Master Data Configuration in SAP
HCM for S/4HANA

COURSE OUTLINE

Course Version: 2412
Course Duration:



© 2025 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or for any
purpose without the express permission of SAP SE or an SAP affiliate company.

SAP and other SAP products and services mentioned herein as well as their
respective logos are trademarks or registered trademarks of SAP SE (or an SAP
affiliate company) in Germany and other countries. Please see https://
www.sap.com/corporate/en/legal/copyright.html for additional trademark
information and notices.

Some software products marketed by SAP SE and its distributors contain proprietary
software components of other software vendors.

National product specifications may vary.

These materials may have been machine translated and may contain grammatical
errors or inaccuracies.

These materials are provided by SAP SE or an SAP affiliate company for
informational purposes only, without representation or warranty of any kind, and SAP
SE or its affiliated companies shall not be liable for errors or omissions with respect
to the materials. The only warranties for SAP SE or SAP affiliate company products
and services are those that are set forth in the express warranty statements
accompanying such products and services, if any. Nothing herein should be
construed as constituting an additional warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any
course of business outlined in this document or any related presentation, or to
develop or release any functionality mentioned therein. This document, or any related
presentation, and SAP SE's or its affiliated companies’ strategy and possible future
developments, products, and/or platform directions and functionality are all subject
to change and may be changed by SAP SE or its affiliated companies at any time for
any reason without notice. The information in this document is not a commitment,
promise, or legal obligation to deliver any material, code, or functionality. All forward-
looking statements are subject to various risks and uncertainties that could cause
actual results to differ materially from expectations. Readers are cautioned not to
place undue reliance on these forward-looking statements, which speak only as of
their dates, and they should not be relied upon in making purchasing decisions.


https://www.sap.com/corporate/en/legal/copyright.html
https://www.sap.com/corporate/en/legal/copyright.html

Typographic Conventions

American English is the standard used in this handbook.

The following typographic conventions are also used.
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Course Overview

Unit 1:

Unit 2:

Unit 3:

Unit 4:

Unit 5:

Unit 6:

Unit 7:

Unit 8:

Unit 9:

Understanding User Settings

Lesson: Assigning User Roles

Maintaining Employee Master Data

Lesson: Entering New Employee Data

Discovering Implementation Guide (IMG) Projects
Lesson: Creating Projects

Lesson: Executing Projects

Lesson: Maintaining Customizing Tables

Understanding Human Capital Management Structures
Lesson: Modifying the Enterprise Structure

Lesson: Enhancing the Personnel Structure

Exploring the Organizational Structure

Lesson: Mapping the Organizational Structure
Lesson: Integrating with Organizational Management
Lesson: Utilizing Default Values

Identifying and Configuring Additional Organizational
Assignments

Lesson: Identifying Additional Organization Assignments
Lesson: Identifying the Organizational Key

Lesson: Configuring Administrator Tables

Lesson: Confirming Employee Attributes

Configuring System Default Values

Lesson: Setting Up System Default Values
Lesson: Defaulting the Payroll Area

Lesson: Defaulting Personnel Number Ranges
Lesson: Defaulting the Administrator Group

Updating Personal Data

Lesson: Maintaining Personal Data

Maintaining Data Consistency

Lesson: Linking Planned Working Time and Basic Pay
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19 Unit 10: Creating Remuneration Structures

19 Lesson: Building the Remuneration Structure
19 Lesson: Creating and Assigning a Pay Scale

19 Lesson: Creating a Pay Scale Table

19 Lesson: Defaulting Pay Scale Values

21 Unit 11: Setting up Wage Type Structures

21 Lesson: Setting Up Wage Types

21 Lesson: Outlining the Setup of Wage Types

21 Lesson: Copying Wage Types

21 Lesson: Controlling Wage Type Permissibility
21 Lesson: Configuring Wage Type Characteristics
22 Lesson: Defaulting Wage Types

23 Unit 12: Executing Remuneration Reports

23 Lesson: Executing a Standard Pay Increase

23 Lesson: Performing a Pay Scale Reclassification
25 Unit 13: Discovering Infotypes

25 Lesson: Evaluating Infotype Attributes

25 Lesson: Customizing Screen Headers

25 Lesson: Modifying Infotype Screens

25 Lesson: Creating Infotype Menus

27 Unit 14: Creating and Maintaining Personnel Actions
27 Lesson: Creating Personnel Actions

27 Lesson: Reviewing Additional Actions

27 Lesson: Configuring Personnel Actions

29 Unit 15: Configuring Dynamic Actions

29 Lesson: Triggering Follow-Up Activities with Dynamic Actions
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TARGET AUDIENCE

