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Reports in HRMS

HRMS reports are available across functional
areas of HRMS (Payroll/Personnel/Benefits) to
allow you to:

=
Menu Edit Faworites Extras  System  Help

§ Access reports and data related to your [€ bjegieae
agency business tasks OFF Easy ecess
| > GEIRIEEIET]
§ Make business decisions _ Dfawres.
§ Take a snapshot Of data for your agency |  Som e comrens
b (3 Logistics
(sub-agency) e
§ Change how data is displayed in and e
. . . b (J Payroll
apply filters to fit your unique agency » GOzt Manageren

requirements
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Reports in HRMS
There are three basic types of reports:

Standard reports (begin with an S)

§ Included with the SAP software and meet Washington State’s
general business needs. (Standard reports are also referred to as
“SAP Standard” reports in HRMS materials.)

Customized reports (begin with ZHR)

§ Created by the HRMS Project Team specifically for Washington
State’s business needs.

Business Warehouse (BW) reports
§ Provides end users the ability to develop ad-hoc queries.

§ BW reports will be discussed in the “Business Warehouse” course.
(Visit the following website for more information:
http://www.dop.wa.gov/HRMS/CustomerSupport/BusinessWarehou
se/Default.ntm)
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Reports in HRMS

Key Features and Benefits:

§8 Ability to view reports on demand.
§ View online or choose to print.

§ Customize for type of data you want to
view/generate.

§ Ability to export and manipulate data.
§ Most information in real-time.
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Accessing / Viewing Reports

Your role determines which reports |=

benu Edit Fawvorites Extras System  Hel
you can access and the data that = e gs oy Help

displays within the report. @ 1H G |
SAP Easy Access
1. From the SAP Easy Access
. (= b\ Eh| 2| | v -
screen, type the transaction H =
code in the Command field. b 3 Favarites
(e.g. ZHR_RPTTM084 — = 1 SAP Mmenu
Attendance System Change b Lofice
Report ) b (3 Cross-Application Components &
.p > (3 Logistics
transaction. b (3 Human Resources
I (J Information Systerns
I (J Tools
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Accessing / Viewing Reports

3. Select the criteria for your
report.

§ Period (time frame)

§ Selection (personnel
number, personnel area,
etc.)

§ Quota selection
(additional selection area)

4. Once selected, click &»

(Execute) to execute the

report.
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Printing and Variants
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Personal Printing Settings

§ End users will need default print settings established
on their computer profile to enable printing from their

local printer.

§ If the settings are not established on your computer, your
print job will go to the system spool and will not print.

§8 Work with your agency’s Help Desk or IT staff to
establish your default print settings. —_

H o=

A

—
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Printi ng Reports Once you have executed a report and have
viewed the results, you can choose to print a

1. From the menu copy.
bar, select List
2. Select Print

[l

List Edit Goto “iews Settings Systern Help

3. The Print ALV |i5 Print preview Cul+Shift+F1I0 @@ @ B 5008 BEE
List window A E:;Ln CWP} e Report
appears, — € senato :
Conflrm the Exit Shift+F3
correct printer State of Washington - HRMS
is selected. Attendance System Change Report
4, Enter number
. I= Frint ALV List
Of Coples Output Device LOCL Frnnt—end printer Sapgui
5_ CIle o Windows printer Wwioppsoly002\D0P2-01 o
Mumber of copies 1
(Enter)
Mumber of pages
@ Print all
9 C Print from page E] Ta ]




Report Variant

§ A Variant is a report where one or more selected criteria is

saved as a parameter.
— Use variants to access frequently used/common reports.

— Eliminates redundant data entry.
§ Once you have accessed a report you are able to save a
variant.
§ Alist of statewide variants is located on the Customer

Support page by selecting HRMS Resources.
§ Statewide Variant List: DOP created this list to assist agencies
in identifying statewide variants. The spreadsheet has several
worksheets. The first worksheet lists ALL statewide variants.

