will display a list with all requests that meet the selection criteria set by
the user.

The different request statuses are:

e Created: The request is recorded in the system but it hasn't been sent to be approved.
The user could edit the request.

e In progress: The request has been sent to be approved. The user could not edit the
reguest.

e Pending HR processing: The request has been approved and the HR administrator has
to process the request.

e Canceled: The user canceled the request.

o Rejected: The request has been rejected.

e Finished: The request has been processed by HR user.

Click & Hire. Requests report
&% ¥ =3 Q P vl =z TR ) @Pro:essrequest I&Cancelrequest m

Date 12.12.2013
User XIN_M.MELERO
vF{equest Type Type Status Status ObjectID ObjectD Request  Proposa  Company Company Personnel  Personnel  Personnel | Personnel

288 K Changein X Canceled 708 Martinez, G 27.11.20 27.11.20  ES10 NHHOTEL 0018 ES_ABASC  HO03 H-F&BIKIT
290 S Salarycha, C Created 708 Martinez, G 27.11.20  27.11.20 ES10 NHHOTEL 0018 ES_ABASC  HO03 H-F&BIKIT
291 J Partial retir P In progress 708 Martinez, G, 271120 27.11.20 ES10 NH HOTEL 0018 ES_ABASC_ HO03 H-F&BIKIT |
292 | Transferta P In progress 706 Salgado, O, 271120 281120 ES10 NH HOTEL_ 0002 ES_CIUDA_ HOO1 H-ADMINIS,_
293 | Transferto P In progress 708 Martinez, G_ 271120 281120 ES10 NH HOTEL, . 0018 ES_ABASC_ HOO03 H-FRBIKIT |
204 H Changein X Canceled 708 Martinez, G 27.11.20  28.11.20  ES10 NHHOTEL 0018 ES_ABASC  HOO03 H-FEBIKIT
205 8 Salarycha, P In progress 708 Martinez,G_ 27.11.20 28.11.20  ES10 NHHOTEL 0018 ES ABASC  HOO3 H-FREIKIT
206 C Changein P In progress 708 Martinez, G 27.11.20  01.01.20  ES10 NHHOTEL 0012 ES_ABASC HO03 H-FEBIKIT
207 C Changein A Pending H 708 Martinez, G 27.11.20  01.01.20  ES10 NHHOTEL 0012 ES_ABASC HO03 H-FEBIKIT
208 v Vacancy F Finished 30000129 HOUSEKE = 28.11.20 25.11.20 ES10 NHHOTEL 0012 ES_ABASC HO13 H-ROOMSI
208 A Applicant P In progress 81 CORTESP_ 28.11.20 011220 ES10 NHHOTEL 0012 ES_ABASC HO13 H-ROOMSI

Possible actions:
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Highlight a line from the list and press the button to display all the information associated with

the request.

The HR Administrator could display all requests, regardless of their states.

Display request number 00000500
@

==
Internal change I_F ] Contract extension Created on 18.12.2013

Status P/ In progress
Organizational assignment

Employee number 893 MARTIMEZ MELERC, EVA
Proposal date 2212 2013

Company code ES18] MHHOTELES ESF'ANA, SL
Personnel area 00128 ES_ABASCAL

Personnel subarea HOO3 ' H-F&BMITCHEM

Organizational unit 50100531 H-FEB/KITCHEM

Position 30181456 KITCHEN_HELP
Employee group 1 Fixed Contract

Employee subgroup N1 Adjusted Gross Inc.

Contract elements
Contract 401A | DURACION DETER. TC.P
Contract End Date 31.12. 2015
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Highlight a line from the list and press the button to process the request. The HR Administrator

could only process his requests in Pending HR Processing status.

1V - JdH @@ SHE oDo8 RE
Process Change in hours request number 00000443

@F’mcess request

Internal change H
Organizational assignment
Employee number aa7
Proposal date

Change in hours

MARTINEZ ALONSO, EVA MARIA

T Tt
L18.12.2913|_'ﬁl

Company code ES100 MNH HOTELES ESPARNA, SL.
Personnel area 0018 ES_ABASCAL
Personnel subarea HOB3 H-FE&BKITCHEM

Organizational unit 581008531

H-F&B/KITCHEN

Position 30101456 KITCHEM_HELP
Employee group 1 Fixed Contract
Employee subgroup N1| Adjusted Gross Inc.

Planned working time

Daily working hours

Weekly working hours 20,00
Manthly hours

Annual working hours

‘Weekly work days

Contract elements
Contract
Contract End Date

8,08
40,00
173,33
2.079,96
5,00

@

User: Verdnica Martin
Date: 12122013 Time: 17:11:10

Action: Created

User: Verdnica Martin

Micdn- 40 40 ANAD Tinao- A7-4C- 47

Ardime: Ddme Aeeess o

If the HR Administrator tries to process other requests, the system will inform about the

limitation.
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Click & Hire. Requests report
& T  F B £ B 5 & EProcessrequest 5 Cancelrequest @