This course is intended for the following audiences:

+ Application Consultant
« Super / Key / Power User

« Data Consultant
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Lesson 1: Assigning User Roles

Lesson Obijectives
After completing this lesson, you will be able to:

« Assign user roles in the SAP system
« Adjust user parameters to facilitate customizing activities

« Setup favorites in the SAP System
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Unit 1: Understanding User Settings
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Lesson 1: Entering New Employee Data

Lesson Obijectives
After completing this lesson, you will be able to:

« Record information for new employees in the SAP system
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Unit 2: Maintaining Employee Master Data

4 © Copyright. All rights reserved.



Lesson 1: Creating Projects

Lesson Obijectives
After completing this lesson, you will be able to:

« Create a project IMG

Lesson 2: Executing Projects

Lesson Objectives
After completing this lesson, you will be able to:

« Customize limited views of IMG activities to facilitate project execution

Lesson 3: Maintaining Customizing Tables

Lesson Objectives
After completing this lesson, you will be able to:

« Configure tables in the implementation guide to meet customization requirements
+ Delete existing table entries in the implementation guide

« Setenddates on existing table entries
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Unit 3: Discovering Implementation Guide (IMG) Projects
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Lesson 1: Modifying the Enterprise Structure

Lesson Obijectives
After completing this lesson, you will be able to:

« Qutline HCM elements in the enterprise structure

+ Define the use of clients in HCM

« Define the use of company codes in HCM

« Create personnel areas within the enterprise structure

« Create personnel subareas within the enterprise structure

Lesson 2: Enhancing the Personnel Structure

Lesson Objectives
After completing this lesson, you will be able to:

+ Identify the elements of the personnel structure
« Divide employees based on their relationship with the company
« Divide employees to facilitate payroll and time processing

« Verify organizational assignments
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Unit 4: Understanding Human Capital Management Structures
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Lesson 1: Mapping the Organizational Structure

Lesson Obijectives
After completing this lesson, you will be able to:

« Identify the objects used to map an organizational structure

Lesson 2: Integrating with Organizational Management

Lesson Objectives
After completing this lesson, you will be able to:

« Activate integration between Organizational Management and Personnel Administration

- Setup objects to facilitate data integration between organization and staffing and personnel
administration

Lesson 3: Utilizing Default Values

Lesson Obijectives
After completing this lesson, you will be able to:

« Control organizational management values to default to personnel administration values
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Unit 5: Exploring the Organizational Structure
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‘e sr Identifying and Configuring

Assighments

Lesson 1: Identifying Additional Organization Assighments

Lesson Obijectives
After completing this lesson, you will be able to:

« QOutline the additional organizational assignments for employees
« Configure a payroll area to group employees for payroll processing
« Display elements of a payroll record

« Enable payroll processing

Lesson 2: Identifying the Organizational Key

Lesson Obijectives
After completing this lesson, you will be able to:

« Addinformation to the organization assignment infotype

Lesson 3: Configuring Administrator Tables

Lesson Objectives
After completing this lesson, you will be able to:

« Customize the administrator table

Lesson 4: Confirming Employee Attributes

Lesson Objectives
After completing this lesson, you will be able to:

« Locate tables containing employee attribute characteristics

Additional Organizational
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Unit 6: Identifying and Configuring Additional Organizational Assignments
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Lesson 1: Setting Up System Default Values

Lesson Obijectives
After completing this lesson, you will be able to:

« Setup system default values for employee information records

Lesson 2: Defaulting the Payroll Area

Lesson Objectives
After completing this lesson, you will be able to:

« Configure the ABKRS feature to default the payroll area into the organizational assighment infotype

Lesson 3: Defaulting Personnel Number Ranges

Lesson Objectives
After completing this lesson, you will be able to:

+ Setup the NUMKR system feature

Lesson 4: Defaulting the Administrator Group

Lesson Objectives
After completing this lesson, you will be able to:

« Update the system feature PINCH to default the administrator group into the organizational
assignment infotype (ITO001)
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Unit 7: Configuring System Default Values
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Lesson 1: Maintaining Personal Data

Lesson Obijectives
After completing this lesson, you will be able to:

« Update master data infotypes used in employee records
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Unit 8: Updating Personal Data
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Lesson 1: Linking Planned Working Time and Basic Pay

Lesson Obijectives
After completing this lesson, you will be able to:

- Maintain data consistency between basic pay and planned working time infotypes
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Unit 9: Maintaining Data Consistency
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UNIT 10

Lesson 1: Building the Remuneration Structure

Lesson Obijectives
After completing this lesson, you will be able to:

« |dentify the remuneration structure

Lesson 2: Creating and Assigning a Pay Scale

Lesson Objectives
After completing this lesson, you will be able to:

« Maintain pay scales to manage employee remuneration

Lesson 3: Creating a Pay Scale Table

Lesson Objectives
After completing this lesson, you will be able to:

« Configure the pay scale table for employee remuneration

Lesson 4: Defaulting Pay Scale Values

Lesson Obijectives
After completing this lesson, you will be able to:

« Control the setup and default values of pay scale structures
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Unit 10: Creating Remuneration Structures
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UNIT 11

Lesson 1: Setting Up Wage Types

Lesson Obijectives
After completing this lesson, you will be able to:

« Setupwage types

Lesson 2: Outlining the Setup of Wage Types

Lesson Objectives
After completing this lesson, you will be able to:

« Outline wage type configuration tables

Lesson 3: Copying Wage Types

Lesson Objectives
After completing this lesson, you will be able to:

« Copy wage types in the wage type catalog

Lesson 4: Controlling Wage Type Permissibility

Lesson Obijectives
After completing this lesson, you will be able to:

« Maintain the use of wage types by controlling their permissibility

Lesson 5: Configuring Wage Type Characteristics

Lesson Objectives
After completing this lesson, you will be able to:

- ldentify the characteristics of wage types
« Configure wage types to use pay scale data
« Configure wage types to perform calculations on base amounts

« QOutline the configuration of wage types to calculate percentages
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Unit 11: Setting up Wage Type Structures

« QOutline the configuration of wage types to use position data

» ldentify additional attributes of indirect valuations

Lesson 6: Defaulting Wage Types

Lesson Objectives
After completing this lesson, you will be able to:

« Configure default values for the basic pay infotypee

22
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UNIT 12

Lesson 1: Executing a Standard Pay Increase

Lesson Obijectives
After completing this lesson, you will be able to:

« Perform a standard pay increase

Lesson 2: Performing a Pay Scale Reclassification

Lesson Objectives
After completing this lesson, you will be able to:

« Execute the update of pay scale reclassifications
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Unit 12: Executing Remuneration Reports
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UNIT 13

Lesson 1: Evaluating Infotype Attributes

Lesson Obijectives
After completing this lesson, you will be able to:

« Locate the customization tables for infotypes

Lesson 2: Customizing Screen Headers

Lesson Objectives
After completing this lesson, you will be able to:

« Change the display of an infotype by adjusting the screen header

Lesson 3: Modifying Infotype Screens

Lesson Objectives
After completing this lesson, you will be able to:

« Control the information displayed on infotype screens

Lesson 4: Creating Infotype Menus

Lesson Obijectives
After completing this lesson, you will be able to:

« Create aninfotype menu for master data entry screens
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Unit 13: Discovering Infotypes
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UNIT 14

Lesson 1: Creating Personnel Actions

Lesson Obijectives
After completing this lesson, you will be able to:

« Setup personnel actions to meet master data administration requirements
« Verify the status indicators of a personnel action

« |dentify the reasons for using personnel action types

Lesson 2: Reviewing Additional Actions

Lesson Objectives
After completing this lesson, you will be able to:

« Outline how multiple actions processed on the same day are tracked

Lesson 3: Configuring Personnel Actions

Lesson Objectives
After completing this lesson, you will be able to:

« Configure personnel actions
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Unit 14: Creating and Maintaining Personnel Actions
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UNIT 15

Lesson 1: Triggering Follow-Up Activities with Dynamic Actions

Lesson Obijectives
After completing this lesson, you will be able to:

« Explain how dynamic actions trigger follow-up activities

« Set up dynamic actions to track activities
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