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1 DOCUMENT CONTROL
This is a controlled document and will be maintained on UPPCL portal.
Changes to this document will be recorded below and must be published to all interested parties.
1.1 DOCUMENT HISTORY

Version Date Author VERSION DETAILS

V0.1 16.05.2024 Gyanendra Kumar Initial Submission

V0.2 30.12.2024 | Alok Singh Initial Submission

1.2 DISTRIBUTION

Date Type of Users Purpose

1.3 USER ROLES - POSTS USING PROCESS EXPLAINED IN MANUAL

Date Roles Posts Purpose

Version 0.2 End User Manual Page 3 of 18 Project — SAKSHAM



' >
accenture
High performance. Delivere

1.4 OVERVIEW
This document explain separation process

1.5 MENU PTH
T. code : PA40

1.6 USERROLE

Description of User role along with the possible post names who will be executing transaction.

STEP 1: Login on SAP GUI

[T He
<@ <« ¢ = fion| e
SAP
P
Cmant ET Intarmation =
r 1
Wi el g SAP - S HANA Prod Zystem
Pramword 0000 sesseaessases i A i e
Ciwnts;
Lagen Languags B 00 Prochuction Cliem

*ees s Impoemant Infeermation e

For Pruwword reset, olease s Bulov link
PEtpas e

23 1F you B ret have your User T, plesss conmeet with your DOO/SE TT,
2} For any EAR Technical Suppor, plents connect witn ERS heipassk on
Todl free Mo - 180G 12 1578, Email uppd gl cem

STEP 2: Run T code PA40

Write the T code PA40 in command field.
SAP Easy Access - User Menu for Gyanendra Kumar
SAP Easy Access - User Menu for Gyanendra Kumar
R EF & % 7 V A

v w Favorites “

———— —te . - — = N e

L8
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Personnel no. - Fill the SAP id of the employee.

STEP 3: Select the Separation action.

From — Date of separation

Select — Separation PCL then execute

Personnel Actions

0 (K000
%, Personnel Actions
©
IS
Find by
- &% Person Personnel no. 17480086
* i Collective Search Help Name Kumar ravi

* H Search Term
* H Free search

Personnel ar 'UHee UPPCL Head Office

Subarea UH23 RESSPO

From 31.12.2023

Personnel Actions

Adtion Type

Jaining - PCL

Probation - PCL

Probation Extension - PCL
Confirmation - PCL
Initiate Transfer - PCL
Promotion Joining - PCL
Promotion - Relieving PCL

NN N0 0%

EE group D Class IV
EE subgrp  OW Shramilk

Person... EE group EEsub... ff

-

-

iSeparaﬁon -PCL

Buspension - PCL

Initiate Promotion PCL
Revoke Suspension - PCL
Pre-Separation - PCL
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STEP 4: Fill the Reason for action.

Check the start date of separation.
Reason for action — click on F4(help button) then choose separation type.

- A NEE T L
Copy Actions
AL (D Execute info group ¢ Change info group
'ers.No. 17400006
‘ers.No. 17400006 Name
‘ers,area UHe® UPPCL Head Office Cost Ctr
E subgrp ow  Shramik WS rule GEN
itart 01.01.2024 to 31.12.9999

Personnel action

Action Type
Reason for Action

Status

79 Separation - PCL

b,

Kumar ravi

UPHEBe008 Inquiry Com .

General Shift ..

s found

Help View for Reasons for Actions

S |

Action Type: Z9

Customer-specific

Name of action type: Separation - PCL

Employment 0 Withdrawn Ac.” Name of reason for acti.
Special payment 01 Resignation
02  Dismissal
- ; 03  Death of employee
Organizational assignment Bk rariration
Position 20006492  Shramik 05 End of Contract
Personnel area UHe® UPPCL Head Office 06  Retirement
Employee group D Class IV 07  Voluntary Retirement
4 08 Compulsary Retirement

E 5| OW h

it i el 09 Deputed outside Group
Additional actions 0 Entries found _ A
Start Date  Act. Action Type ActR Reason for action Al

Version 0.2 End User Manual
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Then press two time Enter and save
Copy Actions

As (D Execute info group  # Change info group
Pers.No. 17400006
Pers.No. 174006006 Name Kumar ravi
Pers.area UHe@ UPPCL Head Office Cost Ctr UPHe©000088 Inquiry Com..
EE subgrp oW  Shramik WS rule GEN General Shift ..

