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2. Distribution list
Name Position BU
End users HR Benelux, Central

Europe, Italy, America
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3. Introduction

The objective of this manual is to introduce the user to the new computer system of
personnel management, as well as to provide support and serve as a graphic and
explanation guide for daily operations; in order to ensure the correct personnel
management in the application and the quality of the data reported in the new
system.
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4, Basic Concepts

4.1.

Access to the system.

=
To access the system, the user should click on the SAP Logon icon . Once the
registration screen is opened, log in with your username and password to access the

main menu.
5 Menu Edit

(4 MR

Favortes Extras  Syst

SAP Easy Access
[6F % | Saothermenu | & B &

——

et
Cae CHE OOoD

-

==l

b) Options toolbar

4 | (Bereaterole | €PAssion usfs  [EDocumentat

-
+ (3 Office
+ (3 Cross-Application Components
» [ Logistics
+ (J Accounting
~ &3 Hurman Resources
+ [ PPMDT - Manager's Desktop
» (3 personnel Management
» [J Time Management
» (CJ Payroll
v (J sAP Learning Solution
» (J Training and Event Management
» (3 Training Meeds Management
» [J organizational Management
» (I Travel Management
» [ Information System
+ (J Information Systems
[

a) Main
transactions
menu

e) Status bar

¢) General tasks
toolbar
d) Toolbar of tasks
corresponding to
each transaction

f) Maximize,
minimize,
close

[+ sEI(1)200 ¥

nhsecd2 | INS =

a) Main transactions menu. Allows to navigate between different functionalities
that each user has access to.

b) Options toolbar. Allows to create shortcuts to access specific transactions,
and to configure system options.

c) General tasks toolbar. Contains icons for quick access to the most frequent
actions, and allows to enter the key of the transaction to be executed.

@ |

aj

d) Toolbar of tasks corresponding to each transaction. Indicates the possible

tasks to execute for each transaction.
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e) Status bar. Indicates the progress of the task execution and the possible

errors.

f) Maximize, minimize, close. As in any application, the upper right corner

allows us to maximize, minimize or close the tab.

4.2. Basicicons.

& Continue 010 First page / Previous page

[ New document i} Delete

£ Execute A9 33 Next page / Last page

= Save Create new mode/window

& Back F1 (@ Help

& Finish Set local device

@ Cancel FagiC=" Ascendir;g1 n/k[i)negscending

| Print = = Insert / delete line
ERES Search / Continue search Es| Local file

i Chart view [ Bring variant

= E-mail recipient g Multip;eelleﬁ;cgrr]native

E Set filters =] Position
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EE Copy Select list value

0 Select all / Unselect all Mugg%;;lgﬁttioc?it/eﬁ;her
mig Another document = Detail
(2 Edit text Rl Expand / Collapse
=5 Display text & Create role
(= SAP Menu SAP Business Workplace
2 Display / Edit &i#] Add / Delete favorites
& Edit v A Up / Down favorites

Note. Holding the mouse over each icon, it indicates the task to which it
corresponds.

In the transaction screens, the system will request different information fields, among
which all those marked with [ correspond to mandatory values; and the ones

marked with @ allow to select a value from a predefined list.
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4.3. Notifications.

In the status bar, SAP communicates the status of tasks to be executed, with the
following messages:

e |

[

Information: Indicates that the task has been successfully completed.
Warning: Indicates that the task will be executed, however informs of
possible states or consequences. The task is executed by pressing ENTER.

Error: The system reports that the task can not be executed until error is

corrected.
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5. SAP functionality

SAP works with different transactions depending on the task you want to perform:
display, execute or modify data. The most common tasks are listed for the daily
operational personnel management, as well as other features of the application:

o PAA40: this transaction allows to perform actions applied to the employee.

e PA20: through this transaction we may view the employee data.

e PA3O: this transaction allows us to modify the employee data.

o Infotypes: In SAP, the data related to an employee is stored in infotypes. An
infotype represents a group of homogeneous data of an employee and is
characterized by being limited in time. Infotypes have names and a 4-digit

code. The infotypes that have the mark .4 on their right, are updated for the
selected employee.

[& HRmaster deta Edit Goto Extras  Utiities  Settings  System  Help

& B @@ DHE Dhoad ER 2

[ .| Maintain HR Master Data
Oz e DT 2

<=1 [&] =R Person ID 190 Pers.Assgn 190 ( 18.11.2013 - 31.12.9000 ~| [P
Find by MName PEREZ, MARTA
~ @ person EE group 1| Ficed Contract Pers.area 0011 ES_PRISMA
+ [Hl collective search help EE subgroup N1| Adjusted Gross..
« [ search Term
- [H] Free search .
. Basic personal data | Cagp: |nf0tVDe W|th data It Employment |
Infotype 5.. Period
EEE e EE = iActins o - I
T \Organizational Assignment 4 ~ From To
{ame Personal Data "4 7 Today TCurr.week
Addresses 14 il ") Current month
Bank Detai L4 ") From curr.date TLast week
Planned Working hith
Family Member/Dependents |nf0tvpe Wlth out data vear
Qualfications = S Choose T
Communication -

e General search: We are going to use the * symbol, to indicate that the
search should contain the introduced values.
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®
O,

6.

Employee hiring

To process employee hiring, other than extra or outside labour, we enter the PA40

transaction, select the action HIRING and click on the execute icon

@1

oo Extras  Utiities  Settings  System  Help

@@ CHE DDoLHD AR @m

| Personnel Actions

« (Hl Free search

=By e =

<[] =& 2]

Findl by
~ @9 Person Person 1D s T9Pers.ossgn  [30000171 ( Active ]
- (M) Collective sarch help — | -
* (Kl search Term
EE group 1| Fixed contract  Pers.area 0140 ES_VILLA_DE_BILBAO

EE subgroup
Start

01 Adjusted Gross.. Cost Certer ES1001406E| GEMERIC

Personnel Actions
Action Type

. Personn... EE group  EE subg... | ]

b

Hit: list
Personnel number Name T
00000002 P 00000002
. Hiring Extra
00000003 Alvarez Olmo, Manuel T
00000004 Abrl, Macarena Flig @uEiEs LEauy
oooDo00S Lagn, Sara Global Change
00000006 Peinado Vdzouez, Luis Reentry
00000007 Lagn, Sara Organizational Reassignment
00000008 FLORES CAMPO, ROSA Global Action
00000009 LOPEZ PEREZ, CARLOS Assigment Planming National
00000010 LOPEZ PEREZ, CARLOS Ellss) CeEER EETE
00000011 LOPEZ PEREZ, CARLOS e AR
00000012 LOPEZ GARCIA, CARLOS
Home Inactivation a
00000013 PALOTES, PERICO
Complete Assignment Plarn -
00000015 Perga, Juan
0 0
SAE4 b el (2)200 ¥ nhseco2 | OV

@

We will see the HIRING window where we should fill in the following fields:

Start (employee’s start date)

Title (treatment of the person)

Last name

First name

Birth date

Position (position of the employee in the
organizational structure). Clicking on this
field, a window with the organizational
structure will be displayed. Clicking on
different "boxes", the hierarchically lower
ones will deploy, so we may see the
different departments until finding the
desired position.

Personnel Area (work center)

Personnel Subarea (department)

EE group (employee type)

EE subgroup (employee with agreed wage
or convention)

The Personnel number field should not be filled in,
as the system will generate it automatically when saving.

& HR master data

@

Hiring

Person ID

¥
Personnel Number |

Start

Personal Data
Title
Last name

First name

Birth date

Hiring

Action Type
Reason f.Action

Goto  System  Help

4@ e CHRE o0 o0 AR @B

31.12.9393

Hiring | RefPersiio. |0

2]