Note: Be sure to review state-wide variants
(swv) before creating new ones.
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Create/Save a Variant
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Creating a Variant

[
Menu Edit Faworites Extras  System Help

To create a Variant, a \ & |zhi_ptpads? Z \ JH &E@e| .
report transaction code

is required. SAP Easy Access
§ Enter a transaction
code in the Command I e ] | B e |
field. .
. > (3 Fawvorites
§ Click & (Enter) to start |, S1 SAP menu

the transaction. b (7 Office

I (O Cross-Application Components
I+ (J Logistics

I+ (J Accounting

I (J Human Resources

I+ (3 Information Systerms

I (J Tools
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Creating a Variant

You must select fields (criteria)

=
| Program Edit Goto Systern Help
| & 29B@@e SHE 90O PR QB

In order to save the variant. PP _
ction Report

§ For thiS example We Wi” SeleCt |O OrgStructure ||O Search Help|

fields in these areas: parit
§ Selection Criteria e ol
§ Program selections T =
There is no minimum or Eployment Stans g
maximum number of criteria Personnel subarea E
you can use to create a variant. | g s s E
The more criteria used the _
more specific the report; 1eSs | crectve oste ot cton o
criteria, the more general the Actan Tyee o
report. g
® SAP List Viewer

Refer to Variants_Create and Retrieve in the OLQR
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Creating a Variant

- . - Ej .
In this example, a variant will I;“W Sl e Sﬁ;‘ﬁ"‘qﬂp' cae BHE LT B O
be created for the Action Action Report
Report (ZH R_R PTPA457). | < OrgStructure || <& Search Help |
_Used to identify all new hires . — o[
In the agency. —
Add entries in the Selection Personnel Nurmber E
. . Employment Status &
Criteria area and Program G o . E
selections area. e o £
Employee subgroup i
Pragram selections
§ Person nel area Effective Date of Action o
Action Type ¥ to Uel[=] §
1110 — Dept. of Personnel
§ AC’[|0n Type Output format
UO New Hire to U6 Re-hire AP Lot Viewsr
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Saving a Variant

1. To save the report with your selected criteria, on the Menu Bar click
Goto a Variants & Save as Variant

=
‘ Program Edit Goto Systern  Help
‘ & Wariants b Get Shift+F5 B9
- Display... o
Action Repo biay
Selection Screen Help Shift+FE Delete... ||
B[ H E Back F Save As Yariant... Ctrl+z

Note: You can also use [Ctrl + S] or click
(Save) to save a variant.
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Saving a Variant

2. Complete the
Variant Name
and Meaning
fields

3. Click ‘& (Enter)
to validate the
data

|
4. Click [EH (Save) to

save the data

You will return to the
report page

||:D

Wariant Edit Goto  Erwironment  System  Help

3 dBIee@ CEE D008 BHE @6

Variant Attributes

|§° Copy Screen Assignment |

variant Mame 1110 DOP MewEE
Weaning Mew Hire EES

Scrn Assignm.

1 Cnly for Background Processing

Created

Selection Scrns

{v] Protect “Wariant

L1 Cnly Display in Catalog
System YWariant (Automatic Transpaort)

BEE]

Ohjects for selection screen

1000

[]

Selection Scrns|Fie|d name

| Type| Protect field|Hide field| Hide field 'BIS!|Save field without

1,000 Data Selection Period
1,000 Data Selection Period: Start

|'ﬁ Yariant 1110 DOP NEWEE saved

The variant was saved.
Note the message in the status batr.

P O O
P O O
Tip:

O
[

Clicking the Protect
Variant box will help
ensure that no one will
save over your variant.

This is optional.



Retrieve a Variant
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Retrieve a VVariant

1. To retrieve a variant from the report screen click Goto &
Variants a Get

=4
‘ Brogram Edit Goto System Help
| & Wariants b Get Shift+F5 1
: Display... |
Action Repa Pay
Selection Screen Help Shift+F5 Delete. .. |
| S )= E Biack F3 Save As Varant.. Ctrl+5

Note: You can also click Shift + F5 or click iz (Get Variant)
button to retrieve a variant.
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Retrieve a VVariant

