Human Resources

Chapter 8 Human Resources Reporting

z AIMS Reports

This process documents the procedures and steps required to access the data
stored in the Human Resources infotypes. When accessing AIMS Reports, you
have the capability of selecting the fields that are to be returned as part of the
report.

Authorizations will limit the information reported.

The screens shown in this chapter are examples of most of the report screens within the
AIMS Human Resources system. Although not all reports are identical, the basic
concepts and methods may be carried over from report to report. We have included the
detailed explanations of how to create reports for specific needs.

Date Monitoring Report

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT > AIMS
REPORTS>DATE MONITORING REPORT

The Date monitoring report allows you to specify an interval by entering start and end
dates.

----- (L7 Office

----- [ Logistics

----- (£ Accounting

=13 Human Fesources

------- @ PPMDOT - Manager's Deskiop

El-=3 Perzonnel M anagement

----- [ Adrminiztration

----- [ Recruitment

----- [ Perzonnel Development

----- [ Benefits

----- [Z7) Compenszation M anagement

----- [ Perzonnel Cost Planning

----- [Z1 HR Fundsz and Position banagement

- £5 AlMS Reports

------- @ Y _D2_0B000008 - Ermployes report

------- @ Y_Dw2 08000009 - Employes benefit report
------- Ea Y_DWZ2 0B000010 - Maszs pay change repart
------- @ Y2 24000003 - Employes address report

@ v_DV2_ 24000004 - Date monitoring report
[+ [T70 AR Dokt Dravidar linkarfamae
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™ HR Date Monitoring Report

Program Edit Goko  Swstem  Help

& || 8 eeeDHE anaalBE @
|® o B
Further zelections I =+ Search helps I = Org. structure
Period
) Today ' Cunent manth {1 Cunent year
) Up to today ) From today

® Other period || ﬂ Ta
Person zelection period |1 /o172 To |1 2/31/20m

Selection

|

Perzonnel number

I A

Employment ztatus !IIE

Personnel area I to
I_
I_
I_

Perzonnel subarea

Emplovee group

an

lo|'s]o] o] ]e

Employee zubaroup

Program zelections

Due Date |1 8/61/28e1 to I12f31f2€iﬂ1

Taszk type

H
-
e e

Further processing options
) Mo further processing

@ |nteractive list

The screen above shows the main criteria screen for the report selected. This screen
allows many options for the user. You will be able to see the data in exactly the form that
you wish. The first part of this window is the Period section as shown below.
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‘Period
) Today ) Curmrent manth ) Current year
) Up ta taday ) From today

® Other pericd || ﬂ To I

Perzon zelection penod |1 asa1/20m To 12/317280M

This series of radio buttons allows thg’report to run for only e time period that the user

requests.

Radio Button Title D9§cripti0n

Today Jf the report is to be’run for records valid today

Up to today Select for valids€cords up to today’s (through yesterday)
/ Specify ?eéiﬁc range of dates in the top row of selection

Other period fields

Current month / Only #écords valid during the current month

From today / an/records valid past today (starting tomorrow)

Current year / For records valid only during the current year.

Person selection’period See the explanation below

When you enter a person’s selection period, the system selects only those employees who
are members of the enterprise (the entire system) on at least one day in the specified
period. These are persons with a valid Organizational Assignment (Infotype 0001)
record. Entries in the standard Selection options fields limit the personnel numbers that
are selected. You may specify an interval by entering the start and end dates in the left
and right columns respectively.

One more way of filtering the information that you require in the final report is to use the
Selection section of the criteria screen.

Selection
Personnel nurnber I—ﬁ ko I—é] 5
Employment status !"E to I_ _'35
Personnel area 1819 ko I_ _':D*
Fersonnel subarea 1619 ﬂ ta I_ _':f)
Employee group I_ to I_ _'::}
Employee subgroup I_ to I_ E

The Employment status field has a green icon in front of it !I, which means, “not equal
to”. We have asked for employees not equal to withdrawn. This will enable us to
eliminate withdrawn employees from our report.
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Radio Button Title

Description

Personnel number

Enter the desired personnel number, a range by clicking on

&
the right facing arrow J or leave blank.

Employment status

The Employment status field has a green icon in front of it
!I meaning, “not equal to”.

Personnel area

Enter the assigned personnel area.

Personnel subarea

Enter the assigned personnel subarea.

Employee group Enter the employment category, i.e. NF, NA, CC, etc or
leave blank.
Employee subgroup Enter the subgroup, i.e. FT, PT, CG, etc or leave blank.

Using these selection options allow many more ways to filter the information. For
example, using the Personnel number (the selection types also apply to the other field
listed as well), we may enter a single number, or a range of concurrent numbers using
both boxes, or we may enter multiple numbers that are non-concurrent. To enter these
types of numbers, click on the right facing arrow icon | on the line. The

following Multiple Selection Screen shows. —

- B Myltiple Selection for Personnel number =

@@ Single vals | @@ Hangez | @@ Singlewval: | @& Ranges
Select single values

100
124

4

I

]

(Zs D:upyl % Check |€9||B| Iall Multiple zelection.. | ﬁl

In the example shown above, we have entered the Personnel ID numbers, 100 and 125
telling the system that we want to look at records for these two employees. We click the

copy icon on the lower left of the window

(b Copy
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We are taken back to the main selection screen and the starting number, 10
the selection box to the right of the Personnel number text. Notice a

green bar on it ﬂ indicating that there are entries behind4his field.

is put into
at the icon has a

-Selection

Perzonnel number 18R to

Employment status .l

O
Perzonnel area I
Perzonnel subarea I ta
[
[

Employes group

Employes subgroup

T
lo|o]o|olelk

The Program selection field must be filled in as verification of the date period and to
select the task type of the report.

‘Program selechions

Due Date Im to Im =
Tazk bpe IE to I_ E
Radio Button Title Description
Due date Periods must be the same dates as used in the person
selection period above.
Task type Use dropdown to select which date type text is desired.

~?Tasktrpe

TT |Date type text

1l50tlar Probation

82 (98 Day Initial Rview
83 (1 Year Retire Enroll
84 |CPR

@5 (First fAid Training
@86 (End of Temp Position
@87 ([End of Flex Position
A8 (LWOP Expired

B89 (Flex EE Anual Review
18 |Detail-Temp Assign
11 |Pers Fincl Statement
12 |Active Duty Call

13 |HAZMAT

14 |CARE Training

15 [CARE Servers Cert

16 |Food Sanitation Cert
17 |Cert Wrkng Chef
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Once all your selections have been made click on the Execute icon ! .

A segment of the finished report using the criteria that we set up is shown below.

HR Date Monitoring Report

TT|Task Tupe Reminder  |Due Date Pers.hio, | Employes Mame Cozt Center Employrment Status
26 | dnnual Evaluation|01,/01.42002| 01./01/2002| 00000166 BARMES KEMDRA THOMAS CHILDDEY COC PROG | Active
26 |Annual Evaluation|01./01./2002) 0140142002 | 00000193 | CAPLING JOYCE AMN ITT ETCET Active
26 | Annual Evaluation| 0101/2002| 01.401/2002| 000001395| CARPIO ADA FE CHILDDEY CDC PROG | Active

Once the report is generated on screen it can either be printed directly from SAP,
emailed using SAP Mail, or saved into an excel worksheet with all of the excel
capabilities.

Excel Instructions: Click on the Excel icon (calculator) | B on the top bar. Click on
the green check mark at the pop-up box for filtering, click on Excel display and the green
check mark. This will save this file down into an Excel spreadsheet. Using Excel
capabilities produce this report as you wish.

SAP Mail Instructions: Click on email icon (envelope) o on the top bar. A “create
document and send” screen will appear. This screen allows for any additional notation to
be made to the receiver, fill in the recipient information and click on the send icon

(envelope) T .

NOTE: All the other fields in the report can be accessed using the methods,
/ standards and techniques listed above. If you have any questions as to what a field
/ is, click once inside the field and then press the F1 function key on your keyboard to
access the SAP help system.

There are also additional icons on the screen that can help further filter the information

Further zelections

You wish to see.

The first of these pushbuttons is labeled Further selections and the result of clicking this
button is shown below.
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-5 hoose Selection Fields

Selection optiohs

Action type

Cuztomer-defined status

Special payment status

Company code

QOrganizational key

Business area

Legal person

Fayrall area

YWork contract

Controling area

Cogt center

Organizational unit

Puasition

Fields

for the
final
report

&g
v|x|

[ I

Job available

Selection fields

Perzonnel number
Employment status
Personnel area
Personnel subarea
Employee group
Emploves zubaroup

Fields on the

final report

[

[«

If you need to narrow your report down even further by using more selection criteria or to
specify exactly which fields you wish to see on the final report, highlight a field name

selection in the left pane and then click the Right Arrow icon LI to transfer your
highlighted selection to the Right Side, the fields that are selected to appear on the final
report. This selection will now be a valid field for selection criteria. To move an item

from the right side, just highlight it and click the Left Arrow icon il to move it back to

the Selection options side of the window.
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Z Employee Report

Menu path: HUMAN RESOURCES>PERSONNEL MANAGEMENT>AIMS

REPORTS>EMPLOYEE REPORT

=3 SAP standard menu
----- (L] Office
----- [ Logistics
----- [ Accounting
=3 Human Fesources

------- @ PPMOT - Manager's Desklop

=--E3 Personnel Managemert

----- (1 Adrministration

----- (L Recitment

----- [ Persornel Development

----- (L7 Benefits

----- ([ Compenzation Management

----- (L Perzonnel Cost Planning

----- (L1 HR Funds and Pozition Management

I__—_Ia &5 Reports

------- @ Y _D02_0B000003 - Employes benefit report

------- (2 v_D2_0R000070 - Mass pay change report
------- @ Y_Dh2_24000003 - Emplovee address report
- @ Y _On2_ 24000004 - Date maonitanng report
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®= MWR Employee Report

Program Edit Goto  System  Help

&l FBlece DMK anaa AR @
|9l B
4 Further selections | o Search helpz | o Sart | o Org. structure
Key date
® Today
() Other keydate I ﬂ
Selection

Personnel nurnber I A ta I £ _E:>|

Additional data
o Field zelection

® Only print employees that have data for all selected infotypes

) Print all employees that have data for any selected infotype

By clicking on the Further selection icon, you have a list of selections to choose from
i.e. personnel area, personnel subarea, employee group, employee subgroup, and
cost center. Once each item has been chosen use arrows move over to the selection
fields list.

This screen pops up when | Further selections lis clicked:

™ Choose Selection Fields X|

Selection optionz Selection fields

Fersonnel number &

Employment status I=

Campany code
Perzonnel subarea )

Employee group

Employee zubgroup

|
s
I

Payroll area I‘

Controlling area

Coszt center

[ | admiristratar Group

[ ] Fayroll adminiztrator

Adrministrator for HR master data

Adrniristrator for time recording

FPersonnel area -

élil Selection: 1
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In this example, personnel area was selected, then the right arrow is clicked to save the
selection and close the window. Personnel Area now appears as a field on the initial

screen.

= MWR Employee Report
Program \Edit Goto  System  Help

g\

g eca@ DHME anan | BA @

Olé & B E\
"

Further selections \ | o2 Search helps | o2 Sort | o2 Org. structure
Key date N\
® Today
0 Other keypdate I ﬂ
G al, H 1 \
Personnel number A ta A 5
Personnel area to =)

Additional data

=

Field selection

1 Prirt all emplopees that have data for any selected infotype

® Only print employees that have data for 2l selected infotypes

This window appears when i

Field zelechion

is clicked.