Date 13.12.2013
User XIN_M.MELERO
vRequest___ Type Type Status Status ObjectID | Object ID Request | Propos
424 P Confractex A Pending H_ 914 Arias, Este 11.12.20  01.02:
425 P Confractex P In progress 914 Arias, Este 11.12.20  01.02:
426 C Changein_ F Finished 914 Arias, Este 11.12.20  01.03.:
427 8 Salarycha  F Finished 914 Arias, Este 11.1220 1503z
428 T Internaltra A PendingH 914 Arias, Este 111220 01.04:
429 J Partial retir . F Finished 914 Arias, Este 111220 01.05:
430 | Transferto | F Finished 914 Arias, Este 111220 01.06.:2
431 vV Vacancy F Finished 30000175 HOUSEKE A 11.12.20  01.12:
432 A Applicant F Finished 141 CANDIDAT 111220 01.12:
433 B Leaving F Finished 914 Arias, Este 11.1220  31.12:
434 C Changein_ F Finished 920 CANDIDAT 121220 03.12:
435 P Contractex  F Finished 920 CANDIDAT 121220 05.12:
436 A Applicant F Finished 143 LOLES, LO_ 121220 15.12:
437 K Changein_ F Finished 897 MARTINEZ 121220 12.12:
438 D Changein_ F Finished 897 MARTINEZ 121220  13.12:
430 T Internaltra F Finished 897 MARTINEZ 121220 14.12:
440 C Changein_ F Finished 897 MARTINEZ 121220 15.12:
441 P Contractex  F Finished 897 MARTINEZ 121220 16.12:
442 | Transferto  F Finished 897 MARTINEZ 121220 17.12:
443 H Changein_ A Pending H_, 897 MARTINEZ 121220 18.12:
444 § Salarycha  F Finished 897 MARTINEZ 121220 19.12:
445 G Legal guar  F Finished 897 MARTINEZ 121220 20.12:
i@ User has not authority to perform action Process on request number 00000425 E

The process actions will be different depending on the type of request.

When all approvers approve the request:

The HR administrator could edit the information of the request and add new required
information of the employee.

e For new employee: the system executes the Hiring action.
e For existing employee: the system executes the Reentry action.
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Process request number 00000555

(T»Process request

Applicant data
Organizational data
Proposal start date
Organ. unit
Position
Company code
Business Area
Personnel Area
FPersonnel subarea
Cost Center
Employee group
Employee subgr.
Location
Add. cost center

Personnel data

03.03.2014]
50110532 H-FEBRESTAURANT
301114420 WAITER

ES10) NHHOTELES ESPARNA, SL.

BO18| ES10 MH ABASCAL
0018 ES_ABASCAL
HOGO4| H-F&B/RESTAURAN
ES109103GE 9103 Generic
1 Fixed Contract
M1 Adjusted Gross Inc.
Be18 ES_ABASCAL

%

Title

1 Mr

There are the following sets of information:

e Organizational Data.

The fields are:

o O O O

Proposal Start Date: Date to create the employee.

Organizational Unit: Organizational Unit or Department.

Position: an existing vacant.

Company Code: The company code is the smallest organizational unit of
external accounting in which a complete and isolated financial accounting can
be created. All events that affect the company code and the creation of all
statements for a legal financial statement (for example balances, profit and loss
calculation) are contained within the company code organizational units. This
will need input from the Financial Module.

Business Area: Business area.

Personnel Area: The personnel area is an organizational unit which represents
a limited business area from the point of view of personnel administration, time
management and payroll accounting. Personnel areas are subdivided into
personnel subareas.

Personnel Subarea: Segments of the personnel area and specific units of the
business structure distributed, also, on a geographical basis. At the personnel
subarea level, salary structures and payroll concepts are controlled, and work
schedule is planned, area grouping for family allowances, among other items.
Employee Group: The employee group allows making an approximate
distribution or classification of employees by type of relationship of people with
the company.

Employee Subgroup: Employee subgroups subdivide employee groups and
represent a detailed breakdown of the type of employee; it also allows
organizing under the payroll and the peculiarities of it. This element is inherent
to SAP, a group facing payroll execution.

Location: location of the employee.
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o Add. Cost Center: Additional Cost Center. This field isn’'t mandatory, buy if the
user fills on the Add. Cost Center field, has to fill on the percentage field too.

Organizational data

Proposal start date

"93 083 2014

COrgan. unit
Position
Company code
Business Area
Personnel Area

50110532 H-FEBRESTAURANT
30111442 WAITER

ES180 NHHOTELES ESPARNA, S.L.
0018 ES10 MH ABASCAL

0018) ES_ABASCAL

Personnel subarea HOO4 H-F&B/RESTAURAMN

Cost Center
Employee group

Employee subgr

Location
Add. cost center

ES109103GE 9103 Generic
1 Fixed Contract
N1 Adjusted Gross Inc.
Be18 ES_ABASCAL
%

e Personnel Data.

The fields are:

O 0O 0O OO O O OO0 Oo

Personnel data
Title
Last Mame
First Mame
Gender
Date of Birth
Marital Status

Personnel ID Mumber

Mationality
Country of Birth
Birthplace

Title: Title of the employee: Mr, Miss, etc.

Last Name: Last name of the employee.

First Name: First name of the employee.

Gender: Gender of the employee.

Date of Birth: Date of birth of the employee.

Marital Status: Marital Status of the employee.

Personnel ID Number: The identification type, for example, DNI, passport...
Nationality: Nationality of the employee.

Country of Birth: Country where the employee was born.

Birthplace: Place where the employee was born.

3 Miss
CANDIDATA

ANGELES

2 Female

21.11.1988

CLICKHIRE

B Single

1 DMI{MIF) = |33333333P
ES Spanish

ES Spain

MADRID

e Address Data.

The fields are:

Address Record Type: The address type specifies whether the address in

question is the employee's permanent or temporary place of residence.
Country: Country.
Street Key: Abbreviation used to identify different types of street addresses.
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City: City of the address.

Postal Code: Postal Code of the address.
Region: Or province.

Telephone Number: Telephone number.

O O O O O 0O O O

Email: Email of the employee.

