Time Alert

2013-28 REVISED
Revised 10.22.13
                               
Rescinds Time Alert 2012-11


Please distribute this alert to any users within your agency who are responsible for running reports in SAP.

Detailed Criteria Required When Running Reports 

· Information regarding the need to enter detailed criteria when running reports
· Revised Alert (10.22.13): providing detailed instructions and screen shots for running reports using detailed selection criteria  
As a result of questions and agency requests for clarification, additional information regarding report criteria is being provided.  This alert rescinds Time Alert 2012-11.

Users should always enter detailed selection criteria when running reports, whether the report is run in the foreground or background.  Running reports without detailed selection criteria pulls heavily from SAP resources that are needed for critical systems jobs.  The report selection screen should include the period (i.e. date range), and additional filtering criteria such as personnel number, time recording administrator code, etc.  
Fill in the desired date range for the “Data Selection Period” and the “Person selection period”.  The “Person selection period” is required to eliminate employees no longer employed by the specified agency.
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If running reports without a personnel number, use the “Further selections” button to narrow the search.  Suggested searchable criteria include “Personnel area”, “Employee group”, “Employee subgroup”, “Personnel subarea”, “Organization unit”, etc.  This may be useful when searching for errors for a specific group of employees.  
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By completing the search fields as shown below, only data for the Department of Corrections (11) SCI-Rockview (Org Code: 0117000), active full time employees in Bargaining Unit H1 between 07-01-13 and 10-22-13 will be shown in the results.  
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Users can narrow their search further by including or excluding specific search values or ranges for each selection by clicking on the Yellow Arrow pointing to the right  [image: image4.png]
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Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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