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Maintain Text 

Below is a list of infotypes that may enter text: 

§  Org Assignment (0001) §  Planned Working Time (0007) 

§  Basic Pay (0008) §  Contract Elements (0016) 
§  Recurring Payments & Deductions (0014) §  Additional Payments (0015) 

§  Withholding Info (0210) §  Additional Info (0234) 
§  Health Plans (0167) §  Savings Plans (0169) 
§  Miscellaneous Plans (0377) §  General Benefits (0171) 

§ Allows you to create informational notes on infotypes. 

§ The text can be edited and deleted by any user who has 
create/change access to the infotype. 

§ You can only have one message on an infotype, however you may 
add several comments to that message. 

§ Not all infotypes allow text to be entered. 



Maintain Text 
1. Enter the Transaction Code PA30  

in the command field 

2. Click      (Enter) 

3. Enter the employee’s Personnel no.  

4. Select Planned Working Time (0007) 
 on the Time Recording tab 

 

 

 

5. Click        (Change) to 
change the record 

 



Maintain Text (cont’d) 
6. From the Menu bar, click 

Edit and then Maintain 
Text   

7. Enter your text 
8. Click      (Save) to save your 

entry 

Note:  You can also 
press F9 to access the 
Maintain Text 
infotype. 



Maintain Text (cont’d) 
9. Once saved, the     (maintain text) icon will 

be placed on the infotype  

Note:  To view the 
text, just click on 
the     (maintain 
text) icon. 



Adding a Personal Holiday 



Adding a Personal Holiday cont’d. 

n Enter Personnel Number 

n Click      (Enter) to validate 

n Select the                        tab 

n Enter the Start Date 

n Click the gray box to the 
left of        select 

n Click      (Create) to create 
new record 

n Select 42 (Personal 
Holiday- Shift 

 



Adding a Personal Holiday cont’d. 

• Fields to complete: 
– Quota Number – 
– Increase generated 

entitlement 
– Transfer collected 

entitlement 
immediately 

 
• Click      (Enter) to 

validate 
• Click      (Save) to save 
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Adding a Personal Holiday cont’d. 

• Enter the transaction 
code /NZT60 in the 
command field 

• Enter the employee’s 
Personnel Number 

• Evaluation up to Date – 
let default to the last day 
of the month 

• Click       (Execute) to 
execute the process 
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Adding a Personal Holiday cont’d. 
• Verify the time 

transfer was 
successful 

 

• Click      (Exit) 
and return to 
the SAP Easy 
Access screen 



Adding a Personal Holiday cont’d. 

• Select the                     
tab  

• Select Absence 
Quotas (2006) 

• In the Period section, 
select the All radio 
button 

• Click       (overview) 

 



Adding a Personal Holiday cont’d. 
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