Address data

Address Record Type 1 Permanent r
Country ES Spain

Street key P Parg.. =

Street and House Mumber CALLE MUEVA CAMBIADA
2nd Address Line 200

City MADRID

Postal Code 28808

Region 28 Madrid

Telephone Mumber 432135422

Telephone Mumber
email V4EGMAIL . COM

e Planned Working Time.

The fields are:

Street and House Number: Name and number of the street.
Second Address Line: Additional specifications for an address.

Telephone Number (complementary): Additional telephone number.

&

o Weekly Working Hours: Working hours per week.

Planned waorking time

Weekly warking hours 4@, 00

e Bank Data.

The fields are:

Bank Control: Control number of the bank.

O O O O O O

Payment Method: Normaly, T from Transfer.
Bank Country: Country of the employee bank.
Bank Number: Number of the employee bank.
Bank Account: Account number of the employee.

IBAN: The user could generate automaticaly the IBAN number clicking in the

|ﬂ| buttom. Previously, the Bank Number, Bank Account and Bank Control

must be selected.
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Bank data

Bank country ES | Spain

Bank number Bee30001 BAMCO DE DEPOSITOS, S.A

Bank account Bo11111111

Bank Control 83

Payment method T) TRAMSFER (Customer)

Iban ES6108030001828811111111 (& |
e Basic Pay.

The fields are:

o PS Area: The pay scale area defines the geographical area in which a

collective agreement is valid.

o Reference Bonus: The amount and the number of payments of this wage type.
o Social Security: The amount and the number of payments of this wage type.
o Base Salary: The amount and the number of payments of this wage type.
o Grade and Level: Pay scale grades and pay scale levels are the criteria used
to classify data for job evaluations and indirect valuations.
o Travel Expenses: Check to inform about travel expenses.
Basic pay
PSarea [
Amoaount Unit Currency EUR
Reference bonus 1.000,00 12,00
Social Security & [
Base Salary 1.500,00 12,00

Grade [ Level [
Travel expenses

e Contract Elements.

The fields are:

o Contract Id: Id of the contract.

o Contract End Date: If the contract is temporary, the user will include the end
date of the contract, for example, 31.12.2015. If the contract is permanent, the

user will include the latest date in the system, 31.12.9999.
o Prof. Cat: Professional category of the employee.
o Social Insurance Number: Social Insurance Number of the employee.

Contract Elements

Contract ID B

Contract End Date 31.12.2014

Prof.cat 3200 TECNICO SISTEMAS
Social insurance number 28| |54526457| |78

e Historical of the request.
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This place displays the historical of the request. For each action on the request (create,
approve) displays the user, the date and the comments.

User: Maria Angeles Melera Alonso
Date: 11.12.2013 Time: 10:04:52  Action: Created

User: Verdnica Martin
Date: 11.12.2013 Time: 10:05:13  Action: Step Approved

The HR user could edit the information of the request and add new required information of the
employee. Then the system executes the Internal Changes actions.

The fields are:

e Reason for leaving: The reason defines the circumstances of the leaving.

e Proposal date: Proposal date for the leaving.

e Historical of the request: This place displays the historical of the request. For each
action on the request (create, approve) displays the user, the date and the comments.
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Process request number 00000460

tQF'mcess request

Internal change  |B | Leaving

Organizational assignment

Employee number {ag7 | MARTINEZ ALONSO, EVA MARIA
Reason for leaving [D5 ] NV Despido

Proposal date 118022014/

Company code [ES16] NH HOTELES ESPARNA, S.L.
Personnel area [0018] Es_spascaL

Personnel subarea [Ho12] H-ROOMSIFRON..
Organizational unit |50110535 H-ROOMSIFRONT OFFICE
Position [30000176] RECEPTIONIST

Employee group [17 Fixed Contract

Employee subgroup  |N2] CLA

User: Maria ﬁ\ngeles Melero Alonso
Date: 03122013 Time: 18:26:39  Action: Created

User: Verdnica Martin
Date: 03.12.2013 Time: 182728  Action; Step Approved
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The fields are:

Proposal date: Proposal date for the change.
Weekly Working Hours: Working hours per week.
Contract: The contract for the employee.
Contract End Date: End date of the new contract.
Historical of the request: This place displays the historical of the request. For each

action on the request (create, approve) displays the user, the date and the comments.

Process Change in hours request number 00000360

Lk Process request

Internal change H

Change in hours

Organizational assignment

Employee number
Proposal date
Company code
Personnel area
Personnel subarea
Organizational unit
Position

Employee group
Employee subgroup

Planned working time

‘Weekly working hours

Contract elements
Contract
Contract End Date

'_.'r‘83 _IMeIem,Artum
I_G-E‘..12.2[3-13.|_'ﬁl "

ES100 NHHOTELES ESPANA SL.

BA18| ES_ABASCAL

HO13| H-ROOMSHOUS..

501005368 H-RODMS/MHOUSEKEEPING
30101446 HOUSEKEEPING_MAMNAGER
1 Fixed Contract

NT| Adjusted Gross Inc.