Organizational Assignment

Posttion
Personnel area
Personnel subarea
EE group

EE subgroup
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= HR master data Goto  System  Help
1 FdEBIC@e  SHE DD OO0 HE @’
Hiring
Person ID
Personnel Number
e = - 31.12.94 Name o Code Vi
+ I HQ_CORP_AFFAIRS&COMM 0 50100002  DP_HQO6_90... 01.01 +
* [ 50_ MAHAGEMENT_SOTOGRANDE 0 50100003  DP_CS08_S0 01.01 7
Personal Data | + O HQ_GENERAL_SECRETARY 0 50100025  GM_HQ14 02 01.01
Title - + [J HQ_ASSETSRDEVELOPMENT 0 50100026  GM_HQ14_03 01.01
L3st name 1 » I HQ_FINANCIAL 0 50100027  GM_HQ14_04 01.01
) 4 + CJ HQ_RESOURCES 0 50100028  GM_HQ14_05 01.01
First name .
+ CIHQ_MKT 0 50100029  GM_HQ14 06 01.01
~ CJ HQ_OPERATIONS 0 50100030  GM_HQ14 82 0101
Birth date + B CHIEF_OFFICER S 30100063  CHIEF_OF e
- 8 ASSISTANT S 30100233  ASSISTAN Position 30103098-
Fiing ¢ & s sz e o corresponding to the MANAGING
) = » [ HQ_COMMERCIAL 0 50100049  DP_HQ27 ]
BEET TS Hinng » [ HQ_CONTROL_MANAG ¢ DP_HQO5 | DIRECTOR of BU
Reason f.Action » I HQ_OPERATIONS_MANAG [ DP_HQ28
~ [J BU_SPAIN&PORTUGAL 05 BU SPAIN&PORTUGAL
Organizational Assignment ] * & ASSISTANT B S ISTLEL] (each available position may onIy
- + B MANAGING_DIRECTOR § 301030987 MAN_DIRE] .
osition > Gy 0 co £ be occupied by one employee)
Personnel area + [J CO_PORTUGAL 05 CO_PT
Personnel subarea + [J BU_CENTRAL_EUROPE 05 BU_CE 01.01
EE group - [ BU_BENELUX&FREUKSAF 05 0  BU_BENELUX 01.01 ,
+ O BU_ITALY 0 50100061  BU_IT 01.01 &
EE subgroup =t =
4 b i

Once all the data is filled in, we click on the icon Hl ' to save the information and

continue to the next screen.

In the infotype 0002 CREATE PERSONAL DATA the previously reported fields are
displayed filled in; since the employee's last name was not previously requested, the
second field Last name does not appear filled in.

In this infotype at least the mandatory fields should be reported: document type,
document number, birthplace and nationality.

The date displayed in the start field is the employee’s date of birth.

&= nfotvpe

& -

Edit Goto  Extras

dE @@ DHE @O o8  BE @ m

System Heln
Create Personal Data
PE=g

119
119

Person ID Pers.Assgn ooo0o119

Personnel Mo

= -
Start ,09.07. 1557 [Tha 31.12.9999

Marme

Title Miss -~ Marne Forrnat

Lazt name Retondaro Last name

First narme wictoria Initials

Title >

Docurnent no., ES Doc. type Alien identification number (NI ~

Birth data

Birth date a9.07.1957 EBirthplace =

Province Ctry o.birth -

Language English - Mationality Russian -

Other data

Mar.Status - Since Mo, child.
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After saving the reported data, the following screen will be displayed, corresponding
to the infotype 0001 CREATE ORGANIZATIONAL ASSIGNMENT, that shows the
previously reported organizational data.

In this infotype the field Location (physical location of the employee) should be
reported; clicking on this field, the list of values that can be selected will be displayed.
In this infotype the field Supervisor should also be reported, when deploying the
responsible person will be displayed, and clicking on Enter, the field with the
employee number will be filled in, displaying the Last name and the First name.

The percentage displayed is related to the position and by default is 100%; this field
is not related to the employee’s working day.

= Infotype Edit Goto Extras System Help
& ~ <A HEH & @@ i E ) T oan s EE ) e I
Create Organizational Assigrinrent
@ @ A‘Z Org Structure
Pers.Mo. 138 ID nu 11113131311H
Mame Miss
Birth date 01.01.1970
Start 01.12.2013 to 51.12.9999
Enterprise structure
CoCode ES51& GRAM CIRCULO DE MADRID, Leg.person
Pers.area 0248 ES_CASINO Subarea HCO3 H-F&B/KITCHEM
Cost Ctr Bus. Area oz4as ES16 CASING DE MAD
Personnel structure
EE group Bl Fixed Contract
EE subgroup |H1 Adjusted Gross Inc.
Organizational plan Administrator
Percentage 100,00 [ Assignment Group o0zas
Position 30000008 SOUsS_CHEF PersAdrmin
SOUSs_CHEF Time
Job key 10000061 SOUS_CHEF Payradmin
SOUS_CHEF
Org. Unit 50000099 DP_HOO3_ 0248

H-FEB/KITCHEM

Addmional Fields

Location C |ozaz DES_cCASINO
Supervisor @' ALOTESS.PALOTESS, PERICO

Sawve your entries

[

Once saved, you pass to the next screen corresponding to infotype 0006 CREATE
ADDRESSES, where we should fill in the required fields.

The address format to be taken into account to complete the open fields is:

- In the first field Street and House No. the name of the street should be
reported

- In the second field Street and House No. the number of the street should be
reported

- Inthe field 2nd Address Line the floor, letter, stairs,... should be reported

VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE
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& Infotype Edit Goto Extras System Help
& -8 @@ CHE oodos BEE ®m
Create Addresses

H B & Foreign address

Person ID 112 Pers.fssgn 30000049 ( Active ) - |Q|
Personnel No 119 MNare Fetondaro, Victoria o
EE group 1| Fixed Contract Pers.area 0015 ES_ABASCAL
EE subgroup Nz CLa Cost Center E5100015GE GEMERIC
Start [kza.m.znlaj to 31.12.9993
Address data
Address type 1 Permanent residence
Street Key = -
Street and House Mo, &> | a—-
2nd Address Line = —
Postal Code/City &
District
Province
Country Spair -

Additional data
Telephone Murnber Distance in km. '
Cornrmunication Compary housing

Bus route

After saving the data, the infotype 0007 of CREATE PLANNED WORKING TIME
will be displayed, to fill in the data of the employee’s working day.

By default the field Time Mgmt status is filled in with the value “O- No time
evaluation”, that should be maintained.

The fields corresponding to the section Working time, report the 100% of the
employee’s working day; by default the field Employment percent is filled in; clicking
Enter will fill in the rest of the fields of this section, with general values defined for the
100% working day.

The fields of the section Real working hour should be always filled in, not only in case
the employee has a reduced working day (either by legal conditions, or by partial
contract), to report the working day that the employee actually has, filling in the field
that proceed.
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[5 Infotype Edit Goto Extras  System  Help
& FldEg @@ CHE oho80 EE @0

Change Planned Working Time
& @ .2 Hwork schedule

persan 1D 138 Pers.Assgn | 138 ( 01.12.2013 - 31.12.0909. \§|
Personnel No 138 MName FEREZ GOMEZ, JULIA -
EE group 1 Fixed Contract Pers.area 0248| ES_CASINO

EE subgroup  |W1| Adjusted Gross In

Start [01.12.20133 To 31.12.9999 Chg. 05.11.2013||E000000ST&73

Work schedule rule

Work schedule rule NO
Time Mgmt status 0 - Mo time evaluation -
Part-time employee

Working time
1 Employment percent 100,00
Daily working hours 8,00
i ‘Weekly working hours 40,00
Monthly working hrs 173,33
Annual working hours 2079, 96
L Weekly workdays 5,00

~ Real working hours

Employment percent

Daity working hours

- Weekly working hours 35,00
Monthly working hours

Annual working hours

Once the data is saved, the infotype 0008 CREATE BASIC PAY will be displayed.

The mandatory fields in this infotype are: PS Type, PS Area and PS Group and
Level, that will be filled in with general NH values, except the PS Area, which will be
the corresponding collective agreement.

In the field Wage Type Long Text, the salary concepts of Reference Bonus,
Employer Social Security, Base Salary should be reported, indicating the amount of
each concept in the field amount, taking into consideration the 100% of the working
day. The number of pays will be reported in the field number/unit. In the field unit the
value with the corresponding units (months, years,...) will be reported.

All the fields are mandatory, so in case there is no reference bonus, the value of
0,01€ should be reported in the field amount.

Finally, the fields Grade and Level should be reported, according to the grades policy
of the Company.

Once all the salary concepts are reported, the field Ann Salary will be calculated
automatically, showing the sum of base salary and reference bonus. The field EE
Comp Cost will be also calculated automatically, summing the base salary, employer
social security and earned bonus.

VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE
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System  Help w

DHE 2Do0 BE

Person ID 190

Pers.Assgn 190 ( 18.11.2013 - 31.12.9099.. | [
Personnel No 130 Name FEREZ, MARTA _
EE group 1/ Fixed Contract Pers.area 0011 ES_PRISMA
EE subgroup N1 Adjusted Gross In..
Start 18.11.2013) to 31.12.9999) Chng 18.11.2013 [E00000057673
Subtype 0 | Basic contract
Pay scale
Reason 07 MNew Hiring Cap.util.tvl 100,00
PS type E5 NHCLAES ‘WkHrs/period 173, 33| Monthly
PS Area 56 MADRID (COMPL.) Next inc,
PS group NH Level WH <Enn.satarv

30.001,00’“?