- HR field selection

Selectabls fields

0000 Employment status
[ [ 0000 Persarnel Number

0000 Reason for action

0007 Company code
[ ] 0007 Cost center
0007 Ermploves group

0007 Emplovee subgroup
0001 Formatted name of employes or applica

0007 Organizational unit

L 000 Perzonnel subarea
[ o002 Date of bith

0002 First name

0002 Gender key

0002 Last hame

alg|
]

[«

Selected fields

0001 Personnel area

:l :l Selection: 1 ¢ 20

11
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By clicking on the Field selection icon, you have a list of selections to choose from that
includes the information stored in the various infotypes. Once each item has been chosen

use the arrows to move over to the selection field. Click on the green check ﬁl to save.

For this example, 0001 Personnel Area was selected with one click, then the right arrow

was clicked to move it to the right side of the window. Click the green check il to save
this selection. Personnel Area will be displayed on the report that is generated.

Once the report is generated on screen it can either be printed directly from SAP,
emailed using SAP Mail, or saved into an excel worksheet with all of the excel
capabilities.

Excel Instructions: Click on the Excel icon (calculator) | E on the top bar. Click on
the green check mark at the pop-up box for filtering, click on Excel display and the green
check mark. This will save this file down into an Excel spreadsheet. Using Excel
capabilities produce this report as you wish.

SAP Mail Instructions: Click on email icon (envelope) a on the top bar. A “create
document and send” screen will appear. This screen allows for any additional notation to
be made to the receiver, fill in the recipient information and click on the send icon

(envelope) o .
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Z 9002 Payroll Import Data

This section describes the procedures required to generate a report showing Payroll

Import Data from ADP.

Menu path: HUMAN RESOURCES>PERSONNEL MANAGEMENT>AIMS
REPORTS>EMPLOYEE BENEFIT REPORT

----- L3 Accounting
=3 Human Resources

------- @ FPMDT - Manager's Desklop

EI'E Perzonnel bManagement

----- (L3 Administration

----- (2 Recruitment

----- (L Perzonnel Development
----- (L Benefits

""" [ Persorinel Cost Planning

El ..... = AIMS Feports

- F Y_DVZ_05000008 -
& v_DW2_ 06000009 -
e fE Y_DV2_08000010 -
T Y_DV2_24000003 -

e () Y_DWY2_24000004 -

""" ([ Compengation Managerment

----- [C1 HR Funds and Position Management

Employes repart

Employese benefit report

tazz pay change report
Employes address repart
D ate monitoring repart

The following screen shows the main criteria for the report selected. This screen allows
many options for the user. You will be able to see data exactly in the form you wish.

13
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™ MWR Employee Report

Program Edit Goko  Systemn  Help

@ | ITHeee DMk wnaas @A @
B b @ B e
Further selections I = Search helps | Sork I = Org. structure
Key date
& Todap
) Other keypdate I
Selection
FPersonnel number | to - =
E mployrment status E b |_ o
Personnel area 1 353| ﬂ o =
Personnel subarea 1835 to J)
Additional data
5 Field selection
@ Only print employees that have data for all selected infotypes
) Frint all employees that have data for any selected infotype

Further zelections

The further selection icon

will help filter the information you

wish to see. The result of clicking this button is shown below.

- ™ Choose Selection Fields

Selection options

Corpany code =
Ernployes group

| Erployes zubgroup

Fayroll area

Controlling area

Cost center

Administrator Group

Fayroll administrator
Adrninistrator for HR master data

Adrinistrator for time recording

Kl

&=
| 3|

ey

x|

Selection fields
Perzonnel number |~
Ermplayraent skatus —
Perzannel area
Perzonnel subarea

Ad

Selection: 4

If you need to narrow your report down even further by using more selection criteria or to
specify exactly which fields you wish to see on the final report, highlight a field name

selection in the left pane and then click the Right Arrow icon LI to transfer your
highlighted selection to the Right Side, the fields that are selected to appear on the final
report. This selection will now be a valid field for selection criteria. To move an item

from the right side, just highlight it and click the Left Arrow icon il to move it back to

the Selection options side of the window.

14
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By clicking on the Field selection icon
selections to choose from that includes the information stored in the various infotypes.

-HHp field selection

=} Field zelection |

Selectable fields

002 ADP Payroll Humber

3002 Deduction Amaunt

9002 Deduction Test

3002 Deduction vTD

9002 Department Mumber

9002 Grosz Pay

002 Grosz Paw Y TD

002 Het Pay

9002 Pay B ate

3002 Period end

3002 Rate Code

9003 Previous Participation in BUPERS ar at
9002 Fetirerment Option Dizcontinue D ate

9003 Retirement Plan Option at Termination

&g
v|%|

[ |

=

, you have a list of

x|

Selected fields

|Z|~
T

=]~
||

:| LI Selection: 0 / 20

Once each item has been chosen, use the arrows to move over to the selection field.

Click on the green check ﬁl to save.

For this example, Personnel Number, Last Name, First Name, ADP Payroll Number,
Gross Pay, and Pay Rate were selected, and then the right arrow was clicked to move it to

the right side of the window. Click the green check ﬁl to save the selection. Personnel
Area will be displayed on the report that is generated.

This report will generate information from the Payroll Import Data from ADP.
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Z EMPLOYEE ADDRESS REPORT

Menu Path: HUMAN RESOURCES>PERSONNEL MANAGEMENT>AIMS

REPORTS>EMPLOYEE ADDRESS REPORT

The Employee Address report allows you to gather information from the address record

type field as shown below.

"™ HR Address Report

Program Edit Goko  Systemn  Help

& | FIBe@@ DMK anaa [ RER| @
X318
Further zelections | o Search helps | ox Org. structure
Period
(@ Today ) Curent month ) Cument year
1 Up o today ) From today
() Other period To

Perzon zelection period

To

Selection
Personnel number
Ermployment ztatus
Personnel area
Perzonnel subarea
Employes group
Employee subgroup

o] o]o]s]s]s

Program selections

Addresz record type

1 TjWWﬂi WW

o

Further processing options

(® Mo further processing

) Interactive list

- ¥ Address record bype

[x

5Typ (Hame

Permanent Residence
Emergency Contact
Postal Address
Shipping Address
Unpaid Compensation
Forwarding Address

:r-'..n.r.-mr\:uii

Once selections have been completed, click on the execute @ icon.

16
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Once the report is generated on screen it can either be printed directly from SAP,
emailed using SAP Mail, or saved into an excel worksheet with all of the excel
capabilities.

Excel Instructions: Click on the Excel icon (calculator) | E on the top bar. Click on
the green check mark at the pop-up box for filtering, click on Excel display and the green
check mark. This will save this file down into an Excel spreadsheet. Using Excel
capabilities produce this report as you wish.

SAP Mail Instructions: Click on email icon (envelope) a on the top bar. A “create
document and send” screen will appear. This screen allows for any additional notation to
be made to the receiver, fill in the recipient information and click on the send icon

(envelope) o .
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z NAF Separation Report

Menu Path: HUMAN RESOURCES>PERSONNEL MANAGEMENT>AIMS

REPORTS>EMPLOYEE REPORT
14 SAP standard menu

----- [ Logistics

- [ Accounting

=3 Human Resources

------- @ FPMDT - Manager's Deskiop
=3 Persornel Management

----- [ adrministration

----- (L3 Recruitment

----- (L Perzonnel Development

----- (L7 Benefits

----- [C Compensation Management
----- (2 Perzonnel Cost Planning

----- (L1 HR Funds and Position Managemert
=3 AIMS Reports

O e ¢_Dv2_0R000008 - Employee re

------- @ Y _DWZ2_06000003 - Emploves benefit repart

------- @ Y _D02_0B000010 - Mass pay change report
------- @ Y_Do2_ 24000003 - Employes address report
- @ Y_DW2_ 24000004 - Date manitaring repart

18
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™ MWR Employee Report

Program Edit Goto  Swstem  Help

& | B e@e DMk anaa AF @
D & o B
Further zelectionz | =+ Search helps I =53 Sort | =+ Org. structure
Key date
® Today

) Otker kepdate

Selection

I

Perzonnel number I P to
o
|1 9

Ermplayment status
Personnel area a1

Personnel subarea 1819

o ofs]e

Additional data

é Field zelection
@ Only print employees that have data for all selected infotypes

1 Print all employees that have data far any selected infotype

The screen above shows the main criteria screen for the report selected. This screen

allows many options for the user. You will be able to see data in exactly the form you
wish.

There are also additional icons on the screen that can help further filter the information

Further zelections |

you wish to see.

The first of these pushbuttons is labeled Further selections and the result of clicking this
button is shown below.
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-5 Choose Selection Fields x|

Selection optiohs Selection fields

Action type Personnel number

[ I
I
[

Customer-defined status Employment status

I
-

Special payment status N Personnel area

Company code Personnel subarea

QOrganizational key ,‘ Employee group

Buzineszz area Emploves zubaroup

I
s
|

Legal person

Fayrall area

YWork contract

Controling area

Cogt center

Organizational unit

Puasition
[T K N =

&g
v|x|

If you need to narrow your report down even further by using more selection criteria or to
specify exactly which fields you wish to see on the final report, highlight a field name

selection in the left pane and then click the Right Arrow icon LI to transfer your
highlighted selection to the Right Side, the fields that are selected to appear on the final
report. This selection will now be a valid field for selection criteria. To move an item

from the right side, just highlight it and click the Left Arrow icon il to move it back to
the Selection options side of the window.

=H Field zelection

This window appears when is clicked.
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- "' HR field selection x|
Selectable fields Selected fields
0001 Comparny code = 01000 Emplayment status =
] 00071 Cost center L ’ ] 0000 Personnel Hurmber L
0007 Employes aroup ﬁ 0000 Reazon for action
0001 Emplayes subgroup T 00071 Personnel area
0001 Farmatted name of emploves or applica ‘ 10071 Personnel subarea
0001 Qrganizational unit F 1002 Lazt name
[ |0002 Date of birth = [ o002 First name
B 0002 karital statug ke B 0002 Gender key
0002 Middle name 0077 Ethric origin
0002 Perzonal ID Aumber Leaving date
0004 Challenge aroup
[ 0004 Type of challenge [
000 Address record type
0008 City 3 3

&g || Selection: 10 / 20
L | ﬂl

By clicking on the Field selection icon, you have a list of selections to choose from that
includes the information stored in the various infotypes. Once each item has been chosen

use the arrows to move over to the selection field. Click on the green check ﬁl to save.

For this example, 0001 Personnel Area was selected with one click, then the right arrow

was clicked to move it to the right side of the window. Click the green check ﬁl to save
this selection. Personnel Area will be displayed on the report that is generated.

Once the report is generated on screen it can either be printed directly from SAP,
emailed using SAP Mail, or saved into an excel worksheet with all of the excel
capabilities.

Excel Instructions: Click on the Excel icon (calculator) | E on the top bar. Click on
the green check mark at the pop-up box for filtering, click on Excel display and the green
check mark. This will save this file down into an Excel spreadsheet. Using Excel
capabilities produce this report as you wish.
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SAP Mail Instructions: Click on email icon (envelope) o on the top bar. A “create
document and send” screen will appear. This screen allows for any additional notation to
be made to the receiver, fill in the recipient information and click on the send icon

(envelope) o .

Options Available

]
e Save - The save icon _—  on the front end screen allows you to save all the

information chosen in the further selection, field selection, sort, org structure. This is
used for reports that are generated frequently requesting the same information.