Start 01.81.2824 to 31.12:°9599

Personnel action

Action Type 79 Separation - PCL v
Reason for Action @1 | Resignation

Status

Customer-specific v
Employment 0 Withdrawn v
Special payment v

Organizational assignment

Position 20006492  Shramik
Personnel area UHee UPPCL Head Office
Employee group D Class IV
Employee subgroup ow Shramik

Additional actions
Start Date  Act. Action Type ActR Reason for action
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Click on Yes button. O

- Create Vacancy

S 20006492 Shramik

Create on

Holder
Ic.. Holder Percenta.. Assigned as .. Assigned u..
A& Kumar ravi 100.00 01.04.2023 Unlimited

Yes : No | € cancel

Now a new screen (Copy of Organizational assignment) will open then press enter and click on
tick button for account assignment fund natification.

Copy Organizational assignment

oy ) B ST Org Structure
Personnel No 17400006 Name Kumar rawvi
EE group D Class IV Pers.area uHee UPPCL Head Office
EE subgroup oW Shramik Cost Center uPHeeee0es8 Inquiry Committee
Start @1 .81 2024 to 31.12.9999

_Enterprise structure

CoCode UPPC UPPCL Leg.person

Pers.area UHee UPPCL Head Office Subarea uH23 RESSPO
Cost Ctr uUPHe@220a88 Inquiry Committee Bus. Area

Fund OWN__FN_EST Own fund establishm

_Personnel structure

EE group D Class IV Payr.area UH RESSPO

EE subgroup ow Shramik Contract e
Organizational plan Administrator

Position 99999999 Integration: default p.. Group uUHee

Job key PersAdmin

Org. Unit 19600445 SE(HQ and Assembly) Time

Org.key UHaeuUH23 PayrAdmin

Supervisor

&) New default for payroll area: 99

Version 0.2 End User Manual Page 8 of 18 Project — SAKSHAM




i SR
Lo |1 52 )jier-195\ &), accenture
B o] e - e : High performance. Delivered.

L Lidsd LV Fayl .aled un o el &

| % Information

! | Account assignment Fund only valid until
31.03.9999 pot

N

supervisor

Then click on tick button and save
Then skip the basic pay

Copy Basic Pay

Sl 1A B Insert wage type b Delete wage type  [iii] Payments and Deductions

Pers.No. 17400086 Name Kumar rawvi
Pers.area uUHee UPPCL Head Office Cost Ctr ‘uPHeeeeoe8 Inquiry Com..
EE subgrp ow Shramik WS rule GEN General Shift ..
Start Bi.e1.2e24 To 31.12.9999
Payment type @ Basic contract Object ID
Reason No Reason Next increase
Pay scale Further information
Type uz 7th Pay Commision Capacity Util. Level 186.00 % PER
Area um Metro Work hours/period 175.89 Monthly
Group u7es Level o5 Ann.salary INR
W... Wage Type Long Text O. Amount Cur... I.. A. Number/U... Unit Fii
1eee Basic Salary 33,500.80 INR I
1826 Grade Pay (7th Pay)-Dummy 3,000.00 INR I
1015 DA 7th Pay 17,;755.00 INR I |
1860 Medical Allowance 2e@.80 INR I
INR
INR ~
INR ~
IV 28.12.2024 - 31.12.9999!'1 |> 51,455.00 INR
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Skip the Bank details &

V) KE 000 1] €
Display Bank Details

EG |as
Pers.No. 17400006 Name Kumar ravi
Pers.area UHBe UPPCL Head Office Cost Ctr UPH@eee0e8 Inquiry Com..
EE subgrp OW  Shramik WS rule GEN General Shift ..
Start 01.04.2023 to 31.12.9999 Chng 36.08.2023 DEV_HR10

Bank details

Bank details type 0 Main bank v

Payee Kumar ravi

Postal code / city

Recipient Ctry/Reg. v

Bank Country/Region IN India v

Bank Key ALLAB212429 Allahabad Bank

Bank Account 77770004369 Bank Control Key

Payment Method T  Bank Transfer

Purpose

Payment currency INR  Indian Rupee

Additional fields
IFSC Code ALLA®212429
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Skip the date specifications

