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Reports in HRMS 

 
§ Access reports and data related to your 

agency business tasks 
§ Make business decisions 
§ Take a snapshot of data for your agency 

(sub-agency) 
§ Change how data is displayed in and 

apply filters to fit your unique agency 
requirements 
 

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

  

Reports in HRMS 
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Reports in HRMS 

Key Features and Benefits: 

§ 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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Your role determines which reports 
you can access and the data that 
displays within the report. 

Accessing / Viewing Reports 

1. From the SAP Easy Access 
screen, type the transaction 
code in the Command field.  
(e.g. ZHR_RPTTM084 – 
Attendance System Change 
Report ) 

2. Click      (Enter) to start 
transaction. 
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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.   

 

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

http://www.photos.com/en/search/close-up?oid=3152600&a=&pt=&k_mode=all&k_exc=&cid=&date=&ct_search=&k_var=printer&bl=/en/search/index?f_h=1&f_i=1&f_o=0&f_v=1&f_b=1&f_c=1&k_var=printer&k_mode=all&big=1&ppage=5&srch=Searching...&first=34&&ofirst=&srch=Y&hoid=5032858ae39c05e15d53a044a970cebf�
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Printing Reports Once you have executed a report and have 
viewed the results, you can choose to print a 
copy. 1. From the menu 

bar, select List 
2. Select Print 
3. The Print ALV 

List window 
appears, 
confirm the 
correct printer 
is selected. 

4. Enter number 
of copies 

5. Click      
(Enter) 



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

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. 

§ A list 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. 

http://www.dop.wa.gov/NR/rdonlyres/68EF4620-8639-4A66-A4CD-E48FEDC1E949/0/Statewide_Variant_List.xls�


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

Create/Save a Variant 
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Creating a Variant 

To create a Variant, a 
report transaction code 
is required. 

§ Enter a transaction 
code in the Command 
field.  

§ Click      (Enter) to start 
the transaction. 
 



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

You must select fields (criteria) 
in order to save the variant. 
§  For this example we will select 
fields in these areas:  
§ Selection Criteria  
§ Program selections 
There is no minimum or 
maximum number of criteria 
you can use to create a variant. 
The more criteria used the 
more specific the report; less 
criteria, the more general the 
report. 

Creating a Variant 

Refer to Variants_Create and Retrieve in the OLQR 
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Creating a Variant 
In this example, a variant will 
be created for  the Action 
Report (ZHR_RPTPA457). 
Used to identify all new hires 
in the agency. 
Add entries in the Selection 
Criteria area and Program 
selections area. 

§ Personnel area 
1110 – Dept. of Personnel 

§ Action Type 
U0 New Hire to U6 Re-hire 
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Saving a Variant 

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

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      (Save) to 
save the data 

 
You will return to the 

report page 
 
 
 
 The variant was saved.   

Note the message in the status bar. 

Tip:   
Clicking the Protect 
Variant box will help 
ensure that no one will 
save over your variant.  
This is optional. 
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Retrieve a Variant 



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

Retrieve a Variant 

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

Note:  You can also click Shift + F5 or click the  (Get Variant) 
button to retrieve a variant. 
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2. Click     (Execute) to 
search for the variants   
you created. 

Or 
2. Remove your user name 

from the Created by field to 
see all variants created.   

3. A pop-up box providing a 
list of variants appears.  
Double-click on the variant 
report that you want to 
retrieve. Or click once on 
the variant name, then click                

           (Choose) to bring your 
selection into the report 
screen. 

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

Prior to clicking      (Execute) 
you can add additional selection 
criteria if needed (such as an 
Effective Date of Action [date 
range]). 
• Adding selection criteria will 

not change the saved 
variant settings.  This is for 
a one-time selection. 

• To keep the additional 
criteria selections, resave 
the variant. 

Retrieve a Variant 
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§ 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. 

Retrieve a Variant 
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Export a Report 
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Once you have run a 
report, use the 
menu bar to export 
data. 

1. Select  List then    
Export to select the 
type of file you want 
to create. 

Exporting Report Data 
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2. If you accept the default 
format - Excel (in MHTML 
Format) then, click   
(Continue) to move to the 
next step in exporting the 
report results.  

3. If another format is 
needed click on All 
Available Formats to 
choose your desired 
format. 

Exporting Report Data (con’t) 

MHTML is short for MIME 
HTML which is a web page 
archive format. 
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If the Excel (in 
MHTML Format) 
was selected. 

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

2. Click              
(Save) icon to 
save the file. 

Exporting Report Data (con’t) 
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The format that you 
previously 
selected (ex: 
Excel) will open 
displaying the 
report results. 

 

Exporting Report Data 
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Stopping a Transaction 

1. To end a report before it 
has completed, you can 
stop the transaction 

2. From the Menu bar 
click the square in the 
uppermost left corner 

3. Click Stop transaction 

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