. [ .
e Get Variant — This icon on the front-end screen allows you to choose a variant
that has been saved in order to run a particular report.

e Filter — Looks like a funnel“ . Once a report is processed and is displayed on the
screen, this allows for the ranging of information selected. From the field list side,
choose the information to be filtered and move to the filter criteria side by the arrows.
Click on copy, a pop-up box appears allowing for the choosing of the “from” and “to”

information.

e Current Display Variant — Looks white box with 3 additional ones | i .Once a
report is processed and is displayed on the screen, this allows for the narrowing down
of information. Example: You need a 20 column report for the Director, but the
Manager only needs 10 columns of the same information. By clicking on the current
display variant icon, you can choose which of the 10 columns you need to see for the
Manager and the report will display again with only the chosen columns. Take the
information you do not need for the 10-column report from the Display fields and
move to the Hidden fields and click on copy. This will produce another report only
showing the columns left in the display fields.

e Save - Once a report is processed and is displayed on the screen, you can click on the

]
e Saveicon_— . This allows you to save a report if you have made changes from the

original reporting; i.e., the 10-column report for the Managers. A pop-up box appears
allowing you to name the report you have created.

If finished click on the green arrow icon | EI till you get back to SAP easy access
screen.
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HUMAN RESOURCES > PERSONNEL

|; Employees Entered and Left Report

MANAGEMENT > ADMINISTRATION>

INFO SYSTEM>REPORTS>EMPLOYEE> EE’s ENTERED AND LEFT

B —F S5AP standard menu
£l [C2] Office

|22 Logistics

23 Accounting

B & Human Res
@ FPMDT - Manager's Desktop
[Z3 Perzonnel M anagement

[Z3 Time Management

[Z Payrall

[Z7] Organizational M anagement

“H Information 5ystem

£ =4 Reports

EE Ferzonnel M anagement

L:_Ia Administration

EE Employes

D S_aHFR_E1015507
A 5_PHI_46000216 -
2 5_PHS_46000225 -
L S_PHO_46000224 -
A S5_PHO_46000223 -
) S_PHI_4E000222 -
L 5_PHS_46000221 -
A 5_PHA_46000220 -

There are many other reports that

Double click on EE’s entered and left to go

D 5_aHR_E1016354 -
D S5_aHR_E1016356 -
D S_aHR_E1016357 -
D 5_aHR_E1016358 -
2 5_aHR_E101E360 -
D S_aHR_E1016362 -
D 5_aHR_E1016369 -

D ate Monitaring

Service Anniversaries

Powers of Attorney

Education and Training

EE = Entered and Left

Family b embers

Birthday List

wWehicle Search List

Telephone Directony

Time Spent in Each Pay Scale AreadType/Groupflevel
D efaults for Pay Scale Reclazzification
R eference Personnel Mumbers

HRE Maszter Data Sheest

Flexible Employees D ata

Employees List

can be accessed from this menu.

to the next screen.
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‘Period
) Today ) Cument month ) Cumert year
() Up to today ) From today

® Other period || ﬂ Ta I
Perzon selection perod |1 a/01;/28m Ta |1 2/31/7280mM

This series of radio buttons allows th€ report to run for only the time period that the user
requests.

Radio Button Title D/e/scription

Today f the report is to be run for records valid today

Up to today Select for valid records up to today’s (through yesterday)
/ Specify a specific range of dates in the top row of selection

Other period fields

Current month / Only records valid during the current month

From today / For records valid past today (starting tomorrow)

Current year / For records valid only during the current year.

Person selectioh period See the explanation below

When you enter a person’s selection period, the system selects only those employees who
are members of the enterprise (the entire system) on at least one day in the specified
period. These are persons with a valid Organizational Assignment (Infotype 0001)
record. Entries in the standard Selection options fields limit the personnel numbers that
are selected. You may specify an interval by entering the start and end dates in the left
and right columns respectively.

. Furth lecti . . .
The further selection icon bl | will help filter the information you

wish to see. The result of clicking this button is shown below.
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- = Choose Selection Fields

Selection optionz

Comparny code
Ermployes group
Erployes zubgroup

Fayroll area

LI

x|

Selection fields

Perzonnel number
Employrnent status
Perzannel area

Perzonnel subarea

i Controlling area ‘
| Cast center I4
| Adriniztratar Group
Fayroll adminiztratar

Administrator for HR master data

[ ] Adrinistrator for time recording

Kl
Kl

&=
| 3|

If you need to narrow your report down even further by using more selection criteria or to
specify exactly which fields you wish to see on the final report, highlight a field name

Selection: 4

selection in the left pane and then click the Right Arrow icon LI to transfer your
highlighted selection to the Right Side, the fields that are selected to appear on the final
report. This selection will now be a valid field for selection criteria. To move an item

from the right side, just highlight it and click the Left Arrow icon il to move it back to
the Selection options side of the window.

-Selection
Personnel number I—/ﬂ to I—,_q 5
E mployment status IE to IE _'::>
Personnel area Iﬁ b I— _'::>
Personnel subares Iﬁ b I— _'::>
Employes group I_ ta I_ _'::>
Employee zubgroup I_ ta I_ _':D
-Program selections
Leaving date I— ta I— =+
Entry date Im to Im _'::>

Enter the leaving from and to dates or enter the Entry Date from and to dates.

Once all your selections have been made click on the Execute icon ! .
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|; Vacant Position Report

MENU PATH: HUMAN RESOURCES>0ORGANIZATIONAL

MANAGEMENT>INFO SYSTEM>POSITION>VACANT

POSITIONS

EI"E SAP standard menui

----- (71 Office

----- [0 Logistics
----- [ Accounting
{23 Human Resources

52 PPMDT - Manager's Desktop
[Z1 Personnel Management
[Z3 Time Management

[Z3 Pavrall

-3 Organizational M anagement

|27 Organizational plan

* [Z1] Expert mode

Ea Info System

. [Z71 Organizational Unit

[Z] Job

EE Fozition

------- T S5_AHR_G1018859 -
------- fd 5_aHR_E101E502 -
------- T S_AHR_G1016503 -
------- t 5_AHR_F101E504 -
------- fd 5_aHR_E101E505 -
------- FE S_AHR_G1016506 -
------- t 5_AHR_G101E507 -
------- T S_AHR_G1016508 -
------- FEd 5_AHR_G1016509 -
------- f 5_aHR_E101E510 -
------- T 5_AHR_E1018531
------- T 5_AHR_G1016511 -

Double click on Vacant Positions.

Periods when Pozitions Are Unoccupied per Organizationa

E =isting Positions

Staff Azsignments

Pozition D escription

T azk Description for Pogitions
Staff Functions for Pozitions
Autharitiez and Resources
Planned Labor Costs

Wacant Positions

Correct Wacancy

- Obzolete Pozitions

Complete Pozition Dezcription
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™ yacant positions

Program Edit Goko  Swstem  Help

& | | 8 @@ MK awnmaa BE @
B < [
r Objects
Plan wersion ||l3—1ﬂ:urrent plan
Object type ll]_ Organizational unit
Object ID 1888608506 ':Dl
Search term
Object status |_ Al exizting Drata status
o Set structure conditions

Reporting key date

Today |1 8/s21/2002

Structure parameters

Ewaluation path PLSTE Foszition owverview along organizati
Status vechor 1 I Statuz overlap
Dizplay depth

e Plan version — enter 01 for Current plan.
e Object type — enter O for Organizational unit.
e Object ID — Select organizational unit name from the drop down. Click in the box

next to the organizational unit name. See picture below. When finished click on the
green check mark.

Key Code Walid from Walid to
0 10001428 FANY bW H 01404950 Unlimited
0 10001489 J 01014950 Unlirmited
0 10001430 Seattle 014014950 Unlimited
0 10002724 General Fund 014014950 Unlimited
0 10003160 East Snd MWH  01/01/1950  Unlimited

e Reporting key date — enter the effective date to run the report.
e Status vector — this field identifies the status that a relationship infotype must have in

order for an object to be reported on. We have entered 1 for active. This field can
also be left blank.

e When finished click on the execute @I icon.
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™ yacant positions

Swstem  Help

List Edit Goto  Settings

(& |

RCce@ DHE anaaBEA| @

I ? | é ? ‘ & &Ehoose &Sa\-’e | | ﬁ @ @| E | F'rintpreview éﬂ;

Vacant positions

Key date 10/21/2002
Organizational unit /4 [/ [0 of positi... | Position vacant fromdto Staffing status
Administrative Support 10001984 | B achelor Housing Program kanager| 1/01/1350-12/31/9393 | Unoccupied since 01/01./19350
10003740 | Adminiztrative dzzistant 2/08/200212/31/9399 | Unoccupied since 08/04,/2002
10003200 | General Clerk I22/2002124/31./9999 | Unoccupied since 03421./2002
10005876 [Administrative Azsistant BA0BS2002-12/31/9999 | Unoccupied since 05/04/2002
10009366 | Admin Asst B/21/2002-12/31/9393 | Unoccupied since 0641 4./2002

When the report is finished, click on the display variant |&| icon. The following screen

will come up.

.= pefine Display Yariankts

Line 1 I

Display fislds

Column content

Fos. Length

Organizational unit

14

[ D]

Fosition

18

wacant from o

17

Staffing status

FlwM] -

21

L]

Lite width

List width

chpyIEJIMIE%IStI

[ 7s

4+ [+

[ 21 fisids =1
Hidden fields
Col. content Lgth.
ID of organizational unit 10 3
Abbrewviation of org. unit 12 —I
» [ID of position
Abbr. of position 12
[=|

£ |5 | G| 63

Highlight ID of position in the Hidden fields box and click on the left arrow to place the
position numbers in the report. Click on copy and you will see the position numbers are

now shown.

Vacant positions

28

Key date  10/21/2002
Organizational unit |/ 10 of positi... | Position wacant from.to Staffing =tatus
hultiple Occupancy 100021 26 | Custadial worker BAO0G/2001-12/31/9999 | Unoccupied since 05/18/2001
10003179 | Custadial worker BA27/2002-12/31/9999 | Unoccupied since 06/02/2002
10003181 | Custodial worker 1/01/1950-12/31./9999 | Unoccupied since 014011350
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Benefit Reports
z Benefits Eligibility Report

HUMAN RESOURCES > INFORMATION SYSTEM> REPORTS>PERSONNEL
MANAGEMENT > BENEFITS > PARTICIPATION > ELIGIBLE EMPLOYEES

Transaction code HRBENO0071

----- (] Office

----- [_7 Logistics

""" (L Accounting

EI'S Human Rezources

----- @ FPMOT - Manager's Desklop
""" [ Persorinel Management

---- (L1 Time Managemert

= £ Report:

EI'S Perzonnel M anagement

----- (1 Administration

----- (L2 Recruitment

----- (2 Perzannel Development

EI'E Benefits

=3 Participation

------- @ HRBEMOO7 - Eligible employess

------- @ HREBEMOOYZ - Participation

------- @ HREEMOOYY - Changes in benefitz elections
------- @ HRBEMOOYS - Changes in eligibility

- @ HRBEMOOS3 - Changes in general benefits information

If using the menu path, double click “HRBENO0071 — Eligible employees” to go to the
next screen.
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Eligible Employees
* Eligible Employees
Program Edit Goto Systern  Help
gl “0lce@ Lk anaa M@ @
sfos
Further zelections | o2 Search helpz | o Org. structure

Key date

® Today

O Other keydate I

Perzonnel number I A to A Ebl
Additional el

Benelit area IW

12t Pragram grouping IHIJ| ﬂ ta 5]

znd F;.rtnglram grouping l_ ED z o Multiple

Enelt plan [ 2 selection
option

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action, Values, Comments
Name
Key Date | Date for which R If report is for the present day, leave “Today”
report is to be checked, or if the report is for a different day, then
generated select “Other keydate” and put in the desired date.
Personnel | Personnel number O Enter the desired personnel number, range or leave
Number range blank for all personnel
Benefit Benefit Area R Always enter NV
Area
1% Region O Enter the desired 1¥ program grouping or select
Program using drop down arrow. When selecting more than
Grouping one program grouping or benefit plan, use
multiple selection option.
2" Classification O Enter the desired 2™ program grouping or select
Program using the drop down arrow. When selecting more
Grouping than one program grouping or benefit plan, use
multiple selection option
Benefit Benefit plans O Enter the identifier if known or select using the drop
Plan available down arrow. When selecting more than one

program grouping or benefit plan, use multiple
selection option. When using multiple selection
option enter in order on the drop down menu.
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Select the Execute icon to generate report. If you do not enter a 2™ program grouping
you will receive an error message and will show no benefit employees also as shown
below. Click on the green check mark.