W... Wage Type Long Text
NHO1 Reference Bonus

NHO2 Employer Social Security
NHO3 Base Salary

0. Amount
1,00 EUR v
1.000,00 EUR

30.000,00 EUR

4 »
IV[HJL:MSE 31.12.9999 \I"Z\
Additional Fields
Grade 06
Level 05
31.000, 00
0,00

31.001,00 EUR

Eamned Bonus

Period

curr... |I... A.. Number/Unit Unit m

1,00 Payper.
1,00 Payper.
1,00 Years

Once we save the economic data, we will see the infotype 0009 CREATE BANK
DETAILS where the method of payroll payment should be indicated in the field
Payment method, being necessary to fill in the rest of the employee’s bank details, in
case the transference option has been selected.

The IBAN code will be generated automatically clicking on the icon RY

Infotype Edit Goto Extras System Help

& -~

Create Bank Details

EH & 2
Person ID 192 Pers.Assgn
Personnel Mo 192 MHame
EE group ull Fixed Contract Pers.area
EE subgroup H2| CLA

—
Start L22.1:|..2t:1::J to 31.12.99949

Bank details

Bank details type Main bank

Payee FERMAMDEZ, CARMEMN
Postal Code/ City 2E003 MADRID
Bank Country Spain -

Bank Key

Bank Account

IBAM

Payrment method T Transfer {Customaer)
Purpose

Payment currency ETER European Euro

192 ( 22.11.2013 - 31.12.9999_ ~
FERMANDEZ, CARMEN

dBE @@ DHEE . O EE O

=)

0005 ES_CANCILLER_AYALA

Bank control key

=]
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When we save the information of this screen, the infotype 0016 CREATE
CONTRACT ELEMENTS will be shown, where we should fill in the field Contract ID,
with the employee’s contract code.

& Infotype  Edit Goto Extras Systern Help

V] JdEH @@ CHE fDa8 BEE @ ;|
Create Contract Elements
e
Person ID 119 Pers.Assgn |30000049 ( Active ) > |Q§?|
Personnel HNo 119 Iarne Retondaro, Victoria
EE group 1| Fixed Contract Pers.area 0018 ES_ABASCAL
EE subgroup M2 | CLA Cost Center E5100018GE GEMERIC
Start 23.10. 2013 to 31.1z.99849

Contract key

T3 =)
Contract ID |__| rmanent Full-time:
Contract groupe

Contractual Regulations

Contract type -
Contract Start 23,10, 2013
Method v
workg day -
Sideling Job Competition Clause
Social insurance | Parttime Admin. Data INEM Printing Cantret | el

Curr, contr.key
Main contr, key

The next screen that will be displayed is CHANGE DATE SPECIFICATIONS,
(infotype 0041) where we may report the employee's seniority date, in case it is
different to the one of the hiring we are processing.

VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE




H Project: SAP training manual for end users Date: 14/05/2014 | Page:19
HOTELES | T parsonnel Administration
1D | [ wversion | 01 | Revision [ 00
= Infotype  Edit  Goto  Extras  Systemn Help
& 480 /¢EQ CHE DDhoa RE | @

Change Date Specifications

HE A
Person ID 119 Pers.Assgn |30000049 ( Active ) > |Q§9|
Personngl Mo 119 Iarne Retondaro, Victoria

1 Fixed Contract

EE subgroup (N2 CLA
T3

Start 23.10

EE group

3l.

Date Specifications

Date type Date

Pers. area

Cost Center

0018 ES_ABASCAL
ES100018GE  GEMERIC

12.9399 Chrg |28.10.2013 100000115192

Date type Date

To do so, in the field date type it is necessary to select the option first working date
and fill in the real seniority date, in the field date.

The next infotype to be displayed will be 0021 FAMILY MEMBER/DEPENDENTS. In
case we don’t want to fill in the relatives’ data, we may click on the X of the screen
displaying the different values, in order to finish the Hiring transaction.

=

Infotype Edit Goto Extras Systemn Help
& FldEB @& DHE Do BE @)
Copy Actions
e & 2 CrExerute info group &7 Change info group
Person 1D 119 Pers.fssgn | 30000049 ( Active ) ~| [
Pers.ho. 119 Yy for infotype "Family Mernber/Dependents” (1) 19 Entri
Marme Retondaro, Victoria < Restrictions |
EE group 1| Fixed Contract Per
EE subgroup Nz LA Cost m_/
] <) & || 4
Start 23.10.2013 to 31.1 Gﬂ I_I IE__|
IST--- IName Print Locally
: (1 Spouse
Personnel action 110 Dworced spowse
Action Type Hiring 11 Father
Reason for Action 12 Maother
13 Dormestic Partner
Status 14 Child of Domestic Partner
N — 15 Registered Partner
2 : {2 chid
Ermployrnent Active | L=e] el
Special payment Standard wage ty| 4 Testatar
5 Guardian
Crganizational assignment ] Stepchild
Position soonooas| pes|?  Emergency contact
Personnel area oo01s ES_~BAS g Rt mereams
Employees group 1 Fixed Col
Emplovee subgroup Nz L
Additional actions )
Start Date  Act,  Action Type 15 Entries found

23.10.2013 A1  Hiring
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When filling in this infotype, we should report at least the fields Last Name, First

Name and Date of birth, corresponding to the spouse and/or children.

[& Infotype Edit Goto Extras System  Help

[ -4 @@ CHE Do BEI@
Create Family Member/Dependents
=R
«|(=][&] [Z][2] Parson ID 130 Pers.Assgn  [190 ( 18.11.2013
Find by Personnel Mo 190 Name PEREZ, MARTA
e ‘3@ Person EE group 1 Fixed Contract Pers.area 0011 ES_PRISMA
* [ Colective search help EE subgroup  [N1| Adjusted Gross In...
- B Search Ter Start 1 T3k 31.12.9998
« [ Free search L Jetio —

Famity Member/Dependents

Family Member |1 Spouse Mumber
‘i‘ |§‘ ‘E”E”i| = |EH‘ Last name & Last name
Hit list First name (= Initials
e Other title - Name Format
Name prefix hd Name prefix
Gender ) Fermale = Male
Date of birth ~
Birthplace Birth name
Ctry 0.birth hd Nationality
Other nat. - 2/3 nat.

Relevant data for employment tax
Minimum Family Tax Basis
DescChlgdPers h
NIF
Adop. date

~31.12.90%9. ~ [
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7. Internal changes

Through this action we may manage different changes of the employee (hours,
contract, salary,.....)

To do so, access the transaction PA40, select the employee, the action INTERNAL
CHANGES and click on the execute icon.

On the first screen the field reason for action should deploy, to choose the type of
modification we want to manage.

The types of changes we may carry out are:

- Change in Hours: a measure to manage a change in the employee’s working
hours which does not involve a change in contract

- Salary Change: a change in the employee’s salary which includes base
salary, employer social security and reference bonus

- Change in Contract: a measure to manage a change in the employee's
contract that does not involve a change in the employee's group

- Contract Extension: to manage the extension of the temporary contract
duration

- Transfer to fixed contract: to manage a change in contract which also
involves a change in the employee's group to "Fixed"

- Change in Address: an action to manage a change in the employee’s home
address information

- Change in Bank Details: to manage a change in the employee’s bank details
used for payroll payment and travel expenses.
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& Infotype Edit Goto Extras System Help
& 48 @@ DHE Do BE @0
Copy Actions

& & A% l@Execute info group £ Change info group

Person 1D 130 Pers.Assgn | 130 ( 30.10.2013 - 31.12,.9999 .« |§|
Pers.MNo. 130 -
MNarne Perez, Alejandro
EE group 4| Extra Labour Pers.area 0248 ES_CASING
EE subgroup Nz CLA Cost Center ES160248GE GENERIC
Start 30.10.2013 to 31.12.9999 .E’F{EESDI‘I for Action (1) 9 Entries
- Restrictions |
Personnel action |
Action Type Global Change - =T
Reason for Action O DI%IJ%I B Iil [
Marne of action type: Global Change
Status | ac_ “|name of reason for ac_
Custormner-specific :Dl :Change i Hours
Employment Active jo2  Salary Change
Special payment Standard wage type |92 Change in Contract

04 Legal Guardianship
0s Partial Retirernent

Organizational assignmemt dos Contract Extension

Position 300000610  WAITER Training 07  Transfer to Permanent
Personnel area 0z4s ES_CASIND [u[=} Change in address
Ernployves group 4 Extra Labour 09 Change in Bank Details
Employee subgroup nuz L O Entries found

Additional actions

Start Date  Act, Action Type ACtR  Reason for action E
30.10.201=2 A2 Hiring Extra

Once the changes are saved, we will see different infotypes that will allow us to
manage the selected change, from the change start date, indicated in the start field
of the first screen; in case it was left in blank, the current date will be shown by
default.