35,00 30,00

User: Maria Angeles Melero Alonso
Date: 03.12.2013 Time: 18:26:39  Action: Created

User: Verdnica Martin
Date: 03122013 Time: 18:27:28  Action: Step Approved

Click&Hire.Level99.HR Administration Level

NH

HOTEL GROUP



All Rights reserved. No part of this document may be reproduced without prior written consent of NH Hotel Group

The fields are:

e Proposal date: Proposal date for the change.
e Reason: Reason for the salary change.
e PS Area: The pay scale area defines the geographical area in which a collective
agreement is valid.
e Reference bonus/Social Security/Salary Base: From the left to the right side:
o New amount of this wage type to change by the user.
o Actual amount of this wage type.
o Number of payments.
e Grade and Level: Pay scale grades and pay scale levels are the criteria used to
classify data for job evaluations and indirect valuations.
e Historical of the request: This place displays the historical of the request. For each
action on the request (create, approve) displays the user, the date and the comments.

|.| Process request number 00000478

l@F’rocess request

Internal change 5 Salary change
Qrganizational assignment

Employee number rEIEB _IMELERD ALONSO, ANGELES
Proposal date |_”'12'2913Jj )
Company code ES18] NHHOTELES ESPANA, SL.
Personnel area 0818 ES_ABASCAL
Personnel subarea HOOT| H-ADMINISTRATIO
Organizational unit 50100529 H-ADMIMISTRATION
Position 30101473 ADMIMNISTRATIOMN_STAFF
Employee group 1 Fixed Contract
Employee subgroup N1| Adjusted Gross Inc.
Basic pay
Reason 00| Mo Reason
PS Area IE

MNewwvalues Old values Unit
Reference bonus 2,088,680 1.00@,00 1,08
Saocial Security =4 30,00 12,00
Base salary 45 [00, 80 40 080,86 1,08

Grade |& | Level |

User: Maria Angeles Melero Alonso
Date: 03122013 Time: 18:26:39  Action: Created

User: Verdnica Martin a
Date: 03122013 Time: 18:27:29  Action: Step Approved -
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The fields are:

Proposal date: Proposal date for the change.
Weekly Working Hours: Working hours per week.
Contract: The new contract for the employee.
Contract End Date: End date of the new contract.

Historical of the request: This place displays the historical of the request. For each

action on the request (create, approve) displays the user, the date and the comments.

Process request number 00000296

@F’mcess request

Internal change C Change in contract
Organizational assignment

Employee number fos Martinez, Gisela
Proposal date [91 .31 _2914:5

Company code E510) NHHOTELES ESPARA, S.L.
Personnel area 0018 ES_ABASCAL

Personnel subarea HOB3| H-F&BKITCHEN
Organizational unit 50100531 H-F&B/KITCHEM
Paosition 99999999

Employee group 7 | Temporary

Employee subgroup N1| Adjusted Gross Inc.

Planned working time
‘Weekly working hours 35,80 30,00

Contract elements
Contract 401D | DURACION DETER.T.C.P
Contract End Date 31.12.2014

User: Maria Angeles Melero Alonso
Date: 03.12.2013 Time: 18:26:39  Action: Created

User: Verdnica Martin
Date: 03122013 Time: 18:27:28  Action: Step Approved
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The fields are:

Proposal date: Proposal date for the change.

Employment Percentage: This field indicates the employment percentage according to

the work schedule.

Relationship: Relationship between the employee and the third person.

Date of birth: date of birth of the child.
First Name: Name of the child.

Last Name: Last name of the child.
Reason: Reason for the legal guardianship.

Historical of the request: This place displays the historical of the request. For each
action on the request (create, approve) displays the user, the date and the comments.

Process Legal guardianship request number 00000362

@F‘rocess request

Internal change G

Employee number 783
Proposal date

Legal guardianship

Organizational assignment

Melero, Arturo
g Tt
I_G-3.12.2t3-134_'ﬁ1

Company code ES18] MH HOTELES ESF'AN»\, SL
Personnel area 0818 ES_ABASCAL

Personnel subarea HO13| H-ROOMSMHOUS .

Organizational unit 501008536 H-ROOMSHOUSEKEEPING
Position 301014468 HOUSEKEEPING_MANAGER
Employee group 1 Fixed Contract

Employee subgroup N1 Adjusted Gross Inc.

Planned working time
Employment percentage | 75,00 75,00

Legal guardianship
Relationship =

Date of Birth 31.12.2012

First Mame LAURA

Last Name ABAD

Reason £ -

User: Maria Angeles Melero Alonsao
Date: 03.12.2013 Time: 18:26:39  Action: Created

User: Verdnica Martin
Date: 03122013 Time: 18:27:28  Action: Step Approved
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The fields are:

Proposal date: Proposal date for the change.

Weekly Working Hours: Working hours per week.

Contract: Id of the new contract.
Contract End Date: End date of the contract.

Reliever Number: employee number of the reliever.

Historical of the request: This place displays the historical of the request. For each
action on the request (create, approve) displays the user, the date and the comments.

Process request number 00000480

l@F’mcess request

Internal change q)

Partial retirement

Organizational assignment

Employee number
Proposal date
Company code
Personnel area
Personnel subarea
QOrganizational unit
Position

Employee group
Employee subgroup

Planned working time

‘Weekly working hours

Contract elements
Contract

Contract End Date
Reliever number

968

MELERQ ALONSO, ANGELES

17.12.2013

ES10
bo18
HOB1

MH HOTELES ESPARA, S.L.
ES_ABASCAL
H-ADMINISTRATIO

50100520 H-ADMINISTRATION
30101473 ADMINISTRATION_STAFF

1
N1

[

Fixed Contract
Adjusted Gross Inc.

18.12.2013

77

Pérez Avila, Felipe

User: Maria Angeles Melero Alonso
Date: 03122013 Time: 18:26:39  Action: Created

User: Verdnica Martin
Date: 03122013 Time: 18:27:28  Action: Step Approved

The fields are:

Proposal date: Proposal date for the change.
Contract: Actual contract of the employee.
Contract End Date: New end date of the actual contract.