III:'Find Yariant
. Yariant =
2. Click @ (Execute) to —— B
search for the variants Created by PATTYP E
Changed by 5
0O yOU Created' Original language =
r =4
> &%
2. Remove your user name
from the Created by field to
. III?AEEAF': Yariant Directory of Program AQZFFHR PA======FHR RPTP..
see all variants created.
. E G =]
3. A pop-up box providing a Variant catalog for program AQZZZHR_PA======7HR_RPTPA4§7==
list of variants appears. wariant name |Short description .|
. : 0000 ACTN RPT  |HUG Action Report A =]
Double-click on the variant 085 HIRE TERM 085 Hire Term A =]
1000ATGACTION | Action Report A
repprt that yOl_'I want to 1000ATGSEP Separation A
retrieve. Or click once on 1000TRACY Action Report A
. . 1070 GMaP Action Report for Patti GWAR A,
the variant name, then click | |1o7onew stare  new hires, etc. AL
7 . 15T 1/2 7-06 Action Report AR
(Choose) to bring your Gl o)
selection into the report L
screen.
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Retrieve a VVariant

3. The variant (with the saved selection criteria) will display within the
report fields, click & (Execute) to generate the report.

=
Program Edit Goto  System Help

A H e DEE ST a0 EE @0

. - @
Prior to clicking & (Execute) " action Report

you can add additional selection [@l&/Bli=lo ossieue o seach rop

criteria If needed (su_ch as an . e e
Effective Date of Action [date —
I’ange]) . Persannel Mumhber E
. . . . . Employment Status o

L Addlng SeleCtlon Crlterla WI” I F'erzur:{nel area 1110 E

not change the saved e o £

variant settings. This is for | ===t =

a one-time selection. Program selections

L. Effective Date of Action to I

 To keep the additional Action Type 0 a9

criteria selections, resave Sy —

the Varlant- @ SAP List Wiewer
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Retrieve a VVariant

§ The requested report is generated based on the selection criteria
outlined in the variant.
§ At this time you would verify the report information and utilize the
report as desired.
‘Ejl:iat Edit Goto ‘Views Settings Systern  Help
@ 100 @@ae SHE tnon R @m
Action Report

Action Report

Personnel Area ‘|Personnel SubareaDu.. |

Position|Job Effective D... |[End Date  [Act. |

Cept of Persan... \WWhkis 8995555958 WS BAMD 2 03/0%/2008 |12731/9999  |LIS
WS 34 71000076 WS BAMD 3 09/16/2008 (12731/9999 (LIS
Mon Represented |52 70081820 EMPSAST PR EX SU 03/01/2008 | 12431/9999 |1
MNon Represented |54 70081798 HUMAN RESOURCE CONSULTANT 3 10/01/2008 | 12731/9999 |13
Mon Represented |34 71001239 HUMAN RESOURCE COMSULTANT 4 0g/01,/2008 |12/31/9999 (UG
Wil 34 FO084254 WS BAMD 2 09416/2008 |12031/9999  |LI3
MNon Represented |34 70081803 CUST 3v5 MGRE 4 02/23/2008 |12731/9999  |L5
WS g TO054260 WWha BAND 2 02/22/2008 |12/31/9999  |UA
MNon Represented |54 70081825 HUMAN RESOURCE CONSULTANT 1 09/21/2008 | 12731/9999 |
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Export a Report
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EXxporting Report Data

Once you have run a |,:,:,
report, use the
menu bar to export

List Edit Goto “iews Settings System  Help

Le Print preview Chi+Shit+F10 B@E @ O E & A e
A

Print Ctrl+P
data- — Crystal Reports batch printing
1. Select LlSt then E Export Wl WWord processing... Ctrl+Shift+F8
Export to select the Send To | Spreadsheet..
A Exit Shift+F3 | Local file... Ctrl+Shift+F9

type of file you want

Personnel Area |Personnel Subarea| Ol

to create. Dept of Persan... W3 Crystal Reports File
Wk 3 Copy URL to Clipboard Shift+F1
Mon Represented (3§ wpl Export... Shift+F5&
{0 P Y el o T T e +~- - "

)
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Exporting Report Data (con’t)
I@Select Spreadshest
2. If yOU aCCept the defaL”t Formats:
format _ Excel (In MHTML ® Excel {in MHTML Farmat)
. (O Star Office 8 Calc / OpenCffice.org 2.0 Calc
Format) then, C“Ck O Al Available Formats
(Continue) |+*|move to the |
next step in exporting the

report results.