- " Benefits Error Messages

S FHEE - D - - [ || @0 Bzzer | Ao @0
Ty...| Perzonnel...|Message

7 | Mo benefit plans found for program gmuDiqussage [y
11 | Mo benefit planz faund for program groupings HO/NBEM

31 |Mo benefit planz found for program groupings HO/MBER

72| Mo benefit plans found for program groupings HA/MNBEM

838 | Mo benefit plang found for program groupings HO/MBEM

93 | Mo benefit planz found for program groupings HO/MNBEM

101 | Mo benefit plans found for program groupings HOQAHMBEM

126 | Mo benefit planz found for program groupings HO/MEBEM

137 |Mo benefit plans found for program groupings HO/MNBEM

138 | Mo benefit plans found for program groupings HOQAHMBEM

139 | Mo benefit plans found for program groupings HOA/MEBEM

145 | Mo benefit plans found for program groupings HO/MBEM

146 | Mo benefit plans found for program groupings HO/NEBEM

147 | Mo benefit plans found for program groupings HOA/MNEBEM

156 | Mo benefit plans found for program groupings JasHNBEMN

158 | Mo benefit plans found for program groupings JAS/MNBEN

The following report will show

Eligible Employees

= Eligible Employees

List Edit Goto Settings Swvstem Help
& || B AECIEE TR T el
B | =2 7 | [ [ Choose [T Saveﬁ = [ 2 | = | Frikit presies
Eligible Employees
Key date nz/09/2001
Benefitarea MW MNawy (MWER)
Benefit plan text 4| Pers.no.|Mame E nikry D ate
|401K Plan 43 |Bruce Greely 127012000 (010142007
42 |Cat . Snoopy OF The 02/02/2007 (010142007
B3 |Payroll . Test 117292000 | 01./01 /2007
125 |Medly | King 127012000 | 01./01/2007
366 | anda M arable 01./01./2007 (010142007
367 [YWwright . Lunn Susan 017012001 |01./01/2001
370 |test . ami 01./01/2001 (0140142001
371 [test | alksidflakad] 01/01./2007 | 01/01 42001
3590 | Master . Tester 01/401./20071 | 0140142001
395 (Dally . My Jang 12/28/2000 | 01 /0142001
414 |test . portee pt 01/401./20071 | 0140142001
422 |Brit . Sil 01/401./20071 | 0140142001
425|Ret Plan , Test 01/02/20071 |01/0142001
450 | Drurnmy Test 01/401./20071 | 0140142001
Aetna Dental 43| Bruce Greely 12401./2000 | 12012000
42 |Cat ., Snoopy OF The 02/02/2001 |11./01/2000
B3| FPaproll . Test 11/29/2000 | 11/23/2000
125(Medly , King 12/01./2000 | 12/01 /2000
366 | anda M arable 01/01/2007 (010142007
367 |"wiright | Lynn Susan 01./01/2007 (010142007
A0 ket ami M AmA2007 1014012001

The report first appears sorted by benefit plan. To sort by employee, highlight the
column with employee names by clicking once at the top (see illustration). Then select
the icon. =]
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You can now see all the plans each each employee is eligible for next to the employee

name.

Change the variants (column descriptions) by selecting the

following screen:

Eligible Employees

= Fligible Employees

List Edit Goto Settings System Help
@ || e ecee MR anaa
?|5?|%J&Ehoose &Save |ﬁ|§i@| E| F'nntprewew

Eligible Employees

Key date 0z2/09/2001

Benefit area MY Mawy (MWHE)
Benefit plan text Perz.no. [Mame % |Entry Crate
(401K Plan 367 |wright . Lynn Susan 01/01 /2001 | 01/01/2001
Aetna Dental 367 01401 /2001 | 01 /01 /2001
Aetha bedical 367 01401 /2001 | 01 /01 /2001
Basic Life / ADED 367 01401 /2001 |01 401 /2001
HMO Cigna Medical 367 01/01 /2001 | 01/01/2001
Long Term Dizability 367 01401 /2001 |01 /01 /2001
Optional Life 367 01401 /2001 |01 /01 /2001
401K Plan 366 | W ahda Marable 01401 /2001 |01 401 /2001
Aetha Dental 366 01./01 /2001 | 01/01/2001
Aetna bMedical 366 01401 /2001 |01 /01 /2001
Bazic Life / ADED 366 01401 /2001 |01 /01 /2001
HMO Cigna Medical 366 01401 /2001 |01 401 /2001
Long Terrn Dizability 366 01./01 /2001 | 01/01/2001
Ophional Life 366 01401 /2007 |01 /01 /2001
Aetna Dental 752 |WIRGIMIA PMITCHELL 01./230/2001 |01 /30/2001
Aetha Medical 752 01./230/2001 |01 /302001

i

Define Display Variants

™ Define Display Variants x|
Line 1 | N
Display fields Hidden fields
Column content Pos. | Length Col. content Lath.
Benefit plan text 1 28 -~ Benefit plan 4 [«
Personnel number 2 s Gender 1 I
Name of smploges or applicant |3 |18 »[Date of bith 10
Entry date 5 |8 » 13t Program grouping 4
Eligible: on 5 |8 > 2nd Frogiam giouping 4
15t ProgiGroup. text 20
2nd ProgiGroup. text 20
ﬁnw selocted ficlds|
- =
Line width 66 8| 6|8
List widkh 66
o Copy G ¥ || R 8

icon. You will see the

The column on the left lists the description and position of the variants that are already
displayed in the report. The column on the right lists variants that are hidden. “Unhide”
them by selecting one or more variants, then click the arrow pointing left (as shown). For
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example, to display date of birth, select it by clicking on it. Clicking the left pointing
arrow moves the selected variant from the column on the right to the column on the left.

Select the

W Copy

variant or variants

™= Define Display Variants X|
Lne | I
Display fields Hidden fields
Colurnn content Pos. | Length Col. content Lath
Benefit plan text 1 28 ;I Benefit plan 4 ;‘
[ LD
Personnel number 2 6 Gender 1
Mame of employee or applicant |3 18 13t Program grouping 4
Entry date u 8 » 2nd Program grouping 4
Eligible an 5 ’ 13t ProgrGroup. text 20
Date of bith 6 10 2nd ProgrGoup. test 20
4
«
=] =]
Line width 77 &| 20|58
List width 77
W Copy | Gl ¥ || % H

icon to save the changes and view the report with the now “unhidden”

The sample report shows that the “birth date” for each employee is now visible.

Select the green arrow icon

Eligible Employees

= Eligible Employees

List Edit Goto Settings Swstem Help

& || Sl meaea SHE wwaa @R

@ ? | é '@ | & &Chuuse &Save ﬁ @ | B | F'nnlprevlew

Eligible Employees

Key date nz/09/2001

Benefit area MNW MNawy (bAWHE)
Benefit plan text Pers.no. | Mame 5 |Entmy D ate Birth date
[407K Flan 367 [Wwiight . Lynn Susan 01/01/2001[01/01 /2001 |07 /29/1954
Aetna Dental 3E7 01./01./2001 | 014012001 | 07 /291954
Aetna Medical 367 014012001 |01/01 /2001 | 07/29/1954
Basic Life £ AD&D 367 01/01/2001|01/01 /2001 |07/29/1954
HMO Cigna Medical 367 01,/01/2001 | 07/01 /2001 | 07/29/1954
Long Term Disability 367 01./01/2001|01/01 /2001 | 07/29/1954
Optional Life 367 01/01/2001|01/01 /2001 |07/29/1954
401K Plan 3EE [Wanda Marable 01/01/2001 | 07/01 /2001 | 03/02/1954
Aetna D ental 3EE 01./01/2001|01/01 /2001 | 09/02/1954
Aetna Medical 366 0140142001 |01/01/2001|09/02/1954
Basic Life / ADE&D 366 0140142001 |01/01 /2001 | 03/02/1954
HiO Cigna Medical 3EE 01./01./2001 | 014012001 | 090241954
Long Term Disability 3EE 014012001 |01/01 /2001 | 09/02/1954
Optional Life 366 01/01/2001|01/01 /2001 |09/02/1954
Aetna Dental 752 [VIRGIMIA PMITCHELL 01./30/2001 | 01 /30/2001 | 07 /041969
Aetna Medical 752 013042001 |01/30/2001 | 07 /04/1969
Basic Life £ AD&D 752 01/30/2001 | 01/30/2001 | 07 /04/1969
HMO Cigna Medical 752 01/30/2001 | 01/30/2001 | 07 /04,1969
Long Term Disability 752 01/30/2001 |01/30/2001 | 07 /04/1969
Optional Life 752 01/30/2001 | 0143042001 | 07 /04/1969

toa Dlantal A% TEARIAG TEST O 202000 |04 230 20 [Oe i 4 0 o

<&

to exit the report.
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|C Employee Benefits Participation

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS>PERSONNEL

MANAGEMENT>BENEFITS > PARTICIPATION
Transaction code HRBEN0072

This section describes the procedure required to generate a report showing employees

participating in select or all Benefit plans.