Historical of the request: This place displays the historical of the request. For each
action on the request (create, approve) displays the user, the date and the comments.
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Process Contract extension request number 00000424

l@F’mcess request

Internal change ] Contract extension
Organizational assignment

Employee number '_'5114— _'Eias, Esteban

Proposal date o1.82 _2013”j1 )

Company code E518) NHHOTELES ESPAMA, S.L.
Personnel area ‘Bo1g] ES_ABASCAL

Personnel subarea 'HO13| H-ROOMSIHOUS .
Organizational unit 50188536) H-ROOMS/HOUSEKEEPING
Pasition 30181454 HOUSEKEEPING

Employee group 1] Fixed Contract

Employee subgroup N1 Adjusted Gross Inc.

Contract elements
Contract 4014  DURACIOMDETER.TC.P
Contract End Date 31.12.2015

User: Maria Angeles Melero Alanso
Date: 03.12.2013 Time: 18:26:39  Action: Created

User: Verdnica Martin
Date: 03122013 Time: 18:27:29  Action: Step Approved
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The fields are:

e Proposal date: Proposal date for the change.
e Contract: The new contract.

o Historical of the request: This place displays the historical of the request. For each
action on the request (create, approve) displays the user, the date and the comments.

Process Transfer to permanent request number 00000334

l@F’mcess request

Internal change I Transfer to permanent
Organizational assignment

Employee number rd-EI.'f‘? _‘CDLLADD, CARLOS
Proposal date ,30.11 .2913”jl )
Company code ES18) NHHOTELES ESPAMA, S.L.
Personnel area 0812 ES_ABASCAL

Personnel subarea HOB3| H-F&B/KITCHEN
Organizational unit 58118531 H-F&BKITCHEM
Paosition 30111451 KITCHEN_HELP
Employee group 7 | Temporary

Employee subgroup N2 CLA

Contract elements
Contract 51

User: Maria Angeles Melero Alonso
Date: 03122013 Time: 18:26:39  Action: Created

User: Verdnica Martin
Date: 03.12.2013 Time: 18:27:29  Action; Step Approved
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The fields are:

Proposal date: Proposal date for the change.
New Organizational Unit: The new Organizational Unit of the employee.
New Position: The new position of the employee.
Weekly Working Hours: Working hours per week.
Reason: Reason for the salary change.

PS Area: The pay scale area defines the geographical area in which a collective

agreement is valid.
e Reference bonus/Social Security/Salary Base: From the left to the right side:

o New amount of this wage type to change by the user.

o Actual amount of this wage type.

o Number of payments.
e Grade and Level: Pay scale grades and pay scale levels are the criteria used to
classify data for job evaluations and indirect valuations.

Contract: The new contract of the employee.

Contract End Date: New end date of the actual contract.
Professional Category: Professional category of the employee.

Historical of the request: This place displays the historical of the request. For each

action on the request (create, approve) displays the user, the date and the comments.

Process Internal transfer request number 00000337

@Process request

Internal change T

Internal transfer

Organizational assignment

Employee number
Proposal date
Company code
Personnel area
Personnel subarea
Organizational unit
Pasition

Employee group
Employee subgroup
Mew org. unit

Mew position

Planned working time

I_-m?? _|CCILI_ADO, CARLOS
I_ElEi.12.2El13UjJ )
E5100 NHHOTELES ESPANA SL.
BE18| ES_ABASCAL

HOB3| H-F&BKITCHEM
50110531 H-FA&BKITCHEN
30111451 KITCHEM_HELP

7 | Temporary

N2 CLA

B

30111458 COOKS
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0,08

Weekly working hours \

| Basic pay
Reason =]
PSArea [

New values Old values Unit

Reference bonus (¥ | [1.200,00 | [1,80 |
Social Security = | [2.880,80 | [1,80 '
Base salary = | |3 500,80 | [1,00 |
Grade |® | Level | |

| Contract elements
Contract [ ]
Contract End Date [ ]
Prof.cat & |

User: Maria ﬁ\ngeles Melero Alonso
Date: 03122013 Time: 18:26:39

Action: Created

User: Verdnica Martin
Date: 03122013 Time: 18:27:29

Action: Step Approved
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4 Cancel arequest

Highlight a line from the list and press the button to cancel the request.

Display Applicant request number 00000555

a Cancel request
Applicant data .

Request number m Created on 07.01.2014 Status : Pending HR proccesin
Applicant 163 | |CANDIDATO, MANOLD |
Employee c]

Organizational data

Proposal start date B3.03.2014

Organ. unit H-F&B/RESTAURANT

Position 36111442 WAITER

Company code NH HOTELES ESPAfIA, S.L

Business Area BE18) ES10 NH ABASCAL

Personnel Area ES_ABASCAL

Personnel subarea H-F&B/RESTAURAN

Cost Center ES169103GE 9103 Generic

Employee group m Fixed Contract

Employee subgr. @ Adjusted Gross Inc.

Location ae18 ES_ABASCAL

Add. cost center | | lo,00 |%

Personnel data
Title A7 wr

5 Determinate Responsible

Highlight a line from the list and press the button to display the persons that depend on the

request.

6 SAP Business Workplace

The HR Administrator could manage the requests through SAP Business Workplace too.

This option displays the requests that have to be processed by the HR administrator.
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To access to SAP Business Workplace, the administrator has to click on the button in the SAP
main window.