Contractual regulations

(=
Copy Date Specifications
5] as
Yers.No. 17406006 Name Kumar ravi
ders.area UHee UPPCL Head Office Cost Ctr uPHeeee0e8 Inquiry Com..
-E subgrp OW  Shramik WS rule GEN General Shift ..
start 81.81.2024 to 31.12.9999
Date Specifications
Date type Date Date type Date
UI PCL Stnd Increment 01.01.2024 Ul PCL Joining Date 01.04.2023
UR PCL Retirement 31.05.2043
Skip Contract Elements
< v K iE @ L 3¢ ] ] ] & T
Create Contract Elements
= I | A Maintain activities
Pers.No. 17400086 Name Kumar rawvi
Pers.area uHee UPPCL Head Office Cost Ctr uPHeeeeoes8 Inquiry Com..
EE subgrp ow Shramik WS rule GEN General Shift ...
Start e1le1.2624 to 31.12.9999

Contract Type 01 Permanent - PCL ~
Terms and conditions
Sideline job

Competition clause

Payment period from beginning of illness

Continued Pay _ ~
Sick Pay Supplement

Deadlines

Special Rule

Entry

Probationary Period
ER Notice Period
EE Notice Period
Work Permit

1 Years =
05 3 MONTHS s
05 3 MONTHS o

Initial Entry
Entry into Group
Corporation

Version 0.2 End User Manual
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| Skip the Monitoring Tasks -
Create Monitoring of Tasks
L5 |as
ders.No. 17400006 Name Kumar ravi |
ders.area UHee UPPCL Head Office Cost Ctr UPHeeee0e8 Inquiry Com..
=E subgrp oW  Shramik WS rule GEN General Shift ..
Task
Task Type K4 v
Date of Task 4 Processing indicator New task o
Reminder
Reminder Date
Lead/follow-up time For specific task type v
l
| Comments
Skip Provident Fund Contribution
Delimit Provident Fund Contribution
alEl o
Personnel No 17400006 Name Kumar ravi
EE group D Class IV Pers.area UHe® UPPCL Head Office
EE subgroup  OW Shramik Cost Center ~ UPHeeeeoe8 Inquiry Committee
# Choose §1 1.9624 bis  31.12.9999 STy. Delimit.Date ~ @1.01.2024
From To PF No Pension No VPE  VPFAmount Women C... Ee basifff
01.04.2023 31.12.9999 UPPCL/CPF/3075 0.00 0.00 2 -

£
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Skip Recurring Payments/Deductions

—

Create Recurring Payments/Deductions

e 8 5
&l A =

Pers.No. 17400006 Name Kumar ravi

Pers.area UHe® UPPCL Head Office Cost Ctr UPHeeee0e8 Inquiry Com..
EE subgrp OW  Shramik WS rule GEN General Shift .
Start 01.01.2024 to 31.12.9999

Recurring Payments/Deductions

Wage Type ¥

Amount INR Ind.val.
Number/unit

Assignment Number
Reason for Change

Payment dates

1st payment period _ or 1st payment date
Interval in periods Interval/Unit

Close EL details

— . - —— L e WL W A% A W wma W W o - - - - ga W wra W wr o

» Subtypes for infotype "Time Quota Compensation” (1) 1 Entry found

OEHPK . B,
E. PSG.. Comp.met. Description
1 90 2000 EL Encashment
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Skip Time Quota Compensation “w 3
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Create Time Quota Compensation
IRl § o [E Compensate
Yars.No, 17408005 Name Kumar ravi
ders.area UHe® UPPCL Head Office  CostCir UPHE28e0a8 Inquiry Com..
Esubgp O Shramk WS rule GEN General Shift .
start 81.61.2024
Zomp. method 2000 EL Encashment
Compensation spedfications
Time quota type 28 Eamed Leave
Compensation rule 009
No. to compensate
Do Not Account
Absence quotas
ATy Quota text Entitl. Comp. Rem. WT Amount  Cur.. S Dedudion... Deduction... i Quota counter &
10Casual Leave 11.00000 Days 2.00000 11.00000 0.00 01.04.2023 31.12.2023 08006000000455472006
20Farned Leave 8.00000 Days .00000 8.00000 0.09 - 01.04.2023 31.12.9999 £0000900090455482006
20Eamed Leave 15.00000 Days 0.80000  15.00000 0.60 01072023 31.12.9999  @8AROR0RR0455542006
21Leave on Private Affairs 8.00000 Days 0.00000 8.00000 0.00 01.04.2023 31.12.9999 #0600EAAHAA455512805
21Leave on Private Affairs 15.00000 Days 0.00000 15.00000 0.80 01.07.2023 31.12.9999 BP0ReEEAAAE455552006
30Medical Leave 365.00000 Days 8.60008  365.00000 0.08 01.04.2023 31129999  €PGEEAGARA455492006 ,
4(Restricted Holiday 2.00008 2.00000 0.00 01.04.2023 31.12.2083 20000000000455502008

