
 

Annual Increment –SOP 

Departmental Employees: 

Ensure Infotype 0902 and 0008 is maintained.  

Go to zpy_menu 

 

Active employees Annual Increment Ann. Increment Others 

 

Select Annual Increment Radio button (default  selection is Annual Increment)  

There is an option to enter Personnel Numbers eligible for Annual Increment.  

The list of personnel eligible / non eligible for the selected Increment date can be extracted by 

entering Date of Increment and DDO code without entering Personnel numbers as shown below. 



 

List of eligible / Non eligible employee ids for annual increment is displayed as below, with Old/New 

basic pay, Increment date and Success/failure message.  

 

List can be downloaded using download option.  

Select the success records (Press ctrl and select the row for multiple selection) and click on 

Increment.  

 

Annual increment is executed with the eligible Increment date and new basic pay is updated.  



 

After successful execution, basic pay is updated in Infotype 0008 and next increment date is updated 

in Infotype 0902 as under.  

 

 

 

 

GDS: 

Ensure Infotype 0902 and 0008 is maintained.  

Go to zpy_menu 

 



Active employees Annual Increment Ann. Increment GDS 

 

 

There is an option to enter Personnel Numbers eligible for Annual Increment.  

The list of personnel eligible / non eligible for the selected Increment date can be extracted by 

entering Date of Increment and DDO code without entering Personnel numbers as shown below.  

Select Test for simulation run.  

 

 

Details of TRCA/Increment amount and success/error description is displayed.  

 

After checking, uncheck ‘Test’ and execute. Increment is successfully executed for eligible GDS and 

success message is displayed.  



 

Infotype 0902 and 0008 is updated with the eligible date.  

 

 

Message Description: 

 
Ready for Increment 

Eligible for increment in the selected date 
 

No valid record found in Infotype 0902 Not eligible for increment in the selected date as per the 
data maintained in Infotype 0902. 

No valid record found in infotype 0902 
for Annual Increment 

Type of increment not maintained in infotype 0902. 

Increment withheld Increment is withheld 

Increment withheld for next cycle If LWA is 30 days or more (for GDS), increment is 
postponed to next six months.  
 

Not completed one year from the last 
increment 

Not eligible for increment as one year not completed 
from the last increment. 

 

 

-end of document- 

 