(& Menu Edit Favorites Extras  System  Help

@ | FdH @@ DHE NS0 BE @

SAP Access

[& ™| & | spothermenu | &8 B & | w & | [BCreaterole | BFAssignusers  [EyDocumentation

» (] Favaorites
* =3 SAP Menu
» [(] Office
» [J Cross-Application Components
» (] Logistics
» [[J Accounting
» [J Human Resources
»
v
»

(7 Information Systems

3 Tools "
[ WebClient Ul Framewark
h—-._

Or click on the following option: Menu / Business Workplace, in the SAP main window.

| 48

l:l7 Edit  Eavorites Extras System Help

User menu @ CHRER DDhod BE @)
SAP menu Cirl+F11
Business Workplace Cirl+F12
Create role Cirl+Shift+F12

P | v « | [BCreaterole | @FAssignusers  [EDocumentation

Display role menu Shift+F5

Refresh Cirl+F1
\-—E o for Employes

- [ BD21 - Select change pointer
« [#] WE0S5 - IDoc Lists
v [J Strutural Authorization
« [# /CCSHTMT_HOTEL_HTO3 - Display hotel data
» [J Personnel Administration
» (] Organizational Management
v (] Global Management Employee
v [J Recruitment and Internal Changes
- [# sWDD - Workflow Builder
2 SAP Menu
v [ Office
v (] Cross-Application Components
v [J Logistics
v (] Accounting
» [J Human Resources
v (7 Information Systems
v [ Tools
v [[J WebClient Ul Framework
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[E Workplace Edit Goto  Folder Environment  Settings  System  Help w

] B¢ SHE Do RE @

Business Workplace of Maria Angeles Melero Alonso

TPNew message [HIFindfolder (R Find document [ Appointment calendar B Distribution lists

~ e Workplace: Maria Angeles Welero Alonso)

v &3 Inbox =
+ & Outoox Business Workplace
v ¢B Resubmission

v ¢ Private folders

v ¢@ Shared folders

v 3 Folders subscribed to
« T Trash

- i Sharedtrash

To access to the requests, the administrator has to click on the following option: Inbox /
Workflow / Grouped according to task.

To see the Applicant requests: Applicant Process Level 99 Request

[& workplace Edit Goto Folder Environment Setings  System  Help w

< ~dEB C@e@ CHE S0o0 AR @

Business Workplace of Maria Angeles Melero Alonso

TAnewmessage [RlFindfolder  [HiFind document [ Appointment calendar & Distribution lists

" o oot i gt o s : @5 (TES) 0% 1 ) BTN
+ ] Unread Documents 0 Applicant Process Level 99 Request
+ ] Documents 0 Ex_| Title Status| Creation D Creation | Requestty  Company code | Company cade ¢
M Dok 7 [® [Applicant n° 00000555 is waling for Ievel 99 [ &2 [07.012014 [1520:43 [Applicant |ES10 [NHHOTELES E
~ ] Grouped according to task
- Applicant Process Level 99 Request
Atleast 1 ftem blocked for price reas.?
Atleast 1 item blocked for gty reas.?
Callto IN_ASSISTANT
- Check Trip Data
. CheckPritems
- Display MC document (outbound wio IDoc)
. Internal Changes Approval Request
- Internal Changes Process Request
+ [ Liberacion del pago 1
- Liberacisn del pago 2
+ [ Liberacion del pago 3
- List of items blocked for price reasons
+ [H Cutbound, error handling with IDoc
~ [M vacancies Approval Request =
+ (1 Grouped according to content % Tips & tricks: Replace work item... j

4 “

+ (] Grouped according to content type
+ (3 Grouped according to sort key

- Overdue entries 0

« [ Deadiine Messages 0

Applicant n° 00000555 is waiting for level 99 processing

- [l incorrect entries 0 Description Objects and attachments
+ & Outbox Applicant n° 00000555 is waiting for levl 99 processing + Applicant request 00000555
+ ¢B Resubmission =
v ¢ Private folders ~ Below you can see the applicant attributes. =~
lsApd q

To see the Internal Changes requests: Internal Changes Process Request
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[& workplace Eoit Goto  Folder Environment —Setings  System  Help

Coe SHR Dl BE @®B

4 - d

Business Workplace of Maria Angeles Melero Alonso

T7Newmessage  [HIFindfoider (Bl Find document B Appointment calendar

~ of Workplace: Maria Angeles Welero Alonso

~ & Inbox
- ] Unread Documents 0

ocuments 0

Workdlow 272

~ &3 Grouped according to task
+ [ Applicant Process Level 99 Request
. Atleast 1 item blocked for price reas ?
+ [ Atleast 1 item blocked for aly reas.?
+ [B Call to IM_ASSISTANT
. Check Trip Data

+ [ Display MC document (outbound wio IDoc)

+ [ Internal Changes Pracess Request
. Liberacién del pago 1
+ [ Liberacion del pago 2
. Liberacién del pago 3
. List of items blocked for price reasons
+ [ outbound, error handling with IDoc
+ [ Vacancies Approval Request
+ (1 Grouped according to content
» (1 Grouped according to content type
» (] Grouped according to sort key
[¥ Overdue entries 0
Deadline Messages 0
« [ incorrect entries 0
» & Outbox
+ B Resubmission
v & Private folders

B Distribution lists

= (E el =3 3 T R = = =3 Gl A 1

Internal Changes Process Request

Ex_ Title Status| CreationD_ Creation  Requesttype Company code | Gor

[ [internal change n° 00000460 is waiting for level 99 processing | &2 [13.122013 [14:21:04 [Leaving [Es10 [NH
@ Internal change n° 00000296 is walting for level 90 processing &2 16122013 10:39:39  Change in contract ES10 NH
|r “«r

Z Tips & tricks: Resubmit Work Item...

