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Process: To pay moving expenses in advance of employee hire date using a 
temporary position. It will require two steps. The first is to enter the employee in 
a temporary position to pay the moving expense. The second step is to the move 
the employee to their regular position on the start date of the assignment.  

 

 
PROCEDURES 

Identify temporary 
position number or 
create new position 
using transaction 
code ZPOS, 
following the steps 
explained in 
QRC http://myhelp.
uky.edu/rwd/HTML/
HR/QRC_ZPOS_Posi
tion_Creation.pdf 

 
Enter transaction code 
PA40 
 
On the Personnel 
Action screens, 
complete the following 
steps: 
• The person ID will 

be blank 
• Enter the date of 

the temporary 
position in the start 
box 

• Select either Main 
Campus Create 
Assignment or 
Hospital Create 
Assignment 

Click on the execute 
icon in the application 
tool bar 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://myhelp.uky.edu/rwd/HTML/HR/QRC_ZPOS_Position_Creation.pdf
http://myhelp.uky.edu/rwd/HTML/HR/QRC_ZPOS_Position_Creation.pdf
http://myhelp.uky.edu/rwd/HTML/HR/QRC_ZPOS_Position_Creation.pdf
http://myhelp.uky.edu/rwd/HTML/HR/QRC_ZPOS_Position_Creation.pdf
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On the Employee 
Recognition box, enter 
the employee’s last 
name and first name, 
the click on the 
continue icon.  
 
 
 
 
 
 

 
 

Click on the new 
employee button 

 
Create Actions 
(0000) 
 
Click on the possible 
entries icon in the 
Reason for Action 
field, then double click 
on the appropriate 
hire type.  
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Enter the 8-digit 
position number for 
your department and 
hit the enter key.  

 

Click on the save icon 

 
 

Create personal Data 
(0002) 
 
Enter the employee’s 
first, middle, and last 
name. 

 
Enter the employee’s 
social security number 
and gender 
 
  

On the List of Student 
matching employee 
Data, look to see if 
your employee is 
listed in this box. If 
name does display, 
double click on the 
name to select.  
If the employee has 
never been here as a 
student, you will not 
see their name.  Click 
on new student.  

 

Click on the save icon 
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Create 
Organizational 
Assignment (0001) 
 
Press the enter key 
and SAP will populate 
the information.  Once 
it has populated, click 
on the save icon.  

 

 
Address Screen 
(0006) 
 

Enter the employee’s 
home address, city, 
state, and zip code.  
Enter the employee’s 
county of residence or 
use the possible 
entries icon to search 
for the county. Also 
enter employee’s 
primary work address.  
Note: Do not enter a 
county on the 
city/county line.  Use 
code 125 if the 
employee’s address is 
out of state. 
 
Click on the save 

icon  
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Create Planned 
Working Time 
(0007) 
 

Press enter to 
populate the fields 
 
Click on the save icon 

 
 
 
 
 
 
 
 
 

 

Create Basic Pay 
(0008) 
 
This amount is left 
blank because it is 
only paying for 
expenses. 
 
Click on the save icon 
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Change Date 
Specifications 
(0041) 
 
Verify the dates 
entered.  If the dates 
are incorrect, please 
contact Compensation 
for assistance. 
 
Click on the save icon 

 
 

 

Create Additional 
Personal Data 
(0077) 
 
Select the employee’s 
ethnicity 

 

Select a race category 

 
Select the veteran 
status if known 
 
 
 
 
Click on the save icon 
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The system should 
return you to the 
initial Personnel 
Actions window.  The 
action is now 
complete.  You can 
now enter the 
payment for 
expenses. 

 

Enter the transaction 
PA30  

On the UK Payroll 
Data Tab, select 
Additional Payments 
(0015) 

 
Select the create icon 

 
 

Select the wage type 
for the appropriate 
payment and enter 
the amount.  Leave 
the reason for change 
box blank. 
 
The applicable wage 
types are: 
• 2600 relocation 

and house hunting 
expenses 

• 2090 temporary 
housing 

 

Click the save icon  
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This completes the 
payment for 
expenses.  Forward 
copy of PAR with 
approval signatures 
and copy of offer 
letter to Human 
Resources. 

 

Enter the second part 
of the process to 
move the employee 
into their regular 
assignment using the 
true start date of the 
assignment.  
Employee must have 
completed the I-9 
process prior to 
official start (hire) 
date. 

 

Enter transaction PA 
40 
 
On the personnel 
actions screen, enter 
the start date of the 
assignment and select 
either Main Campus 
Create Assignment or 
Hospital Create 
Assignment.  Do not 
enter the name or 
employee id number. 
 
Select the execute 
icon  
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Search for the 
employee by using 
their last name and 
first name and select 
the execute icon. 

 
Click on the 
employees name and 
select the execute 
button 

 
On the new work 
relationship, select 
change of 
organizational 
assignment and select 
the execute button. 
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Create Actions 
(0000) 
 
Select 04 Lateral for 
the reason for action 

 
Enter the position 
number for the 
regular position 
 
Hit the enter key to 
populate the title of 
the position. 
 

Click the save icon  
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Create 
Organizational 
Assignment (0001) 
 
Select the enter key 
and SAP will populate 
the information.  Once 
it has populated, click 

the save icon.  
 
Create Address 
(0006) 
 
You can enter the 
work address for your 
employee and click 
save.  If there are no 
changes to the 
address, you can skip 
this Infotype by 
clicking on the 

forward icon.  

 

Create Planned 
Working Time 
(0007) 
 
Press the enter key to 
populate the 
information. 
 

Click the save icon  
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Create Basic Pay 
(0008) 
 
Enter the amount of 
the payment and 
select enter to 
populate the annual 
salary. 
 

Click the save icon  
  

This completes the 
entry to transfer the 
employee to their 
regular assignment.  
Use the transaction 
code zhr_par to print 
off the PAR. 

 

 