fid

[ Akvays Use Selected Faormat

3. If another format is [0l 0]
. | |
needed click on All
Avallable Formats to = Select Spreadsheet
choose your desired romats:/
(O Excel {in MHTRL Format)
format (O Star Office 8 Calc / OpenOffice.org 2.0 Calc
@ All Available Farmats
B
: Excel {in MHTML Format
MHTML IS Short for MIME E:EEI E:Q FHTRAL Fglr:mgt)fl:lr?l:ll:ll:lfg?j
HTML which is a web page xcel (in Office 2003 XML Formaty
i oAP-Int | #MLF t
arChlve format' Excel?lr?rlg:-?sting H}{Il:l_rrggrmatj RN

II_II_I

Find these slides in the HRMS Basics course located at:
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/CourseManuals.aspx




Exporting Report Data (con’t)

If the Excel (in
MHTML Format)
was selected.

1. Identify the
location to save
the file and the file
name.

2. Click |__sa=
(Save) icon to
save the file.

I Save As

I Save in:

2 SapworkDir

i
—

= =

(2

ky Recent Doc..

-i |.'

Deskiop

K

L

by Documents

CL

by Computer

i |

SaP_Cache_PattyP

errorlog.gui

rfc00312_02428.1rc
rfc01436_01476.1rc
rfc01916_03168.rc
= rfo01916_03788.1C
rfc02768_02092 1o
rfc02980_02892 trc
rfc02980_03108.1rc
rfc02980_03640.rc
rfc03168_03336.1rc

Al

sapfewdll_01_0002_00_33
sapfewdll_01_0002_00_37
sapfewdll_01_0006_00_25
sapfewdll_01_0007_00_24
£l S APHistoryPATTVP
E] SaPHistoryPATTYP

sapfewdl_01_0001_00_3920_1180.err.frc
sapfewdll_01_0001_00_4004_1224.err.frc
sapfewd|_01_0002_00_1836_1524 err.frc

| il

I File narme:

[IL.
—

Save

Save as lype: ML file nm. [FMHTL"MHT

Cancel

fird
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EXxporting Report Data

The format that you
previously
selected (ex:
Excel) will open
displaying the
report results.

-

%

(2N d ¥ test for upgrade - |
- Home Insert Page Layout Formulas Data Review View Developer Add-In
3 Lrial -10 - A A == | 8~ | =" Wrap Text General

53
Paste ¥ B I U~ -|d-A-|E E E|E £| = Merge&iCenter- ||| § - %
Clipboard M= Font " Alignment " Mumb
15 - f;.;| Reassignment
A B c D E

1 Personnel Area  |Personnel Subarea |Duty|Position  |Job

2 |Dept of Personnel WMS '99999999 WMS BAND 2

3 Dept of Personnel WMS 34 '71000076 WMS BAND 3

4 Dept of Personnel Non Represented 32 "70081820 EMP/AST PF EX SU

5 Dept of Personnel Mon Represented 34 70081799 HUMAN RESOURCE CONSULTANT 3

6 Dept of Personnel Mon Represented 34 71001239 HUMAN RESOURCE CONSULTANT 4

7 |Dept of Personnel WMS 34 70084254 WIMS BAND 2

8 Dept of Personnel Non Represented 34 70081803 CUST SVS MGR 4

9 |Dept of Personnel WMS 34 70084260 WMS BAND 2

10 Dept of Personnel Mon Represented 34 70081825 HUMAN RESQOURCE CONSULTANT 1

11 |Dept of Personnel WMS 34 "T0005878 WMS BAND 2

12 |Dept of Personnel Mon Represented 99999999 HUMAMN RESOURCE CONSULTANT 3

13 Dept of Personnel Non Represented 34 70084256 HUMAN RESOURCE COMNSULTANT ASSTISTANT 2

14 Dept of Personnel Mon Represented 34 70084257 HUMAN RESQURCE CONSULTANT 4

15 |Dept of Personnel WIMS 34 '70084258 WMS BAND 2

Find these slides in the HRMS Basics course located at:
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/CourseManuals.aspx

State of Washinglor



Stopping a Transaction

_ List Edt Goto Yiews
1. To end a report before it

has completed, you can EEHONE
stop the transaction
2. From the Menu bar
click the square in the e
uppermost left corner -
3. Click Stop transaction
Close Alt+F4

Create Session

[. Stop Transaction

Note: Once selected, you will be taken directly to the
SAP Easy Access screen.
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