Internal change n° 00000460 is waiting for level 99 processing

Description Objects and attachments
Internal Change n° 00000460 is waiting for level 99 « It Change Request- 00000460
~ | | processing

g a

If the HR administrator selects the request and clicks on the @ button, the user can process

the request.

(= workplace Edit Goto  Folder Environment  Seftings  System  Help

[ VB e@e CHE thoad BE @@

Business Workplace of Maria Angeles Melero Alonso

TFNew message  (HiFindfolder [H}Find document BE Appaintment calendar

~ & Workplace: Maria Angeles Melero Alonso -

~ & Inbox <

- @] Unread Documents 0

- [M workflow 226
~ &5 Grouped according to task

&b Distribution lists

Internal Changes Process Request
+ ] Documents 0 Ex_| Title

Statuz Creation D, | Creation  Requesttype Company code | Company code descr
NH HOTELES ESPAR

NH HOTELES ESPAN
|

. Applicant Process Level 99 Request

Internal change n° 00000460 is waiting for level 99 processing 2 13.12.2013 14:21:04 _Leaving ES10
% Intemal change n* 00000296 is walting for level 98 processing ) 16122013 10:39:3% Changein contract ES10

- Atleast 1 item blocked for price reas.?

« [¥ Atleast 1 item blocked for aty reas.?

- [¥ Callto IM_ASSISTANT

« [B Check Trip Data

CheckPritems

« [¥ Display MC document (outbound wio IDoc)
nternal Changes Approval Request

« [B Internal Changes Process Request
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Process request number 00000296

l@Pmcess request

Internal change C Change in contract
Organizational assignment

Employee number TO8 Martinez, Gisela
Proposal date [91 .81 .29144?@

Company code ES18 NHHOTELES ESPARNA, S.L.
Personnel area B012| ES_ABASCAL

Personnel subarea HOO3 | H-F&BIKITCHEN
Organizational unit 501808531 H-FE&B/KITCHEN
Position 9959954949

Employee group T | Temporary

Employee subgroup N1 Adjusted Gross Inc.

Planned working time
Weekly warking hours 32,08 6,00

Contract elements
Contract 4010 | DURACION DETER.T.C.P
Contract End Date 312 2014

User: Maria Angeles Melero Alonso
Date: 03122013 Time: 18:26:39  Action: Created

User: Verdnica Martin a
Date: 03122013 Time: 18:27:29  Action: Step Approved -

If the request could be processed by more than one administrator, the first administrator that
tries to process the request will lock the request for other administrators.

[ Workplace Edit Goto Folder Emvronment Seftings System  Help | -4
& B IC@e CHE Do BER @m

Business Workplace of Maria Angeles Melero Alonso

TFNew message  (HiFindfolder [H}Find document B Appointment calendar % Distribution lists

i i el M e T : EREEE wEE TS JE ) (E) =] FLE
e Inbox g
- &) Unread Documents 0 Internal Changes Process Request
- &) Documents 0 Ex_ Title Status CreationD_| Creation | Requestiype Company code Company code dest
™ [ Workflow 226 @ Internal change n° 00000460 is walting for level 99 processing  [f)  13.12.2013 14:21:04 Leaving ES10 NH HOTELES ESPA

~ 1Y Grouped according to task
+ [H Applicant Process Level 99 Request
. At least 1 item blocked for price reas ?
. Atleast 1 item blocked for gty reas.?
+ [H Callto IM_ASSISTANT
. Check Trip Data
. CheckPritems
+ [H Display MC document (outbound wio IDoc)
. Internal Changes Appraval Request
. Internal Changes Process Request

# Internal change n° 00000296 is waiting for level 99 processing  §  16.12.2013 10:39:39 Change in contract ES10 NH HOTELES ESPA

2

is locked by him/herself. The other administrators couldn’t process this request now.

The second request has the status column like this . This symbol means that the request
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If the first administrator doesn’t process the request and wants to unlock it, has to select the

request and the button.

[= workplace Edit Goto Folder Environment Settings  System  Help w
[ ~FdE @@ CHE 0o BE @m)

Business Workplace of Maria A'nge.'es Melero Alonso

TPNewmessage  (HlFindfolder {HiFind document &l Appointment calendar G Distribution lists

~ o Workplace: Maria Angeles Melero Alonso - @
- & Inbox -

- f] Unread Documents 0 Internal Changes Process Request

° D“E“mems 0 Ex_| Title Status| Creation D Creation Requesttjpe Company code | Company code desc

~ [ Workiow 225

o T iz T

ﬁ'”:““' “:”F:d‘”g“"fs"lgm . | @ Internal change n® 00000296 is wailing for level 90 processing 2 16.12.2013 10:36:38 Change in contradl ES10 HH HDTELESESPﬂ
N pplicant Process Level eques

- [B Atleast 1 item blocked for price reas.?

- [B Atleast 1 item blocked for aty reas.?

- [M callto IM_ASSISTANT

- Check Trip Data

« [H checkPritems

« [H Display MC document (outbound wia IDoc)
. Internal Changes Approval Request

. Internal Changes Process Request

The request could be processed by all the administrators now.