----- (L] Office

----- (L] Accounting
=14 Human Fesources
------- @ PPMOT - Manager's Dezktop

----- (L] Persornel Management
----- (27 Time M anagement

=23 Reparts

=3 Personnel Management

----- (] Admiristration

----- (1 Recruitment

----- [ Persornel Development
23 Benefits

=3 Participation

-------- @ HRBEMOO? - Eligible employees
-------- @ HREEMDOYZ2 - Participation

If using the menu path, double click “HRBENO0072 — Participation” to go to the next

screen.
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Enter information in the fields as specified in the table below. Note:

Participation

* Participation
Program Edit Goto System  Help
g Tlojcoe ik anaa@E @
slo s
Further selections Search helps | o Org. shiucture
Pesiod
@® Today ) Current month ) Current year
O Up to today ) From today
O Other period To
Sel
Personnel number I A to A o
Multiple
Benefit area W selection
13t Program grouping IHO to o OptiOIl
2nd Program grouping CHAF b o
Benefit plan |-'J[11Kﬂ to o

In column

“R/O/C,” R = Required, O = Optional, C = Conditional.

el Description R/O/C User Action, Values, Comments
Name
Period Period for which R Choose the desired period or enter a beginning and
report is to be end date if you select the other period.
generated
Personnel | Personnel number O Enter the desired personnel number, range or leave
Number range you want to blank for all personnel.
report on
Benefit Benefit Area to be R Enter NV or select using the drop down arrow.
Area reported on
1% 1¥ Program 0) Enter the desired 1* program grouping or select using
Program Grouping to be the drop down arrow When selecting more than one
Grouping | reported on program grouping or benefit plan, use multiple
selection option
2" 2" Program O Enter the desired 2™ program grouping or select
Program Grouping to be using the drop down arrow When selecting more
Grouping | reported on than one program grouping or benefit plan, use
multiple selection option
Benefit Character O Enter the identifier, or use the drop down arrow
Plan Identifier for the When selecting more than one program grouping
Benefit Plan or benefit plan, use multiple selection option

Select i

icon to generate report.
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Participation

List Edit Goto Settings Systerm Help

G CSRgoce U anaaBE| @
“ ? | E ? | & &Choose ESave? ﬁ @ @ | E | F'rintpreview
Participation
Key date 02/09/2001
Benefit area MY Mawy (MWE)
Benefit plan text /| Perz.no.[Mame Entry Part.date | Start End
[30TK Plan 422 |Brit, 5il (0140072001 | 0740 /200 | 01 401 /2001 | 124319399
MG |hi, there 0101 /2001 | 07100 /2001 | 01 /01 /2001 | 124319399
125 |Medly , King 12/01/2000| 071400 /2001 | 01 /01 /2001 | 124319399
36 | anda Marable 02/01/2001 | 0740 /200 | 01 A1 /2001 | 124313399
367 |'Wwright , Lynn Susan 0101 /2001 | 07100 /2001 | 01 /01 /2001 | 12/31./9399
Aetna Dental 465 | ALVA JOMES 01400 /2001 | 01/419/2001 | 0141972001 | 124313399
754 |ASSISTANT DOG (143042001 | 01 /30,2001 | 01 /3042001 | 07 /0542010
756 | BRIANNA CARCAMO 01/31/2001 | 01431 /2001 | 01/31/2001 | 124319399
422 |Brit, 5il (0140072001 | 0740 /200 | 01 401 /2001 | 124319399
295 | Dolly . My Jang 12/31/2000|12/28/2000)12/28/2000)12/31/9399
450 | Curnmy Test 01/01/2001 | 01/24,/2001 | 01 /24/2001|12/31./9399
755 |FELISAVIVD 01/31/2000 | 01430 /2000 | 0143142001 | 124319399
751 |HILDEGARDE CakPEAU | 01/30/2001 | 01/31/2001 | 01/31/2001|12/31/9399
749|MICHELLE LOVE 0143042001 | 01/30/2001 | 01 /3042001 | 124319399
464 |PIG PIGGY 02/04/2001 | 02/04,/2001 | 02/04/2001|12/31/9339
421 |Queen , Bee 01/15/2001 | 0100 /2001 | 01 /01 /2001 | 124319399
371 [test | alkgidflakadi 01400 /2001 | 0740 /200 | 01 A0 /2001 | 124319399
370 | best , ami (0140072001 | 0740 /200 | 01 401 /2001 | 124319399
393 | Test, Person 02/01/2001 | 02401 /2001 | 02/01/2001 | 124319399
414 |test, portee pt 01/00/2001 | 01 A15/2001 | 01 A15/2001|12/31/9339

The report is generated on the screen and can be printed. If finished, select the green

arrow | gl icon to exit the report.
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|; Changes in Benefits Elections

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS > PARTICIPATION >CHANGES
IN BENEFITS ELECTIONS

Transaction code HRBENO0077

This document describes the procedure required to generate a report showing which
employees have had changes made to their Benefit plans.

(23 Accounting

-3 Human Rezources

------- @ PPMDT - bManager's D eskiop
----- [Z2) Personnel Management
----- [Z2 Time Management

-5 Reparts

E-£3 Persornel M anagement
----- (221 Administration

----- (L2 Recruitrment

EE Bensfitz
EI ----- = Participation
- T HREBENOOT

----- [ Personnel Development

- Eligible employees
I} HRBENOO7Z -
- Fg) HRBEMNOOFT -
------- ) HREENOO7S -
I HRBEMNODE3 -

Participation

Changes in benefits elections

Changes in eligibility

Changes in general benefitz information

If using the menu path, double click “HRBENO0077 — Changes in Benefits Elections” to
go to the next screen.
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™ Changes in Benefits Elections

Changes in Benefits Elections

Program Edit Goto  System  Help

& -BeaQ@CME anaaPA @

QJ&?»B

Further selections | o Search helps

Period

=43 Org. structure

® Todap ' Cument morth ) Cunent pear

) Up to today ) From today

) Dther period I‘ ﬂ To I
€ electi

Personnel number I A ko I A =
Additional data

Provider I6l3l3l3l3[|l]1 to I =

Plan I to I =

Enter information in the fields as specified in the table below. Note: In column

“R/O/C,” R = Required, O = Optional, C = Conditional.

el Description R/O/C User Action, Values, Comments
Name
Period Period for which report is to R Choose the desired period or enter a
be generated beginning and end date if you select
the other period.
Personnel | Personnel number range you (0) Enter the desired personnel number,
Number want to report on range or leave blank for all personnel
Provider Benefit Provider Q) Enter Provider name or select using
drop down arrow. This drop down will
contain all providers that have records
for accounts payable. Scroll down to
find provider.
Plan Benefit plan you want to (0] Enter the desired plan code or select
report on. using drop down arrow

Select &%

icon to generate report.
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Changes in Benefits Elections

™ Changes in Benefits Elections

List Edit Goto System Help

|| D ecee HE D00 BR @
|= g
Changes in benefit elections 1

Key date @2/89/2881

Provider: 600008081 Aetna US Healthcare
Plan H AETD Aetna Dental
Hame Pers.no. From To Changed By
Reason Details
TESTEROHI THODHAS 00888765 B2/7/08701 82/09/81 82/88B/81 HQ_P657F2
Participation terminated
Total changes 1
Changes in benefit elections 2

Key date @2/709/20M1

Provider: 600008081 Aetna US Healthcare

Plan : AETH Aetna HMedical

Hame Pers.no. From To Changed By
Reason Details

The report is generated on screen and can be printed. Only part of the report is visible in
the above illustration. On your screen, scroll down to view. If there have been no
changes in benefits for the criteria specified on the initial screen, SAP will inform you
that there is “No data available for your entries.”

Select the green arrow | EI icon to exit this report.
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z Employee Changes in Eligibility

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS > PARTICIPATION>CHANGES IN
ELIGIBILITY

Transaction code HRBEN0079

This document describes the procedure required to generate a report showing which
employees have had changes in their Benefits eligibility.

----- [ Orfice

----- (L7 Logistics

----- [ Accounting

=3 Human Resources

....... @ PPMDT - Manager's Desktop
----- [L Personnel M anagement

----- [ Time M anagement

EI'E Reports
EI'S Perzonnel Management
----- (22 Admiristration
----- (L Recruitment
----- [C Personnel Development
=--E3 Benefits
El ----- £ Participation
. ~-f2) HRBENOO?1 - Eligible employess
------- @ HRBEMOO?Z - Participation
------- @ HRBEMOOYY - Changes in benefits elections
------- @ HREBEMOO7T - Changes in eligibility
- @ HRBEMOOZ3 - Changes in general benefitz information

If using the menu path, double click “HRBENO0079 — Changes in eligibility” to go to the
next screen.
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Changes in eligibility

= Changes in Eligibility
Program Edit Goto System Help
& | SBleceonE anaa @A @
Yo
Further selections | o2 Search helps | 52 Org. structure
Period
® Today ) Current manth ) Curent year
O Up to today O From today
) Other period I ﬂ To I )
Multiple
'] selection
Selection / option
Personnel number I A tor I A _':DI
Additional selection
Benefit plan I to I _':3'
Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.
Field . . .
Name Description R/O/C User Action, Values, Comments
Period Period for which report is to be R Choose the desired period or enter a
generated beginning and end date if you select
the other period.
Personnel Personnel number range you O Enter the desired personnel number,
Number want to report on range or leave blank for all personnel
Plan Character Identifier for the O Enter the identifier if known or using
Benefit Plan the drop down arrow When selecting
more than one program grouping or
benefit plan, use multiple selection
option

Select o

icon to generate report.
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S

= Changes in Eligibility

List Edit Goto Settings

Changes in eligibility

System  Help

|G|

TWepe CHE anaa @E @

ERIF Y- T

B | F'rint preview

Changes in Eligibility

Key date p2goe/2001
Benefit area
Benefit plan test! | Perz.no. [Mame Changed on | Text
| 147 |Himmelein , Daniel Jeremiah | 02/09/20070 | Employes iz permitted fram the 0100 /2002 (after the evaluation date)
162 |Royer , Rebecca Deidre 02/09/2007 | Ermplayes iz permitted frarm the 0101 /2002 [after the evaluation date)
186 | MAYWILLE . RHONDA & | 02/09/2001 |Employee is permitted from the 01/00 /2002 [after the evaluation date)
276 |Ezpe . Marlene 02/03/2001 |Employee is permitted from the 01/01 /2004 [after the evaluation date)
285 |Hourly Kingzbay , HL-3 02/09/2007 | Employes not eligible becauze to old
285 |Hourly Kingzbay , HL-3 02/09/2007 | Employes not eligible becauze to old
285 |Hourly Kingzbay , ML-3 02/09/2000 |Employee nat eligible becauze to old
285 Hourly Kingzbay , ML-3 02/09/2007 | Emplayes nat eligible becauze ta old
285 Hourly Kingzbay . ML-3 02/03/2007 |Employee not eligible because to old
285 Hourly Kingzbay . ML-3 02/03/2007 |Employee not eligible because to old
290 | Adams . David Kevin 02/09/2007 | Employes iz permitted from the 01/00/2002 [after the evaluation date)

415 |hi , there 02/09/2000 (Mo entry exizting for program groupings HQ/RETR / plan 407K
415 |hi , there 0240972007 | Ma entry exizting for pragram groupings HG/RETR / plan CSRO
459 [test Ben 0240972007 | Ermplayes 00000459 is not enralled in all corequizsite plans for AETD

The report is generated on the screen and can be printed. If finished, select the @ icon

to exit the report.
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|; Employee Changes in General Benefits Information

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS > PARTICIPATION>CHANGES IN
GENERAL BENEFITS INFORMATION

Transaction code HRBENO0083

This document describes the procedure required to generate a report showing which
employees have had General Benefits information changed.