¢ Y ER

2.00000 Days

L
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Create Increase in Basic Salary

15 |as

Pers.No. 17400006 Name Kumar ravi

Pers.area UHee UPPCL Head Office Cost Ctr UPHE®80008 Inquiry Com..

EE subgrp OW  Shramik WS rule GEN General Shift .
, Start 01.01.2024 To 01.01.2024

Administration Information

Authorized Signatory For Authorized Signatory
Correspondance Through Reference Number

CC Recipient 1 CC Recipient 2

CC Recipient 3 Report To

Proposed New Org Data

Personal Area Personal Sub Area
Org Unit ; Current Org Unit
Position _ Effective Date

Proposed New Personnel Action

Action Type v

Reason

Other Details

Cheque Date Cheque Amount
Country/Reg. Bank Key

Status Of Correspondance Letter

Status INITIALIni. v & Preview Letter |

Issued by Issue date

Additional fields

& Generate & Print |

Version 0.2 End User Manual Page 15 of 18
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Choose Action type- Separation- PCL

]

Subtypes for infotype " Employee Documents” (1) 41 Entries found

T

) . R R e SO g e G S R
rej 0 u H .ﬁ ' ; 'E';_;I

ST.. Name

X1 Claims g
X10 Disiciplinary case details ¥
X11 Vigilance Clearence
MiX12 Appraisal forms -
n|X13 Office Orders 4
sriX14 Joining - PCL

X15 Probation - PCL

X16 Probation Extension - PCL :
2IX17 Confirmation - PCL | —
M X18 Initiate Transfer - PCL

oy X19 Promotion Joining - PCL
X2 Leave Order and Proof Doc
X20 Promotion - Relieving PCL
|X21 Deputation - PCL

MX22 End of Deputation - PCL Ao
i X23 Separation - PCL
)n{X24 Suspension - PCL
X25 Revoke Suspension - PCL ~

{X26 Pre-Separation - PCL -
oY

g

41 Entries found y

innal artinne

Version 0.2 End User Manual Page 16 of 18 Project — SAKSHAM



1
]

: >
accenture
High performance. Defivered.

Upload the OM if available then save otherwise skip

Create Employee Documents

9 Rl - < XAK*)

Create Employee Documents

a5 a

Pers.No. 17400006 Name
Pers.area UHee UPPCL Head Office Cost Ctr
EE subgrp oW  Shramik WS rule
Start 81.81.2024 To 31.12.9999

Employee Documents

NN U9d

Kumar ravi
UPHe®e0008 Inquiry Com..
GEN Gengral Shift ..

Document name
Document Class
Document description
Document ID
Archived On
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4 GLOSSARY
HRM Human Resource Management
Company code SAP term for legal entity for which a complete self-contained set of
accounts can be drawn up for external statutory reporting
Personnel Areas are the subunits of a company that are specific to
Personnel Areas (PA) Personnel Administration. Personnel Areas usually defines geographical
locations. One Personnel Area can belong to only one Company code
Personnel subarea represents a further subdivision of the Personnel Area.
Personnel subarea The principle Organizational aspects of human resources are controlled at

(PSA) this level, like Holiday Calendars, Wages and Allowances, Shift Timings,
Leaves Quotas, Professional Tax etc.

Employee group (EG) Employee group is a general division of employees, which defines the
different types of workforces and their employment terms and conditions

Employee Subgroups are subdivision of employee groups. The principle

Employee Subgroups Organizational aspects of human resources are controlled at this level,

(ESG) Wages and Allowances, Shift Timings, Leaves Quotas, Wage Calculation
| Rules etc.

Payroll Area Grouping of employees to process Payroll.

SAP Systems, Applications and Products (in data processing)
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