[ workplace Edit Goto  Folder Envronment Seffings  System  Help w
(4 - d @ CHE fhoa B @
Business Workplace of Maria Angeles Melero Alonso

TFNew message  (HiFindfolder [HIFind document BE Appointment calendar & Distribution lists

- gr‘k::a:e Maria Angeles Melero Alonso - [ E] 2] B . == R
~ nbox. ~
+ f] Unread Dacuments 0 Internal Changes Process Request
+ #] Documents 0 Ex_ Titie Status Creation D, | Creation  Requesttype Company code | Company code descr
~ [ Workflow 226 # Internal change n® 00000460 is waiting for evel 99 processing 2 13.12.2013  14:21:04 Leaving ES10 NH HOTELES ESPAR

~ £ Grouped according to task
. Applicant Process Level 99 Request
« [B Atleast 1 tem blocked for price reas.?
« [¥ Atleast 1 item blocked for aty reas.?
- [¥ Callto IM_ASSISTANT
« [B Check Trip Data
. CheckPritems
« [¥ Display MC document (outbound wio IDoc)
. Internal Changes Approval Request
« [B Internal Changes Process Request

® Internal change n® 00000296 is waiting for level 99 processing & 16122013 10:39:39 Change in contract ES10 NH HOTELES ESPAN

The HR administrator could create substitutes to process his/her requests when he/she can’t
do it, for example, for vacancies or illness.

To create a substitute, follow the path: Settings / Workflow Settings / Maintain Substitute

[& workplace Edit Goto  Folder Environment | Sefiings | System  Help w

& ~ 4 @ @@ L[ Officesetings B %W,
Woriflow setings | Personal setiings
Business Workplace of Maria Angele  switen off preview Display organizational assignment
T newmessage [l Finatoder (3] Fing document__ 53v@ When vou exit Refresh organizational environment
‘Adapt substitution
~ o Workplace: Maria Angeles Welero Alonso - End substitution
d ET?E“S = — ~ Grouped acc Maintain substitute
nresd Decuments (Bt st Activate/Deactivate Substitute
+ f] Documents 0 Executable| Status | content | Attachments | Confirm | Work item overdue
~ [B workfiow 272 = 2 Adopt view
~ €3 Grouped accarding to task Exitview

. Applicant Process Level 99 Request

- [B Atleast 1 item blocked for price reas.?
+ [B Atleast 1 item blocked for qty reas.?

+ [B Callto IM_ASSISTANT

. Check Trip Data

- CheckPritems

+ [ Display MC document (outbound wia IDoc)
. Internal Changes Approval Request
Internal Changes Process Request

o Liberacion del pago 1

« [® Liberacién del pago 2

. Liberacién del pago 3

+ [®l List of items blocked for price reasons

Select the user name and the Create Substitute option.

Click&Hire.Level99.HR Administration Level

NH | HOTEL GROUP



All Rights reserved. No part of this document may be reproduced without prior written consent of NH Hotel Group

[T Personal Substitutes

Name Substitution P.. | Substitute Sta.. | Assigneda.. As..
+ [ Maria Angeles Melero Alonso

| 4

[u@[@][ Substitutes for positions

Select the user from the list.

|‘
[+
]

e Ve i

S (Ca—
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[E User (1) 1 Entry found

ﬁ Users by Address Data

x

[«

[

PV OT Extended object  Objectab_ Objectname  Startdate End Date
01 US VMARTIN Martin Verénica Martin  01.01.1900 31.12.9999

Select the validity period of the substitution and select the Substitution active check.

[S Detail Screen Substitution

Substitute for Mariaﬁngeles Melero Alonso
Substitute Verdnica Martin
[¥]Personal substitution

Substitution data

Validity [0T.U8.207T4] 1o [T3. 0B 2UT4]
S — |
Frofile | [ General substitition

[| Substitution active

[E Personal Substitutes

MName Substitution P.. | Substitute Sta.. | Assigneda.. Assigned..

- [ & Maria Angeles Melero Al

. B‘uferdnica Martin General substit.. @ Activatad 01.08.2014 15082014

4 F 4 )

1P

[ Substitutes for positions
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To deactivate or activate the substitutions, select the path: Settings / Workflow Settings /
Activate/Deactivate Substitute

& workplace

]

Edit Goto  Folder Environment | Seftings | System  Help

FdEH @@ L

Business Workplace of Maria Angele

TANew message (Rl Findfolder [ Find document

~ «f Workplace: Maria Angeles Melero Alonso

~ & Inbox

- ] Unread Documents 0
« f] Documents 0
= [B workilow 272
~ 3 Grouped according to task

To deactivate a substitute:

. Applicant Process Level 99 Request

« [¥ Atleast 1 item blocked for price reas.?
« [l Atleast 1 item blocked for qty reas.?

+ [H call to IM_ASSISTANT

. Chack Trip Data

- M CheckPritems

. Display MC document (outbound wio IDoc)
« [¥ internal Changes Approval Request

- Internal Changes Process Request

. Liberacién del pago 1

. Liberacién del pago 2

. Liberacién del pago 3

. List of items blocked for price reasons
. Cutbound, error handling with IDoc

. Vacancies Approval Request

Office seftings
Workflow settings >
Switch off preview

Save when you exit

- @EEER
Grouped acc:

Executable] Status
L a4

B e

Personal setings

Display organizational assignment
Refresh organizational environment
Adopt substitution

End substitution

Maintain substitute
Activate/Deactivate Substitute
Adoptview

Exit view

content Attachments | Confirm  Work item overdue

Mame

~ [& Waria Angeles Melero Al

- [ Verdnica Martin

1)

To activate a substitute:

Substitution P..

[zeneral substit...

1)

Substitute Sta... | Assigned a.. Assigned..

@ Activated 01.08.2014 15.08.2014

41 F

ml Deactivate ] [ Substitutes for positions
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[E Personal Substitutes

1P

i)

MName Substitution P.. | Substitute Sta.. | Assigned a.. Assigned..
~ [& Maria Angeles Melero Al
F B Verdnica Martin General substit.. @ Activatad 01.08.2014 15082014

1P

[v’]mi Deactivate ][ Substitutes for positions
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