----- (L7 Office

----- [_ Logistics

----- (L Accounting

=23 Human Resources

------- @ FPMOT - Manager's Desklop
----- [_) Perzonnel M anagement

----- (22 Time Management

EI'E Reports

EIE Perzonnel Management

----- [ Administration

----- [_ Recruitment

----- (L7 Persorinel Development

EI'E Benefits

£ Participation

------- @ HREEMWOO7T - Eligible employess

------- @ HREEMOOY2 - Participation

------- @ HREEMOOYY - Changes in benefits elections
------- £z HRBEMNOO79 - Changes in eligibility

- @ HRBEMOOZ3 - Changes in general benefits information

If using the menu path, double click “HRBENO0083 — Changes in general benefits
information” to go to the next screen.
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= Changes in Default Values for General Benefits Inf
Program Edit Goto System Help

Changes in General Benefits Information

& || -8 ea@ CHMR anaa AE @
o
Further selections | =] Search helps | = Org. shucture

Period

® Today ' Current month O Current year

) Up to today ' From today

) Other pericd I To I
Selection

Personnel number I A to I A 5 |
Additional selection

Benefit area Wﬂ

12t Program grouping I to I =}

2nd Program grouping I to I o2
Reason for deviation from default values

Manual overide ®

Change in default values C

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

User Action, Values,

Field Name Description R/O/C
Comments
Period Period for which report R Choose the desired period or
is to be generated a beginning and end date if
you select the other period.
Personnel Number | Personnel number O Enter the desired personnel
range you want to number, range or leave blank
report on for all personnel
Benefit Area Benefit Area to be R Enter NV or select using
reported on drop down arrow
1* Program 1* Program Grouping O Enter the desired 1* program
Grouping to be reported on grouping or select using drop
down arrow
2"! Program 2" Program Grouping ) Enter the desired 2™ program

Grouping

to be reported on

grouping or select using drop
down arrow
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Reason for

Deviation from
Default values

values

This is the reason for
the change/s in
Employee default

Select Manual Override or
Changes in Default Values.

Select = ?

™ Changes in Default Values for General Benefits Infor

List Edit Goto Seftings

to generate the report:

Changes in General Benefits Information

System  Help

W CeQ@ BHE anaa PE @

K

AT AT Fe R TEZ

| | @2 Print preview

Gen. benefits info: Manual override of default values

Key date nzf2fen01
Benefitarea NV MNawy (MWE)
4 Perz.no. [Mame 4 |1st5G|2.56G |Bar|1st5G|25G |Start End
[ 48 Cat . Snoopy OF The HE  [FULL NOME [11/01/2000(12/31/3339
125 [Medly . King HE  [FULL PRFT |12/01/2000{12/30/2003
126 |May . June SE FULL PRFT |12/01/2000(12/31/2001
184 |COVWART L CHRISTIE & |JA FULL PRFT | 0140172001 [12/31/3939
185 |KIRKER . ERENDA JA PART PRPT | 0140142001 [12/31/3999
188 | TOWER . SEFTEMBER |JA FULL PRFT |01/01/2001 [12/31/3939
189 |FOMNTAINE | MARIAL  |JA PART PRPT | 0140142001 [12/31/39399
1592 |LOFFREDA | TANYA JA FULL FRFT |01/01/2001 |12/31/3939
201 [COATS , SUSAMC Ja PART PRPT | 0140142001 [12/31/3939
208 | Allen, Wilma Mae JA PART PRPT |01/01/2001 {12/31/3339
210 |Almara , Mary Lee Ja FULL PRFT | 0140172001 {12/31/3939
238 |Benson , Melizsa Michells |JA PART PRPT |01/01/2001 {12/31/3999
252 | Griffith , Tara Rae J& FULL PRFT | 0140172001 [12/31/3939
2E0 | Reeves . Rozemary SE FULL PRFT | 0140142001 {12/31/3999
261 |Abbatt , Larry SE PART PRPT | 0140172001 [12/31/3939
2B6 | Alah Aplin SE FULL J& 01.401/2001 | 12/31/9999
285 |Howrly Kingsbay , NL-3 |J& FULL WBEM | 01/01/2001 |12/31/3939
300 |Farrales , Rozemarie Rita |SE FULL PRFT | 0140142001 [12/31/3939
301 | Lushy . Caral J anine SE FULL FRFT |01/01/2001 | 0340042001
45 |hi, there HO  |RETR PRFT | 0141172001 {12/31/3939

The report is generated on the screen and can be printed. If finished, select the green

arrow | gl icon to exit the report.
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|; Employee Health Plan Cost

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS > COST AND CONTRIBUTIONS

Transaction code HRBEN0073

This document describes the procedure required to generate a report showing the cost of
select health plans or all health plans.

----- [ Difice

----- [_7 Logistics

----- [C7 Accounting

=23 Human Resources

....... @ FPMOT - Manager's Desktop
----- [_1 Perzonnel Management

----- [ Time Managemert

----- 23 Payral

----- (L7 Organizational Management

B 5 Reports

= {3 Personnel Managemert

----- [ Adminiztration

----- [_ Recruitment

----- [_ Persorinel Developrent
= 5 Benelitz

BE Paticipation
EI ----- £ Cosztz and contributions

I @ HRBEMOOY3 - Health plan costz

o @ HRBEMOO74 - Inzurance plan costs

------- @ HRBEMOO7S - Savings plan contributions

If using the menu path, double click “HRBENO0073 — Health plan costs” to go to the
next screen.
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Health Plan Costs

Program Edit Goto Systern Help

™= Health Plan Costs

& |l 8 ¢ce@ LMk anaa @R @
e
Further selections | o2 Search helpz | o2 Org. structure
Key date
® Today
) Other keydate I
G al,
Persannel number I A ta I A o |
Additional sel
Benefit area NUﬂ
1zt Program grouping I to I =]
2nd Pragram grouping I to I o2
Benefit plan I to I o2

Enter information in the fields as specified in the table below. Note: In column
“R/0O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action, Values, Comments
Name
Key date | Date for which report is to R Present date is checked, if you need
be generated to run report for a different date,
select “Other keydate” and put in the
desired date.
Personnel | Personnel number or range O Enter the desired personnel number,
Number | you want to report on range or leave blank.
Benefit Benefit Area to be reported R You must enter NV
Area on
1% 1* Program Grouping to be @) Enter the desired 1* program
Program | reported on grouping or select using drop down
Grouping arrow
2 2" Program Grouping to @) Enter the desired 2™ program
Program | be reported on grouping or select using drop down
Grouping arrow
Benefit Benefit plans for which O Enter the Benefit plan code or select
Plan report is to be generated using drop down arrow, OR leave
blank for all health plans

Select o

to generate the report:
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Health Plan Costs

* Health Plan Costs _|=

List Edit Goto Seftings Systern  Help
@ || ~lWc@e CHR anaa AE @
? | é ? | & &Ehoose &Save | % | ﬁ | B BABE | Printpreview

Health Plan Costs

Key date ozAa2szom

Benefit area NV MNawy (MWR)

Period text! (Benefit plan text /| Pers.no.|Mame Option text Dep.coverage text EE
rBi-weekIy Aetna Dental 146|Dela Cruz . Emma Celeste Aetna Dental Employes Only

162 | Rover , Rebecca Deidie Aetna Dental Family
184 | COWART , CHRISTIE & Aetna Dental Employes Only !
185|KIRKER . BREND& Aetna Dental Employes Only
186 | MAYVILLE , RHONDA & Aetna Dental Family
183| TOWER . SEFTEMBER Aetha Dental Employee Orly
189|FONTAINE | MaRILA J Aetna Dental Employes Only
T190[KMIGHT . PATSY A Aetna Dental Employee Only
191 | MIX0OMN , JENNIFER Aetna Dental Employes Only
192 |LOFFREDA | TAMYA Aetna Dental Farnily
199|PETTIGREW . KRYSTAL Aetna Dental Employes Only
201 [COATS . SLUSAN C Aetna Dental Emplayee Only
202 |DOYAL , ERLINDA A Aetna Dental Employes Only
204 | EVANS  ROBERT L Aetna Dental Employee Only
208 [Allen | wilma Mae Aetna Dental Employes Only
210|Almaro , Mary Lee Aetna Dental Employee Only
212 |Lewis . Robert Kyle Aetna Dental Employes Only
219|Litty , Sheila Melanie Aetna Dental Employes Only
223|Benton , Stephen Donald Aetna Dental Employes Only

The report is generated on the screen and can be printed. Use the scroll bars to the right
and bottom of the screen to view the entire report not visible here.

If finished, select the green arrow | gl icon to exit the report.
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|; Employee Insurance Plan Cost

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS > COST AND CONTRIBUTIONS

Transaction code HRBEN0074

This document describes the procedure required to generate a report showing the cost of
select insurance plans or all insurance plans.

----- [ Logistics

----- [C] Accounting

=-E3 Human Resources

....... @ FPMDT - Manager's Desktop
----- (L Personnel Management

----- (L7 Time Management

----- (£ Payroll

----- [C7] Organizational k anagement

= £ Reports

= £ Perzonnel Management

----- [Z2 Adrninistration

----- [_3 Recruitment

----- [_ Personnel Development
= £ Benefitz

BE Participation
El ----- £ Costs and contributions

I HRBENOO73 - Health plan costs

@ HREBENOO74 - Insurance plan costs

e @ HRBEMNOO7A - Savings plan contributions

If using the menu path, double click “HRBEN0074 — Insurance plan costs” to go to the

next screen.
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Insurance Plan Costs

= Insurance Plan Costs

Program Edit Goto Systemn Help

@ ||

S ce@2HME anaa AR @

2o B
&

Further selections | o2 Search helps | o2 Org. structure

Key date

® Today

) Other keydate I
G al,

Perzonnel number I A ta I A 5 |
Additional sel

Benefit area Wﬂ

12t Program grouping I to I o2

2nd Pragram grouping I to I o2

Benefit plan I to I o2

Enter information in the fields as specified in the table below. Note: In column
“R/0O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/ User Action, Values, Comments
Name C
Key date | Date for which report is to R | Present date is checked, if you need to run
be generated report for a different date, select “Other
keydate” and put in the desired date.
Personnel | Personnel number or range O | Enter the desired personnel number, range
Number | you want to report on or leave blank for all personnel
Benefit Benefit Area to be reported R | Enter NV or select using drop down arrow
Area on
1% 1** Program Grouping to be O | Enter the desired 1% program grouping or
Program | reported on select using drop down arrow
Grouping
2" 2" Program Grouping to O | Enter the desired 2™ program grouping or
Program | be reported on select using drop down arrow
Grouping
Benefit Benefit plans for which O | Enter the Benefit plan code or select using
Plan report is to be generated drop down arrow, OR leave blank for all
health plans
Select & i to generate the report:
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™ Insurance Plan Costs

List Edit Goto Settings

Insurance Plan Costs

Systern Help

@l - a|egje\emmlanaa|l@

EE|A T Fachoe Fsae | B 3% | TEZ| B Beec | @ritoevien

Insurance Plan Costs

145 [Dela Cruz, Emma Celeste
ST e T e

[LTDT
=

[Lang Term Disability
5 e

Key date 0z2f12/2001
Benefit area NV MNawy (MWH)
Period text’ | Benefit plan text /| Pers.no.|Mame Option | Insurance option kext EE costs| ER credit| Provider costs| |
rBl-weekIy Basic Life / ADLD 146 |Dela Cruz , Emma Celeste BLF1 |Basic Life / ADED 4.60 0.00 0.00
184 |COWAART , CHRISTIE A ELF1 | Basic Life / ADLD 5.00 0.00 0.00
186 |MAYVILLE . RHOMDA A ELF1 |Basic Life / AD&D 11.60 0.00 0.00
236 |Logan . Tina Marie BLF1 |Basic Life / ADED 7.80 0.00 000
285 |Hourly Kingshay , ML-3 ELF1 |Basic Life / ADLD 5.20 0.00 0.00
366 |'"wanda Marable BLF1 | Basic Life / ADLD 12.00 0.00 0.00
459 | test Ben ELF1 | Basic Life / AD&D 340 0.00 0.00
463 | Test Retirement BLF1 |Basic Life / ADED 340 0.00 000 [
471 |CHELSEA TEAL ELF1 |Basic Life / 4DLD 0.40 0.00 0.00
747 |LOTS FUN BLF1 | Basic Life / AD&D 4.80 0.00 0.00
7439 |MICHELLE LOVE ELF1 | Basic Life / AD&D 0.40 0.00 0.00
750|ESTHER HERRING ELF1 |Basic Life / ADLD 720 0.00 0.00
751 |HILDEGARDE CAMPEAL ELF1 | Basic Life / ADLD 21.40 0.00 0.00
792 |YIRGINIA PMITCHELL ELF1 |Basic Life / AD&D .80 0.00 0.00
754 |ASEISTANT DOG ELF1 | Basic Life / ADED Z3.80 0.00 0.00
756 | BRIAMMA CARCAMO ELF1 |Basic Life / ADLD 15.20 0.00 0.00
7B4|TEST BENEFIT BLF1 | Basic Life / AD&D 3.80 0.00 0.00
Basic Lifs / 405D &b 136.80 0.00 0.00
Long Tem Disabilty T 12.04 | 0.00 | 0.00

The report is generated on the screen and can be printed. If finished, select the green

arrow | gl icon to exit the report.
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|; Employee Demographics

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS > STATISTICS>EMPLOYEE

DEMOGRAPHICS

Transaction code HRBEN0081

This document describes the procedure required to generate a report showing the
Employee Demographics in regard to Benefit plans.

