Attachment to Time Alert 2011-18
Issued 10.11.11


Unlinked SPF Absence Report

(Y_DC1_32000946)

Instructions for viewing the unlinked SPF absence report:

1.  The report is located under the Time Advisor role in SAP.
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2.  Double click on the Unlinked SPF Absence Report.  The screen shot below shows the initial screen.  The “Period” defaults to “Other period”.  A date range may be entered, or you may choose one of the other selections.    Add your agency number in the “Personnel area” block and enter a specific Absence Type(s) in the “Optional Criteria” block.  Click the “Execute” button located in the upper left corner to run the report.  NOTE:  if running the report for a large period of time, you may want to run it in the background.  Instructions for running an SAP reports in the background are available.
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3.  A yellow error message, (Absence Type must begin with a Y), will be displayed.  Bypass this message by clicking on the green check mark in the upper left corner of the screen and the report will run.
[image: image4.png]Program _Edit_Goto

systen Help

@

Haleaa 2

Unlinked SPF Absence Report

DA G D=(

Furher selections

=) &

Unlink
el

SPF Absence Report

wre e 0)

— , # rina

Calibr Body) u -|[A x5 AaBbCcDe| AaBbCcDe AaBbC: AaB M o

3 T Normal | T No Spaci. leading leading itle ubtitle Change |

Fromatpanter | B £ U~ sbe X, X par|[¥- A Normal | No sp Headingl  Heading2 Tt Subtitl Donge | | e

Cipboara == B ating
Ca
= FE] I

Period e o) o
OToday © Ocunent month Ocurentyear
OUpotoday OFromtoday P AT =
®otherperiod 0 COTTEEI

Period 0176872011 To [08/01 /2811 P szes A _ 1

= o1 Vock wnwEancoms @0 o119l 120100m g
Selection o vom wonsusraor@ 10 oroins 2
Personnel Number [3] meatmers “ o1 VoRa Westonrarorazs  oioiion 1aivem
ersonnelarea) o 2 01 Vo weaoemrnor@us  ovoviom 123D
Personnel subarea E| o 3" Parenus o v
Ermpioyee aroup El = wmmm o
Employee subgroup = o om0 raeees
Gptional Ciria
Absence Type(s) 18 40nn to
°

Page:1

of1 | Worasi0 | <5

o

@ Aosence Type mustbeginwit a

EEPEPEOEDmTE ] P Logon far




4.  Following is an example of the report results:
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Note:  results will be displayed for all employees within the agency during the date range for which the report was run even if the employee(s) has since left the agency. 

Questions? 
If you have any questions regarding these instructions, please submit an HR help desk ticket in the time category.  You can also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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