Sample sandpit exercise:

Topic
Personnel actions
Exercise 3
Hire an employee

Course
Personnel administration

Objectives
By the end of this exercise you should be able to:

· Hire an employee in the SAP system

	Instructions
	Data

	1. In the SAP menu, open the folders until you find Personnel Actions.
	SAP menu

· Human Resources

· Personnel Management

· Administration

· HR Master Data

· Personnel Actions

	2. Drag and drop the transaction into your favorites.
	

	3. Enter this transaction (either double-click or enter PA40 into the command field).
	

	4. Leave the personnel number field blank, and use the start date 1 October 2009, as an example.
	

	5. Highlight the New Starter line, and click execute to start the action.
	

	6. Define a unique set of personal information to add to the Employee Recognition pop-up box.
	

	7. Assuming no employee is found, click New Employee on the pop-up. 
	

	8. On infotype 0000 (actions), select an appropriate action reason, and assign the employee to an unoccupied position.
	

	9. Validate and save the infotype.
	

	10. Add appropriate data to each infotype. Validate and save each by clicking the check mark icon, followed by the save icon.
	When you get to IT0007 Planned Working Time, select a part-time working pattern

	12. The last infotype is 0024 (qualifications). When you have finished with this infotype, click the yellow Exit button at the top of the screen to finish the hiring action.
	


Source: Rob Lancaster, SAP HCM Consultant, Goldcrest HR Ltd. Used with permission.