- £ 54P standard menu
----- [ Office
----- [ Logistics
----- [ Accounting
. =3 Human Fesources
....... @ FPMOT - Manager's Desklop
----- (L1 Personnel Managermert
----- (L Time Management

----- [L] Organizational Management

=3 Feports

(= £ Perzonnel Management

""" [ Adrminiztratioe

""" [_1] Recruitrmant

""" [_) Perzonnel Developrent
=--£5 Benelits

BE Paticipation

------- @ HRBEMNOO2T - Emplayes demagraphics
e 2 HRBEMDNA7 - Benefit election analyzis
e E‘a HREBEMNOO23 - Enroliment statistics

If using the menu path, double click “HRBENO0081 — Employee demographics” to go to
the next screen.

52 December 2002



Reporting

= Employee Demographics

Employee Demographics

Program Edit Goto System  Help
& | TR eae oMk anan RE|@
g8
Further selections | o Search helps | o Org. struchure
Period
@® Today ) Cument month 1 Current year
) Up to boday ' From boday
() Other period I To I
Selection
Perzonnel number I A to I A = |
Additional data
Evaluation date |l32f1 2728
Age groups I 1 to I 19 £>|

Enter information in the fields as specified in the table below. Note: In column
“R/O/C,” R = Required, O = Optional, C = Conditional.

Field Description R/O/C User Action, Values, Comments
Name
Period Period for which report is R Choose the desired period or enter a
to be generated beginning and end date if you select the
other period.
Personnel | Personnel number range o Enter the desired personnel number,
Number you want to report on range or leave blank.
Evaluation | Date of Evaluation O This allows for selection of specific date
Date if a range had earlier been selected.
Age Age group to be reported 0] Enter the identifier if known or using the
Groups on drop down arrow When selecting more
than one program grouping or benefit
plan, use multiple selection option

Select &%

to generate the report:
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Employee Demographics

* Employee Demographics
List Edit Goto System Help
G|l ;IHIO%JQIQEH]%ISJEQQII@
&
Demographic Employee Data: Overview 1
Evaluation date 82/12/2881
PRFT APF Portee FT
Demographic Employee Data: Overview 2
Evaluation date 82/12/2081
Age range Employees Smokers Hon-smokers
1- 19 Total 8 5.71 % a .8a % 8 100.88 %
Female 2 25.680 % a8 .88 % 2 25.008 %
Hale [i] 75.088 % a .88 % [} 75.088 %
28 - 24 Total 4 2.86 % a8 .08 % 4 100.80 %
Female 3 75.80 % i} .88 % 3 75.80 %
Hale 1 25.60 % i} .88 % 1 25.00 %
25 - 29 Total 7 5.88 % a8 .88 % 7 1608.00 %
Female 5 71.43 % a .8a % 5 71.43 %
Hale 2 28.57 % i} .88 % 2 28.57 %
38 - 34 Total 8 5.71 % a8 .88 % 8§ 1008.00 %
Female 1] 75.88 % a .88 % 6 75.88 %
Hale 2 25.60 % i} .88 % 2 25.00 %

The report is generated on the screen and can be printed. If finished, select the green

arrow | EI icon to exit the report.
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|C Benefits Enroliment Statistics

This document describes the procedure required to generate a report showing the Benefits
Enrollment Statistics.

HUMAN RESOURCES > INFORMATION SYSTEM > REPORTS >
PERSONNEL MANAGEMENT > BENEFITS > STATISTICS>SENROLLMENT

STATISTICS

Transaction code HRBEN0089

- £ 54P standard menu
----- [ Office
----- [ Logistics
----- [ Accounting
= =3 Human Fesources
------- @ PPMOT - Manager's Desktop
----- (L Personnel Management
----- (L Time Managemert

----- [L] Organizational Management

=3 Feports

=i =3 Perzonnel Management

----- (L) Administration

----- (L1 Recruitment

----- [Z7] Perzonnel Development
= Benefits
articipation

----- [L Costs and contributions

b @ HRBEMNOO2T - Emplayes demagraphics
e 2 HRBEMDNA7 - Benefit election analyzis
e E‘a HREBEMNOO23 - Enroliment statistics

If using the menu path, double click “HRBEN0089 — Enrollment statistics” to go to the
next screen.

55 December 2002



Human Resources

Enrollment Statistics

®™ Enrollment Statistics

Program Edit Goto Svstem Help
& B ecoee DM anan @A @

jples

Further zelections | o Search helps |

Org. structure |

=

Selection

Personnel number

Additional data

Type of enmollment
Plan categon

Benefit area

13t Program grouping
2nd Program grouping
Plah type

ool s8] o |i

T
T 1

Benefit plan

Period

Start [82/12/2001
Ta [82/12/2001 *

Count
Flans (C]
Persons (@]
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Enter information in the fields as specified in the table below. Note: In column
“R/0O/C,” R = Required, O = Optional, C = Conditional.

Cumulative Summary

Field Name Description R/O/C User Action, Values,
Comments
Personnel Personnel number range you o Enter the desired personnel
Number want to report on number, range or leave blank
for all personnel
Type of Type of Benefit Enrollment O Select the type of enrollment
Enrollment using the drop down arrow
Plan Category | Category of plan to be R Enter category or select using
reported on the drop down arrow
Benefit Area | Benefit Area to be reported R Enter NV or select using drop
on down arrow
1* Program 1** Program Grouping to be O | Enter the desired 1* program
Grouping reported on grouping or select using drop
down arrow
2" Program 2" Program Grouping to be O Enter the desired 2™ program
Grouping reported on grouping or select using drop
down arrow
Plan Type Benefit Plan type to be o Enter the desired Plan type or
reported on select using drop down arrow
Benefit Plan Benefit plans for which o Enter the Benefit plan code or
report is to be generated select using drop down arrow,
OR leave blank for all health
plans
Period Period start and end date R Enter dates for beginning and
end of range
Count How the Enrollment R Select either plans OR persons
Statistics are to be counted,
either by “Plans” or by
“Persons”
Summary Either Discrete or R Select either Discrete (current)

or Cumulative (historical)

Select &%

to generate the report:
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Enrollment Statistics

= Enroliment Statistics

List Edit Goto Settings

System  Help

G ||

S e@e e anaa

AF AT B SI% TAZ

E E.-’-‘-.BE | F'rint PIEYIER

Enrollment statistics

Start  02412/2001
To 02n2f20m
Text £ | Test & | Test Option [ Dependent coverage: | 02/12/2001
|Nax-'_l,l [MwWR] Dental |Astna Dental AETD  |EE 1
tedizal | HO Cigna Medical CIGH 1
2

The report is generated on the screen and can be printed. If finished, select the green

arrow | gl icon to exit the report.
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|; Saving a Report as a Variant

After viewing a report, it can be saved for future use.
At the main entry screen, click on the save '= icon.

= mMWR Employee Report

Program Edit Goko  Swskem  Help

| & || DD ee@ MR anan AE| @
|2 o mB
Further zelections I o2 Search helps I =+ Sort I o Org. structure
Key date
® Today

) Other keydate

Selection

Perzonnel number

1
w

Employment status

Perzonnel area 1353 to

-
-]
]
~
=)
-

Perzonnel subarea

lofolos

hegs

Additional data
£> Field zelection I |

ABAP: Save as Variant screen will come up. Enter Variant Name and
Description. In the Protect Variant field click in the box. This will protect
the report from anyone else viewing or changing. When finished, click on

- .
the save '=l icon again.

™ ABAP: Sawe as ¥ariant

Ernvironment  Swskerm  Help

| & |1 SOl e oM oo @E @
“ Selection wariables @ Screen assignment x|

UVariant name Birthday List &
Description Employee Birthday Report
Created for selection screens 1888

Only for background processing
Protect variant

Only display in catalog

System variant (automatic transport)

min kel

Field attributes
Required field
Switch SPASGPA ofF
Save field without values
Selection wvariable
Hide field "BIS
Hide Ffield
Protect field |

Field name Type P I H L P L O
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|; Retrieving a Saved Variant

At the main entry screen click on the “Get Variant” (S icon. The “find variant” box will
appear with the users log on ID in the “created by” field. To view only the users saved
reports leave as is, but to view other users saved reports, blank out the “created by” field

and execute @I

= MWR Employee Report

Program Edit Goto  Swstem Help

|& || Fielcoe DM anaa AFE
|© @/
Further zelectionz I o Search helps I o Sart I o Org. ztructur
r Key date
® Today
) Other keydate I

. B g i x
Selection ™ Find variant |

Personnel number

W ariant ||
E rivironiment I_

-Additional data Created by [Ho_Pes7Fs
o Fields | Changedby [

@ Orly print employe: Original language I

' Print all employees
O 2|

[o[o]o]e]s

If you have blanked out the “created by” field a list of all unprotected variants will
appear. Scroll down and select the report to view.

] E ABAP: ¥ariant Directory of Program ZHREMPR 1 il
= =i

Wariant catalog for program ZHREMPR1

Wariant name Short dezcription o] --- | Changed by ﬂ
27 27 FiN b

ADKIN REPORT EASIC EMPLOYEE DATA Fis

ALl MaF LIST )

awaRDSs RPT E mplopes report wicost centers s

BIRTHDAY LIST Emplovee Birthday Report A

CAT MF1.2 mass pay ligting A, HO_PESZC

Ca BOWWLIMG B owling Staff List A, MHOR_KDUMNCARM
Ca GOLF Galf Staffing List Fis -
e e Al ___'I_I
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Reporting

Once you select a report the main report screen will come up, you will need to change the
“key date” or leave the radial button on “today”.

= MWE Employee Report

Program Edit Goto  Swstern  Help

& || B ece@ DME anaa DA @
B 4 [ =)
Further zelections I o Search helps | o Sort | o Org. structure
r Key date
® Today
1 Other keydate || ﬁ
r Selection
Personnel number I | ta I A o
E mployrient status E to I_ o
Perzonnel area 1353 [{e] I o
|1 a4 o

Personnel subarea |1 a37 (]

rAdditional data

é Field selection I

Execute the report by clicking on the execute @I icon.

61 December 2002



Human Resources

|C Personnel Action Report

Print a personnel action report using the transaction code ZHRPAR.

™ SAP Easy Access SAP Rf3 System

Menu Edit Favorites Exfras System  Help

[e—

& [zrrar Flneee| D

PR S| EE 2|

[e—

.....
.....
.....
.....
.....
.....

