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Because some reports take a considerable amount of time to process, you have the option 
to 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. 
 
Click on “Program” from the menu bar. 
  
Click on “Execute in background” from the submenu. 
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Uncheck the “Print immediately” box. 
 
Uncheck the “Delete after output” box. 
 
Click on the “Continue” icon (green check). 
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Click on the “Immediate” box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the save (disk) icon. 
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You will receive this message, “Background job was scheduled for program 
_________” if your save was successful. 
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To view the executed report, click on “System” from the menu bar. 
 
Click on “Own spool requests” from the submenu. 
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 Click on the ABAP list. 
 
 
 
 
 
 
 
  
 
 
 
 
 

 
To print the document, click on the “Print directly” icon. 
 
To export the data into an Excel spreadsheet, click on the save to local file icon and 
continue to follow steps 16, 17, 18, and 19. 
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Click on the “Spreadsheet” radio button. 
 
Click on the “Continue” icon (green check). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Add the file name extension that appropriately describes your file. 
 
 Click on the “Transfer” box. 
 
  
 
 
 
 
 
 
 
 
 
Questions?  
If you have any questions about running SAP reports in the background, 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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http://oaiss.state.pa.us/HR-Pay_Help_Desk/

