Attachment to PA Alert 2011-10 
Issued 6/24/2011

Standard R/3 Report Instructions:

Employee/Emergency Contact Information

Section 1: Employee Contact Report
Page 2


Section 2: Emergency Contact Report
Page 8
Questions? 
If you have any questions regarding these report instructions, please submit an HR help desk ticket in the reporting category.  You may also call the HR Service Center, Business Information & Support Division at 877.242.6007, Option 4. 
Section 1: Employee Contact Report

Step #1:

· Enter SAP Transaction ID:  Y_DC6_14000171
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Step #2: Select the appropriate radio button for the type of contact information
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Step #3: A variant can be selected or created and saved by selecting additional criteria
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Results: Employee Contact Information Report
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Step #4: Results can be exported to Microsoft Excel
· Select the “Print Preview” icon
· After preview the print results, select the “MS Excel” icon
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· Follow the prompts to export and save the file
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Step #5: Results can be filtered or modified to identify employees with/without contact information by selecting the “Change Layout” icon.  Also, layouts can be saved using this icon.
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· Report modifications: “Displayed Columns” tab
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· Report filters: To identify employees without contact information, use the “Filter” tab
· Move “Telephone Number” from Column Set to Filter Criteria
· Then select the “Filter” icon as shown below
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· Enter the value for the filter criteria OR
· Select “Multiple Selection” icon to enter more than one
· Select the green checkmark to run the report when finished
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Results: Employees without Telephone Numbers
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Step #6: To save the layout, select the “Save Layout” icon
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Section 2: Emergency Contact Report

Step #1:

· Enter SAP Transaction ID:  Y_DC6_14000171
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Step #2: Select the appropriate radio button for the type of contact information
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Results: Emergency Contact Information Report
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Step #4: Results can be exported to Microsoft Excel

· Select the “Print Preview” icon
· After preview the print results, select the “MS Excel” icon
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· Follow the prompts to export and save the file
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Step #5: Results can be filtered or modified to identify employees with/without contact information by selecting the “Change Layout” icon.  Also, layouts can be saved using this icon.
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· Report modifications: “Displayed Columns” tab
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· Report modifications: To identify employees without contact information, use the “Filter” tab
· Move “Contact Last Name” from Column Set to Filter Criteria
· Then select the “Filter” icon 
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· Enter the value for the filter criteria OR
· Select “Multiple Selection” icon to enter more than one
· Select the green checkmark to run the report when finished
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Results: Employees without emergency contact information
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Step #6: To save the layout, select the “Save Layout” icon
· Save as an existing layout or save the layout with a new name
· You can return through the “Select Layout” icon
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