The different infotypes should be filled in, in the same way as indicated in the
paragraph 7.1. of Hiring.
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8. Emp

loyee’s leave

The employee’s leave is managed through the transaction PA40; once we have
selected the employee, we choose the LEAVING option and execute it.

There are two ways to manage the withdrawal process, depending on what we
choose, should be report one ending date or another:

1. If you do not fill in the field “start” when choosing the leaving option, then
you must do it in the following screen, by INFORMING THE DATE OF
THE FIRST DAY OFF.

(B> HR Master Data

&

Eda Golo Extrgs Utilines Settings System Help

~dB c@@ LHR DDLHS BRN @

|® .| Personnel Actions

Find by
~ @ Person Person ID 1805 Pers Assgn (000010051005 (01.01.2014-0_~ ||
+ (3 Collectve search help Name CANDIDATO CLICKHIRE, JORGE o
: %S:‘:"‘J:: EE group 7| Temporay  Persarea B081) ES_CALDERON
EE subgroup Cost Center ES1091036E " 9103 Generic
Personnel Actions
Action Type Personn. EEgroup EEsubg.. [T
Migration -
Hiring =
8
aving S
Reentry
Iintemnal Changes
Internal Change-Organiz. Reas
Hiring Extra
(B [nfotype Edit Goto Exrgs System Help

~dB e DHR DHo0 BER @@

<

Copy Actions

d A2 Gewcseinfogroup £ Change info group

Person ID 1005 Pers Assgn 00001005 1005 (01.01.2014-0_+/ [3
Pers.No 1605

Name CANDIDATO CLICKHIRE, JORGE

EE group 7 Temporary Pers area 0081’ ES_CALDERON

EE sub Cost Center ES1B91036E 9103 Generic
stant 0 11 12.0090

Personnel action
Action Type
Reason for Action

Status
Customer-specific
Employment
Special payment

LO Leaving -
0s

-
0 Withdrawn -
0 No special payment -

Organizational assignment
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2. If the field “start” is filled in the first PA40 screen when choosing the
leaving option, the DATE MUST BE INFORMED.

(B HR Master Data Eda  Gofo Extrgs Utilines Settings System Help w

& ~dH @@ DHR 000 BRN @@
(¥ .| Personnel Actions

| = o 0 _%:‘_ﬁ;'
Find by
a =
* @O Person Person 1D ‘_m _[DPersAssgn (000010051005 (01.01.2014-0.~ [*ed)
+ (i) Collectve search help Name CANDIDATO CLICKHIRE, JORGE
* B4 Search Term EE group 7l Temporay  Persarea 0081] ES_CALDERON
« () Free search

EE subovouCosl Center ES1091036E° 9103 Generic

Personnel Actions

Action Type Personn. EE group EEsudbg.. [
Migration -
Hiring -4
Leaving

Reentry

Iinternal Changes
Intérnal Change-Organiz. Reas
Hiring Extra

In both options, the infotype 0 “Actions” will have the same day recorded, the
employee’s first day off.

(B |nfotype Edit Goto Exrgs System  Help w

@ 4B CAQ LHR LN BN @B

Copy Actions
d A2 Oowcueinfogoup & Change info group
Person ID 1085 Pers Assgn 00001005 1005(01.01.2014-0_+ ‘;: :
Pers.No 1605
Name CANDIDATO CLICKHIRE, JORGE
EE group 7 Temporary Pars area 0081’ ES_CALDERON
EE subgroup N2 CLA CostCenter ES1091036E 9103 Generic
Stant 17.01.2618) o 31 12,0000

Personnel action
Action Type L0 Leaving -
Reason for Action 0s

Status

Customer-specific -
Employment 0 Withdrawn -
Special payment 0 No special payment -

Organizational assignment

Then we choose the reason of the withdrawal in the field Reason for Action and
save.
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& 1nfotype Edit Soto Extras System Help

B e  DHE DO OoO0  EE @O

&

Copy Actions
= 2 £ @Execute

info group £ Change info group P (=SS |

Action (1) 25 Entries four

e, 130| m ul Action Type: LO

MName Ferez, Alejandrd Marne of action type: Leaving

EE group 4 Extra Labour Pers.area 0248 | ES_CASIMNG Ac. ~|Name of reason for action
EE subgroup Nz CLa Cost Center ES160248GE | GEN < MY Cambio de categoria
Start 30.10.2013 ta 51.12.9909 cH MY Cambio de centro

Personnel action

Actio Leaving
< Reason for Action >

Status
Custorer-specific
Employrment

Special payrment

Organizational assignrment
Position

Personnel area

Ernployes group

Employee subgroup

Additional actions

withdrawn

Mo special payrment

E0000061 WAITER Training
nzas ES_CASING

4 Extra Labour

Nz LA

Start Date act,  action Type
30.10.2013 AZ2 Hiring Extra

|DOF MY Defuncicon

S [ala] MY Despido Objetivo
| Ds MY Despido

EC WO Excedencia

s MY Cambio masivo de sociedad

|EF WO Excedencia .C. Familiar EF
|EH Wi Excecencia por hijo menor
—ET MY Exp de regulacidn de empleo

| Ex MY Exp de regulacidn de empleo
| FaA MY Fin de periodo de actividad

FiC MY Fin contrato
HU Wi0 Huelga

I MY Invalidez
IT MY Agotamiento IT
B MY Jubilacicn
al MY Jubilacion parcial

ActR  |Reason] 52 MY Sancidn

SE MY Suspensidn ERE
WO WO voluntaria

|FE MY Fin actividacd comienzo ERE

IF MY InCorporacion a filas

s MY Modlificacion de contrato
NS MY Prueba no superada

A screen will be displayed, asking us whether to create a vacancy for the position the
employee has left. Click on the option No, so that the vacancy request will be
needed, as the approval workflow is compulsory.

[= Create Yacancy

- & 30000061 WAITER Training

| Create on

= +—
B1.10.2013
L= =

| ves |‘R Cancel |

P ——

The position will become free and it can be chosen through Click & Hire when

applying for a vacancy.

Then, the employee will have a generic position 99999999, which is not a “seat” of

the organizational structure
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9. Reentry

This option is provided for those contracts of the employees previously hired in the
Company, and that is why we already have their data in the application.

To manage a reentry, we enter in the transaction PA40 and choose the person we
want to rehire, click on REENTRY and then click on execute.

In the infotype 0000 ACTIONS, we will report the date of the new hiring in the field
start; when saved, we will see an informational notification confirming the dates for
the historical information of the employee.

The infotypes already seen in the paragraph 7.1 of Hiring will be displayed, with the
fields filled in, proposing the data of the last hiring, so we should modify them when
necessary. We should click on the save icon, for all the infotypes displayed.

10. Organizational reassignment

This option is used when we have to manage a position change of an employee
(work center, department or job change). It is processed in the transaction PA40,
where we chose an employee to change and click on ORGANIZATIONAL
REASSIGNMENT.

We should report the new organizational data of the employee in the fields of the
organizational assignment paragraph, of the first infotype that is displayed (Actions);
save the data and view the infotype 0001, where we should fill in the field Location, to
indicate the physical location of the employee. Once saved, the infotypes already
seen in the paragraph 7.1 of Hiring will be displayed, that we are going to change
with relevant data and saving the corresponding screens.
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11. Benefits

The benefits of the emloyee, the flexible remuneration and the received bonus, will
be reported in SAP in the transaction Benefits, which may be accessed from the

PA40.

[E HRMasterData Edt Goto Extras  Utities Settings  System  Heb

[ FdBHI¢@@ CHE DDOLY EER 9®
® .| Personnel Actions
(€]
QEEEEIEE]
Find by
~ & Person person ID [wul
. (S:ul\ecthr\': search help Hame DEREZ, MARTA
- earc erm
- [H] Free search =aen

EE subgroup

Start
(@)@ [&FFLIEL EE Personnel Actions
Hit list Action Type
Name Hiring - Migration
Hiring
Leaving

Cancel Leaving
Hiring Extra
Hiring Outside Labour
Internal Changes
Reentry
Organizational Reassignment
agtion

Benefits

wewe® Assignment Planning
Inter.
Inter.
Inter.
Inter.

- Assignment: Planning
- Host Activation

- Home Inactivation

- Complete Assignment

1| Fied Contract Pers.area
1| Adjusted Gross

0011 ES_PRISMA

Fkers.asson 190 (18112013 -31.12.9998 . -| [&Fg]

Personn... EE group | EE subg...| []

When hiring an employee, by default the infotype 0171 General Benefits Information
will be created, which will allow to later report the benefits, either corresponding to
the infotype 0167 Health Plan, or those of 0377 Miscellaneous.

