Personnel Administration Alert                                       2008-5
Issued:  04/14/08

This Alert includes:
 

· Procedures on how to run the standard Flexible Employee Data report (S_AHR_61016362)
· Procedures on how to run the standard Flexible Employee Data report in the background.
All employees are required to provide Agency Human Resource Offices with their home telephone number or a telephone number where they can be reached outside of regular work hours.  A memo was sent to Agency Human Resource Directors on 04/10/2008 as well as agency lists identifying employees that currently do not have a telephone number in SAP.  A mass email was sent to those employees with consistent email access.  It is the agency’s responsibility to follow-up with the employees to ensure that the telephone number are updated accordingly.
To ensure that the phone numbers remain updated in SAP, the Human Resource Office should run the standard Flexible Employee Data report that is in SAP.  

Below are detailed instructions on how to run the standard Flexible Employee Data report as was well as instructions on how to run this in the background.
1.  Procedures on how to run the Employee Flexible Data Report
Type in S_AHR_61016362 in the transaction field or the path is Human Resources/Personnel Management/Administration/Info System/Reports/Employee/S_AHR_61016362 – Flexible Employee Data.  Enter or select the green checkmark[image: image30.png]Inwhich format should thelst
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Select the “Get Variant” icon
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Highlight the Personnel Number in the Created by Field and select Delete.  Select the Execute icon. [image: image4.bmp]
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A pop up box will appear with a variant directory.  Select the “Find” icon [image: image6.bmp].  The Find pop up box will appear.  In the search term field enter “AGY” and then select the green checkmark[image: image7.bmp].
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Variant name “AGY EE PHONENO” will appear.  Select the “Cancel” [image: image9.bmp] icon in the Find Pop Up Box.  Place the cursor on the line “Employees with Phone Numbers” text to highlight the entire line [image: image10.png]


 .  Select the green checkmark[image: image11.bmp].
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Enter the personnel area.  If running the report for multiple personnel areas, select the “multiple selection” [image: image13.bmp] icon and follow Step 2.
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2. PROCEDURES ON HOW TO RUN THE FLEXIBLE EMPLOYEE DATA REPORT IN THE BACKGROUND.

Because some reports take a considerable amount of time to process, you should always run your reports in the background.  Running long reports after hours reduces the load on the SAP servers and improves response time for routine transactions that are executed during normal business hours.


Enter the selection values for the report period.



Select “Program” from the menu bar.




Select “Execute in background” from the submenu.
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Uncheck the “Print immediately” box.



Uncheck the “Delete after output” box.



Select the continue (green check) icon.
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Select the “Immediate” icon
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Select the save (disk) icon.
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You will receive this message, “Background job was scheduled for program RPLIC010 if your save was successful.
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To view the executed report, click on “System” from the menu bar.



Select “Own spool requests” from the submenu.
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Note the number of pages for the report.  It is very important to have the number of pages.  

Select the ABAP list.
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Note the message at the bottom states “Only page 1 to page 10 of 40 are displayed”.  The default setting for the number of pages that will display is 10.  If your report is larger than 10 pages, follow steps 15 -17
Select the “Settings” button
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Settings for Spool Request Display Box will appear.  Select the radio button beside “The last”


Enter a number that is more than the number of pages indicated on the spool request.


Green Check Mark.
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A pop up box will appear that states the number of pages selected could cause a memor overflow.  Acknowledge this message using the Green checkmark.
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All pages will then be displayed in the results.


To export the data into an Excel spreadsheet, select the “save to local file” [image: image25.bmp] icon and continue to follow steps 21, 22, 23, and 24.
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Select “Spreadsheet” radio button.



Select the Green checkmark icon.





Select the matchcode to determine where you want the file saved.  Add the file name extension that appropriately describes your file.  


Select on the “Transfer” box.
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The standard Flexible Employee data report cannot filter only those employees without phone numbers.  After saving the excel spreadsheet, a filter can be performed in Microsoft Excel to include only the blank telephone numbers.  This should then be used to notify those employees that currently do not have a phone number in SAP.
Format the MS Excel Spreadsheet
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The Data can then be filtered
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Any questions, regarding this should be submitted via Help Desk Ticket Application.
Transaction field
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Employee information will be listed below.  
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