To do so, we will search the employee
and click on the execute icon.

Automatically the attached screen will
be displayed, where we should fill in
the field reason for action, indicating
create if we are going to introduce
new benefits of the employee.

& mfotype  Edit

Goto

Extras

System  Help

48 @@ EHR ITDLoN AR @m

Pers.Assgn | 190  18.11.2013 - 31.12.9999.. ¥ \@\

0011] ES_PRISMA

[
Copy Actions
& B &  @Execute nfogroup & Change info group
Person ID 190
Pers.No. 130
Nama FEREZ, MARTA
EE group 1 Fixed Contract Pers.area
EE subgroup | N1| Adjusted Gross In
Start 18.11.2013) to 31.12.9999

Personnel action
Action Type
Reason for Action

Status
Customer-specific
Employment
Special payment

Organizational assignment.
Paosition

Personnel area

Employee group
Employee subgroup

Additional actions

Start Date |Act. Action
18.11.2013 Al  Hiring

Benefits

Active
Standard wage type

30000211 Assistant UAT
0011 ES_PRISMA

1 Fixed Contract

N1 Adjusted Gross Inc.
Type

[E Reason for Action (1) 2 Entries found

| Restrictions |

(o] [ 02 2 [E L]

Action Type: BN

Name of action type: Benefits

Ac_ " Name of reason for ac

ot Create
Jo0z2  Modfy
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Once all the data is saved, the infotype 0167 Health Plan will be displayed, where
we may report the following benefits of the employee: accident insurance, health
insurance of flexible remuneration, life insurance, health insurance and pension plan.

& Infotype Edit Goto Extras System  Help w
[ FldEBIC@@ CHR DO0 EE @)
Create Health Plans

o 5
g2l [E Benefit plan (1) 15 Entries found
Person ID 190 Pers.Assan ~ Restrictions |
Personnel Ho 130 Name o
EE group 1 Fied Contract  Pers.area aﬁ
EE subgroup  |N1| Adjusted Gross In Plan  Text
Start 19.11.2013 o 31.12.9933 ACC | Accident Insurance
ACC2  Accident Insurance 2
Plan ACC3 Accdent Insurance 3
FME2 Flex. Rem.- Medical Ins. 2
FME3 Flex. Rem.- Medical Ins. 3
_/(Pandata | Costs | Dependents FMED  Flex. Rem.- Medical Insurance
LIF2  Life Insurance 2
General pln data LIF3  Life Insurance 3
Beneft area EL NH Spain 1 LIFE  Life Insurance
Benefi plan ] MED Medical Insurance
Health Plan Option = ME2  Medical Insurance 2
5 P = ME3  Medical Insurance 3
spendent Loverage PEN  Pension Plan
PE2  Pension Plan 2
PE3  Pension Pln 3
15 Entries found
Additional Fields
Employee cost EUR
Company cost EUR
Observations
%EIE 2l EE
Li1,Col Ln1-1n1 of 1 lines
SARg [ SEI(1)200 ~ | nhseco2 | IS &

In this infotype we will see the following fields:

Benefit area: filled in by default, according to the country. In case of a second
assignment, we should choose the area corresponding to that country.

Benefit plan / health plan option: necessary to indicate the benefits employee
has a right to.

Dependent coverage: in this field the included beneficiaries should be
indicated.

Company cost: we should indicate the cost assumed by the Company; it will
be monthly or annual, according to the Company’s procedure.

Employee cost: in case the cost of the benefits is passed on the employee, it
should be reported in this field; either with a monthly or an annual amount,
according to the procedure established by the Company.

Once saved, a new screen will be displayed, to report more benefits of the infotype
0167 Health Plan.
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In case we don’t want to fill in more benefits in this infotype, we will click on the icon
next, to access the infotype 0377 Miscellaneous.

E mfotype

&

Edit

Person
Personnel Ho
EE group

130

EE subgroup

Goto

Next record (Shift+7)

1| Fixed Contract
1| Adjusted Gross In

Extras

System

Help

B I¢@@ CHRE Do RE @@
Create Health Plans

Name
Pers.area

0011 ES_PRISMA

Pers.Assgn | 190 ( 18.11.2013 - 31.12.9999 . + \E\
PEREZ, MARTA

- £
start 51200 [31.12.9999
Plan
~  Pendata - Costs Dependents
General plan data
Benefit area EL|NH Spain 1

Benefit plan &
Health Plan Option 3
Dependent Coverage =

Additional Fields
Employee cost
Company cost

Observations

YEE 2l FHE B

Lil,Col

Lnl-

Ln 1 of 1 lines

In this infotype we may report the rest of the benefits the employee will have, such
as: company car, corporate phone, ...

B ¢e@ CHE DD EERE

00000190
PEREZ, MRRIL
0011 ES_PRISMA

[& Infotype Edit Goto FExtras System  Heb
Create Miscellaneous Plans
HEB AL
Person ID 130 Pers.Assgn
Personnel Mo £ 490 Name
EE group Ll FD(JE!d Contract Pers.area
EE subgroup 1| Adjusted Gross In..
Start 19.11.2013| to 31.12.9999
Plan

7@} Administration

Insurance cov.

Costs/credits

[ Benefit plan (1) 10 Entries found

" Restrictions ‘

(][] 20 8] © .

Plan

Text

BNUS

Earned Bonus

CCAR
CPHO
FHOU
FKIN

FMEA

Regular FTRA

GAS
HOUS
STOC

Company Car

Corporate Phone
Flex.Rem.-Housing
Flex.Rem.-Kindergarden
Flex.Rem.-Meal Allowance
Flex.Rem.-Transport
Gasoline

Housing Allowance

Stock Bonus

10 Entries found
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The fields we will see in this infotype are:

Benefit plan and optional miscellaneous plan, where we will indicate the type
of benefit we would like to report for this employee.

Company cost: to report the cost assumed by the Company, monthly or
annual, according to the procedure established by the Company.

Employee cost: this field will be used to report the cost of the benefit that will
be passed on to the employee, in case there is one; either by monthly or
annual amount, according to the Company’s procedure.

Benefit in Kind: in this field we should report the taxable amount of the
benefit.

Observations: will be used, according to the procedure of the Company, to
detail some data of the benefit, such as: policy number, model and car license
plate number, renting contract number,...

[  Infotype Edit Goto Extras System Help
& -lAdE @@ B HE mmass EE S
Create Miscellaneous Plans
(== = -
Person ID 130 Pers.Assgn | 190 ( 18.11.2013 - 31.12.9999_ ~| [
Fersonnel Mo 130 MName PEREZ, MARTA
EE group 1 Fixed Contract Pers.area 0011 | ES_PRISMA

EE subgroup  |W1] Adjusted Gross In
Start 19.11.2013 to 31.12.9999

Plan CCAR

<" Plan data | Administration Costs/credits

General plan data

Benefit area E1 MH Spain 1

Plan type

Benefit plan CCRR

= =

Option miscel. plan ccaE| 3

Planning Parameters

Cost Rule Variant
Additional Fields
Employee cost EUR
Company cost EUR

Benefit in kind

Observations

% EE (2 FEE BEE

Lil, Co1l Ln1-Ln 1 of1llines
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If the benefit we want to report is Earned Bonus, we should indicate the amount of
earned bonus in the field company cost; additionally we should report the fields
payment date and period. In the first one, the date of the payment will be reported,
and in the second one, the year of accrual of the bonus.

In the observations field we may indicate the variable remuneration program that
encourages the payment of this bonus (e.g.: MBO).

& Infotype Edit Goto Extras System  Help

& Fdy @@ CHE fhmas BRE @
. Save (Ctrl+S)

Create Miscellaneous Fians>

B A

Person 1D 190 Pers.Assgn | 190 ( 18.11.2013 - 31.12.9999 _~ |@

Personnel No 190 Name PEREZ, MARTA

EE group 1| Fixed Contract Pers.area 0011 ES_PRISMA

EE subgroup 1| Adjusted Gross In..

Start 19.11.2013| to 31.12.9999

Plan BNUS

7 Plan data | Administration Regular contr. Bonus contr.

General plan data

Benefit area E1 NH Spain 1
Plan type

Benefit plan BNUS

Option miscel. plan BHTS

Planning Parameters
EE Contr. Variant

" Additional Fislds
Employee cost EUR
T all
Company cost [2000 |, EUR
Payment Date 25.03.2013
Period 2012
~ Observations
HDE @i @
MBO
* 1il,Co4 Ln1-Ln1of1 lnes
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12. Double national assignment

This transaction allows to register a new employee assignment, so that on the
national level he has a double assignment. To do so, we execute the transaction
PA40, mark the option NATIONAL - ASSIGNMENT PLANNING and execute.

[& HR MasterData Edit Gote Extras Utiities Settings System  Help

¥ ~dB @@ CHE DDhos BE @
|%® |.| Personnel Actions

(¢33

S I ETENE2 EY)

Find by

e m Person Person ID 132

« [l collective search help Name FERNANDEZ, CARMEN

v ﬂﬂ Search Term
o ﬂﬂ Free search

(=] (&) [&FEL (2L (] .
Hit list
i Name

1| Fixed Contract
H2| CLA

EE group Pers.area
EE subgroup

Start

Personnel Actions

Action Type

Hiring - Migration

Hiring

Leaving

Cancel Leaving

Hiring Extra

Hiring Qutside Labour
Internal Changes

Reentry

Organizational Reassignment
Global Action

Benefits

[National - Assignment Planning
Inter. - Assignment Planning
Inter. - Host Activation

Inter. - Home Inactivation
Inter. - Complete Assignment

Personn... EE group

Pers.Asson | 102 (22.11.2013 - 31.12.0000_ ~| [3[¢F]|

0005| ES_CANCILLER_AYALA

EE subg...| [

a

-

We will see the infotype 0000 ACTIONS, where we should fill in: the date in the field
Start and the new position, personnel area, employee group and subgroup; once the
fields are filled in, we will save the information.
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& Infotype Edit Goto Extras System Help
& ~- I @@ DHE DD4Oa8 EE @

Create Actions

[l L2 2 Change info group

Person 1D Pers.Assgn | 00000000 - [P
T T o
Pers.MNo. |
Start @ to 31.12.9999
Personnel action
Action Type Mational - Assignrment Plarnning -

Reason for Action

Reference Pers. Mos. 130
Status

Customer-specific

Emnployrent Active

Special payrment Standard wage type
Organizational assignment

Fosition

Persornel area

Employes group

Employees subgroup

Additional actions

Start Date Act. Action Twpe

ActR |Reason for action

lenD

Once the information is saved, the infotype 0001 ORGANIZATIONAL ASSIGNMENT
will be displayed, with the number of the new assignment.

In this infotype we should fill in the
mandatory fields: Subarea,
Bus.Area and Location.

Once saved, we will pass through
the screens already viewed in the
paragraph 7.1 HIRING and filling in
the data necessary for this new
assignment.

=

Infotype Edit Soto

& -

Extras System Help

A8 @ 2 HEH

New assignment

Create Organizational Assignment

Org Structure

«

Person 1D

H B .2
Pars. f550r Sy 0000131

—

Pers.Mo. 131

Marne
Start 01.11.2013

to 31.12.9999

Enterprize structure

CoCode ESL0 MNH HOTELES ESPARLA, S.L. Leg.person
Pers.area 0140 ES_WILLA_DE_BILBAO Subarea
Cost Ctr Bus. Area

Personnel structure

EE group 1 Fixed Contract

EE subgroup (2| CLA

Organizational plan Adrministrator

Percentage loo,00 | Assignrnent SroLup

Position sooooool rMAN_DIRECTOR Persadmin
MAMNAGIMNG_DIRECTOR Tirme

Job key 10000043 rMAN_DIRECTOR Payradmin
MAMNAGIMNG_DIRECTOR

Crg. Unit S0000061 BL_ES&PT

ElL_SPAINSPORTUGAL

Additional Fields

Location ooog

o140
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In the infotype of benefits, in case the employee has different benefits for each
assignment, we should create a new benefits area for the second assignment. When
executing this hiring, the infotype 0171 GENERAL BENEFITS INFORMATION will
be automatically created for the second assignment, that will allow to create the new

benefits area.

[ |nfotype  Edit Gote Extras  System  Help

& ~-JdH Cc@ee DHE Dnoas  EE @
Create General Benefits Information
(= E =g

Person ID 58 Pers.Assgn [00000671 - [

Fersonnel Mo
EE group

EE subgroup
Start

671
5| Outside Labour
N1 Adjusted Gross In
20.11.2013

Melero Abril, Cristian
0802 ES_CIUDAD_ZARAGOZA

Mame
Pers.area

ta 31.12.9909

General Benefits Information

Benefit area
1st Program Grouping
2nd Program Grouping

E1
NHGL
FULL

MNH Spain 1
MH Global
Full Time

‘@D Warkbench

[= Benefit data of other personnel assignments

Benefit areas used in other work relationships:

2nd F'ru
Full Tim

Pers. Assign
658

Start Date End Date BAr Description 1stPG 1stProgr.. 2PG
19.11.2813 31.12.9999 E1  NH Spain 1 NHGL  NH Global FULL

L 4 r

[+# Workbench |[EE))%]

S ——————

Do you want to start the Concurrent Employment Workbench?
[ -
Key date l_29,11 _281 3jjl

On this screen we will see the information of the benefits area related to the first
assignment. The date indicated in the field “Key date” is the date starting from which
the infotype 0171 will be created. It is important to take into consideration this date
for future creation of the benefits, as they can not be created with a date prior to the
one reported in this field. Clicking on “Workbench”, we will access the screen
allowing to create the area for the new assignment.

[= Benefit data of other personnel assignments

Benefit areas used in other work relationships:

Pers Assign... | Start Date End Date BAr. Description 1st PG 1stProgr.. 2PG 2ndF'r0
658 19.11.2013 31.12.9989 E1  MHSpain 1 NHGL  NH Global FULL  Full Tim
L LI

Key date

Do you want to splo}fment Workbench?

[«# Workbench ||||g|
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We will see a screen with the two assignments the employee will have and the
benefits area of each one. For the first one, the benefits area is “NH Spain 17, and
the second one doesn’t have any assigned by default.

Clicking on this second assignment with the right mouse button, the option change,
that we should select, will be displayed.

[E= Benefits Edit Goto Swstem Help
= - d LR . Q- R o R R i R s 3 [F=n =]
Corrcirrrennt Ermplfoyrmnernrt Benaelit Workbaernrcly
<& Plans =  Enroliment Participation Monitor [ Adjustment Reason = = a5
~ FERMNAMNDEZ, CAR-rﬂEN . All Data Changes Valid from
p:erSrJD-:un-:unoe-:lu:f\ssélgfgrge(nggz.B1E1r.|Sgtl;‘rfe;;.]?z?g;g‘glp.ctm ra EEo EEiEE 01.01.2014

~ Personnel Assignmeni

- 00000193j] o1y - T T =Y Owverview of Benefit Plans
Change

Employee/Appl.Mame

Person ID
Pers.Assgn o

Benefit Plans
Start Date End Date Type | Text Plar

 »

|~ Plan Details |

We will see a screen showing by default the option change benefit area to, and
clicking on the dropdown menu, another screen will appear, allowing us to select
another benefits area for this assignment.

In this case, we will select the area “NH Spain 2”, so the two different benefits areas
will be set for each assignment.

[& pgenefits Edit Goto System  Help
(] *JdH C@Q DR o8 BEE @
Concurrent Employment Benefit Workbench

&rPlns &7 Enrollment  Participation Monitor ] Adjustment Reason % a | &

¥ FERNANDEZ, CARMEN All Data Changes Valid from
~ Personnel Assignments Benefit Area NH Spain 1
» 00000192 102 ( 22.11.2013 - 31.12.0000 Activ [v] | KoY Date 1-01-2018
~ Personnel Assignments Without Benefit Area
+ 00000193 192 { 01.01.2014 - 31.12.9999 Activ Overview of Benefit Plans

[E Change Benefit Data for Personnel Assignment

‘ L

®) Change Benefit Area to NH Spain 1 |1
Do Not Assign to a Benefit Area International

Model Area Qatar

MH Spain 1

MH Spain 2

TP T P HH Spain 3 ext i

| L]

4

Then the change will be saved, and the window with changes confirmation will be
opened.
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[E Benefits Edit Goto System  Help
[ | H @@ DHE DD o8 BEE @
Concurrent Employment Benefit Workbench
$rPlans £ Enroliment Participation Monitor  [] Adjustment Reason -
~ Melero Abril, Cristian All Data Changes valid from
~ Personnel Assignments Benefit Area NH Spain 1
» DODOO653 658 (19.11.2013 - 31.12.9999 7| Main Personnel Assignment AyEElz ZERlIE2CIS
~ Personnel Assignments Benefit Area NH Spain 2
~ 0ODOOE71 658 (20.11.2013-31.12.0999 A [v| Main Personnel Assignment Overview of Benefit Plans
* MH Global [E Confirmation of Changes to Be Performed
= Full Time
- Personnel Assignments Without Bg Data Changes
Person ID Emplisppl Mame |PersAs . Data Change to Be Made End Date i
[PO008ESS  Metero Abril, Cristi. 00000571 New Benefit Area NH Spain 2 31.12.9909 ~
Plar

a

Save changes |9 Undo Changes |[%]
< l@ 2€)

~N———

lsAPd

Once the assignment is finished, we should go back to continue with the benefits

creation. To do so, we should select the icon e‘, and the infotype 0167 HEALTH
PLAN will be displayed, where we may report the corresponding benefits. Once
saved, we will access the infotype 0377 MISCELLANEOQOUS, to continue reporting the
rest of the necessary benefits.

With the transaction PA20 we may view all the employee’s assignments. Clicking on
the icons of Assigment Overview y Assigment Details, we will have more information

of the assignment.

= HR. master data Ediit Goto Extras Utilities Settings System Help
& FdH @@ SHE DDoD HE @
%@ .| Display HR Master Data
& L
ERENEEN IR EY] Person ID [130
Find by Marne Perez, Alejandro
~ @@ person EE graup 1| Fixed Contract  Pers.area

- [l collective search help
« [Hl search Term
- Dir_'l Free search

EEFFLEL)(E)

Hit list

Personnel number Marme

00000003 Alvarez Olmo, Manuel
00000006 Peinado Vazquez, Luis
00000007 Lago, Sara

0000000E FLORES CAMPO, ROSA
00000009 LOPEZ PEREZ, CARLOS
00000010 LOPEZ FEREZ, CARLOS
00000011 LOPEZ FEREZ, CARLOS
00000012 LOPEZ GARCIA, CARLOS
00000013 PALOTES, PERICO
00000015 Perea, Juan

00000016 LOREMZO JIMENEZ, MaRia
00000017 Perez, Pepito

0000001 BLANCO MEGRO, PABLO
mapoD e TS

EE subgroup

< Basic personal data |~ Company Data

Nz LA

CompensationgBenefits

0140 ES_WILLA_DE_BILBAD

Concurrent Employrment

Infotype text

Action
Organizational Assignment

Personal Data
Addresses

Flanned wWorking Time

Bank Details

()

L4 RRRY

Farnily Mamber/Dependents

Qualifications
Communication

Direct selection

Infotype

Organizational Assighment

Period
“iPerind
From
" Today
wnl

CJFrom curr date
~)To Current Date

_)Current Period Current Year

=

01.0L1.1500 To
Cocurr week

31.12.9993

CCurrent month

CiLast week
Last month

Choose

STy

J Pers.Azsgn 130 ¢ 01.11.2013 - 31,12,9999 ..
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13. International assignment

This transaction allows to create employee’s international assignment, either expat of
long or short duration, global employee or international transfer. To do so, in the

PA40, select the option INTER — ASSIGNMENT PLANNING and click on the execute
icon.

[= R MasterData Edt Goto Eatras Utiities Settings System  Help W

[+ FdH e@a@ CHE hoD B am
[@ .| Personnel Actions

(33

s )

Find by

~ i person persan ID 192 Pers.Assgn | 192 ( 01.01.2014 - 31.12.9999. ~| &
« () Collective search help — FERNANDEZ, CARMEN
* [Hl search Term
- ) Free search EE group 1 Fixed Contract  Pers.area 0004 ES_GRAN HOTEL
EE subgroup 2|

Start

([ [&)FFLIELEE Personnel Actions
Hit list Action Type Personn... EE group | EEsubg...| [T
Name ; Hiring - Migration a

Hiring ~
Leaving

Cancel Leaving

Hiring Extra

Hiring Outside Labour

Internal Changes

Reentry

Organizational Reassignment
Global Action

Benefits

National - Assignment Planning
Enter. - Assignment Planning
Inter. - Host Activation

Inter. - Homa Inactivation
Inter. - Complete Assignment

The search has not produced any hits

:

[ | SEI(1) 200 ¥ | nhsec02 | INS &

In the first infotype displayed, we will report the fields of the paragraph organizational
assignment and the field start with the new assignment’s start date; once saved, the

infotype PERSONAL DATA will be displayed, that we should always save, so that the
new assignment is correctly created.

In the infotype Organizational Assigment we will indicate the position in the country of
destination, in case we don’t know it, we may report the general value 9999999;
once the information is saved, the infotype 0710 DETAILS ON GLOBAL
ASSIGMENT will be displayed, where we may indicate the type of international
assignment: expat of long or short duration, global employee or international transfer.
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= Infotype Edit Goto Extras Swstem Help
&< ~ A B o Ee 2GR ;T AaEs  EE ) O
Create Details orr Glfobal Assigrrrmrent
B = 2
Person 1D Pers.Assgn ( 00.00.0000 - Withdrawen ) - [P
Personnel Mo i1as5
Start 01.01.2015 to 51.12.9999
Future Assignment Details
- —
Tvpe =l
Start date Global Employes Years -
International transfer
End Date Long-term assignmeant
Family Status Short term Assignment

Assignment Attributes
Capacity Utilization 946

Current Assignment Details
Home Pers. Assignment
Home Country

Sending Country

190 ( 18.11.2013 - 31.12.9990 VW_ -

En the field duration, we will report the numerical value of the international
assignment period, and the value in days, months or years, as appropriate.

In the field family status, we should indicate if the employee will be accompanied or

no, by his family.

Extras System Help

AE S @& D HE ST A EE SO

Create Details orr Global Assigryrment

[ Infotype Edit Goto
B = =

Person ID

Personnel Mo 1as
Start 01.01.2015

Future Assignment Details
Type

Start date

End Date

Family Status

Assignment Attributes
Capacity Utilzation 26

Current Assignment Details
Home Pears. Assignment
Home Country

Sending Country

Pers.Assgn { DO.00.0000 - Withdrawn ) - |D.—|?|
to 31.12.2015
International transfer -
01.01.2015 Duration 1|l vears -

Accompanying
Unaccompanying

190 ( 18.11.2013 - 21.12.9999 WW.. -

In the next infotype STATUS OF GLOBAL ASSIGMENT, we will report the status of
the process in general, if we select planned, it means we haven't finished to fill in all
the data, if we select to be activated, it means we are already enabling the country of

destination to view the employee and activate the new assignment in that country.
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[= Infotype Edit Goto Extras Swstem Help

&= e | & & e O FH GBS 8w oA 'Y = ==

Create Statirs of Global Assigrrrmerrd

==

Person ID Pers.Assgn ( 00.00.0000 - Withdrawen 3 =1 |

Pearsonnel Mo 195

Start 20.11.2013 to S1.12.9999

Status of Global Assignment
Subtype
Status

Completed

In Progress

Planned

Lo be activated
e

The infotype FAMILY MEMBER / DEPENDETS will be displayed, to report the data
corresponding to the employee’s relatives; in case he travels with them, we should

choose the field accompanying.

Already in the country of destination, we should carry out the transaction INTER. —
HOST ACTIVATION, to activate the assignment in the new country.

[ HRMaster Data Edit Goto Extras  Utlities Settings  System  Help

] FdE @@ CHE nDodh BRE @m
|7 .| Personnel Actions
@
BEEEEEE
Find by
~ m Person Person ID
- (K} collective search help
« {H} search Term
- (K] Free search
Start
(=& [E)FFL) [Z]L) B[ ) Personnel Actions
Hit list Action Type
Namef Hiring - Migration
Hiring
Leaving
Cancel Leaving
Hiring Extra

Hiring Qutside Labour
Internal Changes

Reentry

Organizational Reassignment
Global Action

Benefits

Mational - Assignment Planning
Inter. - Assignment Planning
Enter. - Host: Activation

Inter. - Home Inactivation
Inter. - Complete Assignment

(o)

Personn... EE group  EE subg...

i

&

-

By default, the current date will be displayed, though we may change it, usually we
indicate the date next to the day reported as the end of the assignment in withdraw

status.

Once saved, we will pass through different infotypes already seen in the parapgraph

7.1 Hiring, where we may change the necessary data and save the changes.
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If an employee has different benefits for each assignment, we should create a new
benefits area for the second assignment. It is done by creating the infotype 0171
GENERAL BENEFITS INFORMATION for the second assignment; the creation of
this infotype appears automatically, when we are carrying out the hiring of the second

assignm

= Infotype

&

ent.

Edit Goto  Extras  System  Help

A CE@ SHE oDoO8 EE @B

Create General Benefits Information

[ -

Person ID
Personnel Mo
EE group

EE subgroup
Start

General Ben
Benefit area
1st Program

658 Pers.Assgn |00000671 -] [
671 Mame Melero Abril, Cristian o

5 OutsideLabour  Pers.area 8002| ES_CIUDAD_ZARAGOZA

N1| Adjusted Gross In..

20.11.2013] to 31.12.9989

efits Information
EA MH Spain 1 ‘# Workbench
Grouping NHGL|  MH Global

2nd Program Grouping  |[FULL|  Full Time

[ Benefit data of other personnel assignments

Benefit areas used in other work relationships:

Pers.Assign... Start Date End Date BAr Description 1stPG 1stProgr.. 2.PG 2ndF’ru
658 19.11_2813 31 .12 9999 E1 MH Spain 1 NHGL MH Global FULL Full Tim

a0 4 »

[« workbench |[E[[%]

Do you want to start the Concurrent Employment Workbench?
[ —
Key date l_29,11 ,2913le

On this screen we will see the information of the benefits area corresponding to the
first assignment. The date indicated in the field “Key date” is the day starting from
which the infotype 0171 will be created. It is important to take into consideration this
date for the future creation of benefits, as we can not create those with a date prior to
the one reported in this field. Clicking on the “Workbench” button, we may access the
screen allowing to create the area for the new assignment.

[= Benefit data of other personnel assignments

Benefit areas used in other work relationships:

Pers Assign.. Start Date End Date BAr. Description 1st PG -stProgr.. 2PG anF'ro
658 19.11.2013 31.12.9989 E1  MHSpain 1 NHGL  NH Global FULL  Full Tim

Do you want to start the Concurrent Employment Workbench?
= i
Key date I_2[3'.11 .2913|le

[«# workbench ||||g|
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We will see the screen with the two assignments the employee will have, and the
benefits area for each of them. In the first one, the benefits area is “NH Spain 1”, and

the second one does not have any assigned by default.

[ Benefts Edit Goto System  Help
[ FdBC@E@ CHE S0L8 RE @m
Concurrent Employment Benefit Workbench
@ePlans & Enrollment  Parficipation Monitor [ AdjustmentReason = % & &%
~ Welero Abril, Cristian
S s
Pfrsuﬂggﬁlsfss&"a"ﬁ"g‘i53’532‘.'\5513'355;'"1 /| Main Personnel Assignment [ jK”Da'E ZSAUIEZII)

~ Personnel Assignments Without Benefit Area
* 00000671 658 (20.11.2013 - 31.12.9999 Acliv

All Data Changes Valid from

Quenview of Benefit Plans
EmployeelAppl.Name

Person ID

Pers Assgn o

Benefit Plans
StartDate EndDate  Type Text

«»

(& Pian Details

Plan Text

»

I SED(2)100 ¥  nhsec02 | OVR

&

Clicking on it with the mouse right button, we will view the option change, and
selecting it, a new window will appear, allowing to select other benefits area for the

assignment.

= Benefits  Edit Goto System  Help

All Data Changes

Key Date

& ~ B8 I¢CE@  EHE DDO8 BEHE @
Concurrent Employment Benefit Workbench
& Plans ¢” Enrollment Participation Monitor  [] Adjustment Reason % & | 4
~ Melero Abril, Cristian
* Personnel Assignments Benefit Area MNH Spain 1
v DOQBDE58 658 ( 19.11.2013 - 31.12.9999 | Main Personnel Assignment

~ Personnel Assignments |

+ BABOOET1 @58 (20912013 - 31 417 0000 Lrfin]

Change

Overview of Bene

Employee/Appl.N

Person ID
Pers Assan

Benefit Plans
Start Date
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[E pBenefts Edt Goto System Help

< g ec@ee EHE DDoa8 ER @

Concurrent Employment Benefit Workbench

&rPlans &7 Enrolment  Participation Monitor [ Adjustment Reason % & | &PEror List

~ FERMAMNDEZ, CARMEM All Data Changes Valid from
~ Personnel Assignments Benefit Area NH Spain 1
» 00000192 192 ( 22.11.2013 - 31.12.9999 Acti [v] | KoY Date e
~ Personnel Assignments Without Benefit Area
+ 00000193 192 ( 01.01.2014 - 31.12.9999 Actv Overview of Benefit Plans

[ Change Benefit Data for Personnel Assignment

- [T -
# Change Benefit Area to NH Spain 1 =]
") Do Not Assign to a Benefit Area International

Model Area Qatar

MH Spain 1 El
MH Spain 2 =
T PH Spain 3 ext

3

In this case, we will choose the area “NH Spain 27, so that both assignments have
different benefits areas.

Then the change will be saved, and a window for changes confirmation will be
opened.

& Benefits Edit Goto System  Help

& Y| H @@ DHE DDODOH EE @,
Concurrent Employment Benefit Workbench
Sy Plans &7 Enroliment  Paricipation Monitor  [] Adjustment Reason 2% & | &FerrorList
~ Melero Abril, Cristian All Data Changes Valid from

~ Personnel Assignments Benefit Area NH Spain 1

— 20.11.2013
» 0OO00E65S8 658 (19.11.2013 - 31.12.9999 ¥ Main Persennel Assignment Key Date
~ Personnel Assignments Benefit Area NH Spain 2
~ ODOEO6T1 658 (20.11.2013-31.12.9999 A '¥| Main Personnel Assignment Overview of Benefit Plans
Ao hal [E Confirmation of Changes to Be Performed
- Full Time
- Personnel Assignments Without BE| Bata changes
PersonID |Empl/Appl.Name |Pers.As.. Data Change to Be Made End Date
:pDDDDEEB jldleleroAbrl\.Cnsh_ O0BEBET1 New Benefit Area NH Spain 2 31.12.9999 ~
Plar
4 » 4 »
Save changes Undo Changes |[3€]
( @ E? 1%
v
Isapd

Once the assignment is finished, we should go back to continue creating the benefits.

To do so, we select the icon c‘, and the intotype 0167 HEALTH PLAN will be
displayed, where we may report the corresponding benefits. Once saved, we will
access the infotype 0377 MISCELLANEOUS, to continue reporting the rest of the
necessary benefits.

VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE




H Project: SAP training manual for end users Date: 14/05/2014 | Page:43
HOTELES | Tt personnel Administration
1D | [ wversion | 01 | Revision [ 00

Once we have finished the transaction INTER. — HOST ACTIVATION, we should
manage the option HOME INACTIVATION from the PA40, in case we want to leave
vacant the position occupied by the employee in the home country.

[ HR Master Data

[ dHICe® DHE DDasd

Personnel Actions
@

= =z
Find by
e m Person

o ﬂﬂ Collective search help

o ﬂﬂ Search Term

- ﬂﬂ Free search

B EFF)E

Hit list

Name

Edt Goto Extras Utiities Settings  System  Help

HE @B

Person ID Pers.Assgn  |( 0}

Start

Personnel Actions

Action Type

Hiring - Migration

Hiring

Leaving

Cancel Leaving

Hiring Extra

Hiring Outside Labour
Internal Changes

Reentry

Organizational Reassignment
Global Action

Benefits

National - Assignment: Planning
Inter. - Assignment Planning
Inter. - Host Activation
Enter. - Home Inactivation
Inter. - Complete Assignment

Personn... EE group | EE subg...

i

Once setting it as free, the system will automatically report us the position 999999,
we click on save, and the status is automatically changed and the previous position is
set as free.
If the position should be maintained as occupied, this transaction should not be

carried out.

Finally, if we want to change any data reported in this new employee’s international
assignment, in the transaction PA40, we should select the option MODIFICATION, to
be able to view all the infotypes and save the corresponding changes.
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14. Good use

The correct personnel management and the quality of the data reported in the new
system, is an essential aspect that should be guaranteed by the good use of the
application. With this purpose, some essential aspects are detailed below, and
should be taken into consideration in daily operations.

1) Data format:

- all characters will be written in capitals (except the field e-mail) and without
accents. For individuals, the use of — and * will be allowed.

- the N will be replaced by N
- the characters A, O, U, B will be replaced be AE, OE, UE, SS, respectively

- in the numeric fields (tax identification, telephone, fax, ...), no symbols or
spacers of any kind will be used

- the dates will always be registered in the format: DD.MM.YYYY

- in the alphanumeric fields, will be registered with a separation and not
including abbreviations of ordinals

2) Transactions and common errors:

- Once the transaction LEAVING is realized for an employee, it is not possible
to apply Hiring, the correct would be to realize the transaction REENTRY for
this employee.

- If when hiring an employee, we have not filled in all the infotypes due to an
error, we should go to the transaction PA40, search that employee and
execute the option of HIRING; we will be able to find him, as once the first
infotype is saved (Action), the employee number appears.

On the initial screen (infotype 0000 Action) we fill in the necessary data; we
will pass through different infotypes, saving all of them.

In we have made a mistake in the hiring date, we may modify it in the PA30
transaction, by clicking on the option utilities / change entry or leaving date.
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