([ Accounting
[C1 Human Resources
(2 Information Systems

(L3 Toals

Select | @ | to go to the next screen:

HR: Personnel Action Report

= HR: Personnel Action Report

Program Edit Goto Systern Help
@ B ecae DR nnan AR @
3]@@]‘

Further selections | o2 Search helps | o Sort I

Period

O Today ' Current month ) Current pear

) Up to today 1 From today

(® Other period [] ﬂ Ta
Selecti

Personnel number A to A =
Remarks

One year probation commencing

[ Frint leave balances?

Remarks 1 I
Remarks 2 I

MAF manager I
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Reporting

Enter information in the fields as specified in the table below. Note: In column
“R/0O/C,” R = Required, O = Optional, C = Conditional.

Field Name Description R/O/C User Action, Values,
Comments
Period Date or dates to be reported R Check “today” for today’s date
on OR check “other period” and
enter a range of dates
Personnel Personnel number identifier O Enter number or range of
number numbers. Use the drop down
arrow if number is not known
Remarks Remarks, NAF manager’s 0) Enter any remarks to be
name printed on the PAR, enter the
name of the NAF manager to
be printed on the PAR
Select =4 to generate report.
Print:
X|
Output device I ﬂ
Mumber of copies |1_
Page zelection I
Spool request
Narne SCRIPT | |HQ_P657E7
Title
Authorization
Dutput ophi Cover page
¥ Print immediately Mo cover page ;I
[ Delete after print
¥ Mew zpool request Recipient
Spool retention per. IE ETE| Departrment
Archiving rode I Prirt anly ;I
Print preview | 0 F'rintl Cancel | |
I"a =, TS TS0y TrmTEapn.

Click the drop down arrow to select a printer, then select

63
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Human Resources

*=Personnel Action Report

List Edit Goto Settings System Help
g =l ﬂ|%@®|9tﬂfﬂ\‘ﬂﬂi||@
? | E ? | & &Choosa &Save ‘ @ @| B | Pnnlprewew

Personnel Action Report

I[PEHSEINNELAETIEIN REFORT

Pers.MumberSAF] Eff. Date of &ction  Type of Action MAF [d Mumber

00000624 02/01/2001 Adustment in Pay 10287

M arne Soc. Sec. Number

ANDERSOM &NDREW not A EEes

Activity Name & Address Department RAMCAS Activity 4/C Code
MPC [WwR DIV] Coffee House kil

W54 MID-SOUTH

Be sure to email before printing!

e Click on envelope icon (under the green arrow)
e Message will appear “document moved to folder Outbox”

™ Create Document and Send

Document  Edit Goto  Insert  Swstem  Help

& | DToleoa DM anaan EE|®@
o it

Title: IF'ersonneI Action Report

Drocurnent contentsl Attributes  Attachments |

BdE &40

Type | Deszcription Size|Type
el Action Repart

Recipient | Trans options I

E == =1

R ecipient Recip. tvpe Im [B] @
/ s|C|C(C
/ [l ol

[FR2[11000) = [mwrsap? [INS [ 10:02

e Click attachments

e Select recipient by putting curser in the blank box under recipient and use drop down
arrow

e Select internal user and green check

e Fill in last name, first name

e C(Click button in front of name or click on = select all

e Click send &
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Reporting

/ NOTE: When emailing the 52, the sender should also save a copy to a
J personal folder named “Sent 52s.” This allows for more efficient follow-

up if the recipient does not receive the sent copy. Once the 52 has been
emailed and printed, the same 52 cannot be reprinted without completely
re-entering.

&

Select green arrow for portrait Print Preview.

PAR: Portrait print preview

* Print Preview for HCS7 Page 00001 of 00001 _|=

Text Edit Goto System Help
& |l E ﬂ|0@@|gjﬂﬂ|3ﬁﬁ@@\|@
"y

PERSONNEL ACTION REPORT

goooog24 0z/01iz001 Adjustment in Pay 10287
jwm: jsocw. SECURTY WUMBER

ANDERSOMN AMDREMWY

6 [ACTVITY MAME & ADDRESS 7 |DEpaR TMENT Z [RAWCAS ACTIVITY ACCOUNT £ODE

NPC (MR DIW) Cotfee House 31
HNEA MIO-20UTH

3 [parz oF awrw | esvoee n | e
0fs26/10460 MALE s Citizen
11 |EDUE ATION S dRAD EOUTY | 2Al COLLEWE DEWREE 15| MaroR FIELD oF sTHDY
NO

14 [EMPLOVIMENT caTEGORY 15 | 0FF DUTY ENLISTED 16 [MILITARY DEPENDENT 17 |spausE REFERENCE

Now select the g icon to print the Personnel Action Report you selected.
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|C Request for Personnel Action (52)

Use transaction code ZHRS52, and select | g | to go to the next screen:

= SAP Easy Access SAP R/3 System
Memu Edit Favorites Extras System  Help

CEE BILIEEY T
EBR S B 7|
[:I Fawvaorites
- 9 SAP standard menu
----- (2 Office

""" D Logisticz

""" (27 Accounting

""" |2 Human Resources
----- (221 Information Systemns
----- (2 Taols

There are two ways to generate a request for personnel action:
e with personnel number

-OR-

e with position number.

Request for Personnel Action

Request for Personnel Action: Initial Screen

Request Pers Ackion  Edit  Goto  Swstem  Help

|G || T WeoS|DME R

“ D Create [new employes] ﬁ Change [exizting employes]

Request for Personnel Action {(Form-52}

Perzannel no. || ﬂ
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Reporting

To use personnel number, enter it into the personnel number field, and select the

&7 Change

icon.

Request for Personnel Action

® Request for Personnel Action

Personnel data  System  Help

gl =l nle@e@mm\anaa\@

Employee exists - ;MaksE other enties:
Persannel no |62H Mame |[ANDREW ANDERSON 55N  |@91-25-5555
PART A: R ing Dffice
Action reqstd IPERFDRMR NCE REUIEW Request no
Addl info Mame Telephone Eff  date
Action requested by Action authorized by
Mame I Date I Name I Date I
PART B: For P of SF 50
T —
Name(last] ANDERSOH Soc.Sec.no + Birth date B86/25/19508
[First] ANDREW Eff date 82/01/2001
FIRST ACTION SECOND ACTION
Code NatureOféction/Legal Autharity Code MatureOf.ction/Legal Autharity
i i
2 2
3 3

Enter any applicable remarks to be printed on the 52. You must press the enter ﬂ

icon to validate the entries. Select the = icon to continue.

Select output device, then _EPrintpreview 1 55 should look like the following

1llustration:

List Edit Goto Settings System Help

™ Request for Personnel Action fNew Employee

(3 —

@Q CHE anas A @

T EF % @ Baowe | TR Z | E| @rinoein

Request for Personnel Action

REQUEST FOR PERSONMNEL ACTION

[F'AF!T & - Requesting Office Pers.Mao:[SAP] 00000000

1-ACTION REQUESTED 2-REGUEST NUMBER

3-FOR ADDITIONAL INFORMATION CALL [NAME & TELEPHONE]

4-FROPOSED EFFECTIVE DaTE

00/00/0000
5-ACTION REQUESTED BY E-ACTION AUTHORIZED BY
00./00/0000 00/00/0000

PART B - For Preparation of SF 50

1-HAME [LAST, FIRST)

2-50CIAL SECURITY NUMBER 3-DATE OF BIRTH 4-EFFECTIVE DATE

00/00/0000 00/00/0000

FROM POSITION TO POSITION

FOSITION POSITION 00000000

JOB KEY JOB KEY

ORG.LNIT ORG.UNIT

FERS.AREA SUBAREA PERS.AREA SUBAREA

The “landscape” view appears.
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Human Resources

Be sure to email before printing!

Click on envelope icon (under the green arrow)
Click attachment document content

Select recipient using drop down arrow

Select internal user and green check

Fill in last name, first name

Click send

NOTE: When emailing the 52, the sender should also save a copy to a
personal folder named “Sent 52s.” This allows for more efficient follow-
up if the recipient does not receive the sent copy. Once the 52 has been
emailed and printed, the same 52 cannot be reprinted without completely
re-entering.

7

&

Select the to get the “portrait” view.

= print Preview for HMIZ Page 00001 of 00001

Texk Edit Goto Swstem  Help

& || lm @@ | DM oot oan  BEE @

REQUEST FOR PERSOHNNEL ACTION

Foxrmm-52

FPART A - Reguestng Office Pers . MHo:(5AP) 00000000

1| acTiow mranEsTED
HEW HIRE

2 BEQUEST USSR

i | FOR ADDITIONAL TWFORM ATION © ALL (M4 WE & TELEFHONE)

4 FRAOFGIED EFFECTIVE DATE

D1/0142002

5 | acTiow BEguEsTED B Y
KATHLEEHM ANDERZOM

01/ 01,2002

ACTION AUTHOE 1Z50 57
EUCILE BALLEMGER

2

010172002

FART B

- For Freparation of §F 50

1| wawE rasT, FiRsT)

ALEXAMDER KAaRL

SO TAL SECURITY MUMEER E
S2A52T746

=

EFFEC TIVE DATE
01/01 /2002

DATE oF 3IETH
05/ /041956

=

FIRST ACTION

SFECOND ACTION

= ans

WATOEE OF AcT oM «

LEGAL 4 UTHORITY

= ans

WATHEE OF A4C TI0N « LEGAL AUTHORITY

FROM FOSITION:

TO FOSITION:

oooooOO0O0 O
ooppoopoo
oooooOO0O0 O

oS 1T IO
10m REV
SRS UNIT

FERS AREA

A PETAL AL

=P oCaT
O STA TIoe

FrLosoa

sumaREa

EaATE
TR

SERWICE coMP DT

POSITION
10m EEY

SR T
FERS AREA 1034
AMEUAL SAL
Em P AT FT
O STATIoN

F Lo oa H

ooooOoOOO0
opopoopon
ooooOoOOO0

FS5,.7Z5.00

1Z1510031

sumam=za 103 4

RATE o.oo
sT=FR

SERWVICE comp T 025027519321

|PART [

Reviews and Approvals [ Nof fo be used by requesting ogffice |

[ erreranerion |

TOITIALS -5 I A TUR E

DA TE

[ errecrumerion

TOITIALS -5 1 ATURE

mate |

Select the

to print.

To generate the report by position number, in the initial screen, leave personnel number

blank, then select the

&7 Change

icon.
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Request for Personnel Action: Initial Screen
Request Pers Ackion  Edit Goto Swstem Help

& |l Imeee 2uk ani

“ D Create [new emploges] f Change [exizhing employes]

Request for Personnel Action (Form-52)

Perzonnel no.

—

Enter the applicable information on the next screen:

8

You must press the enter il icon to validate the entries. Select the

icon to
continue.

= Request for Personnel Action{New Employee =]
PersData  Systern  Help

gl “iAcce Lk anaa AR @

&2 Print |

Y
Request for Personnel Action [Form-52] HEW EMPLOYEE

PART A: R Office

Action regstd HEW HIRE Request no

Addl info Name JOHH DOE Telephane I Eff  date 027127200

Action requested by Action autharized by

MName ILEZR GIBBONS Date |B2/12/2861 MName IJI]HN TESH Date |B2/1272881
PART B: For Preparation of SF 50
Name[Lazt) IDI]E Soc.Sec.no II]I]I]—BI]—I]I]I]I] Bith date B6/089/1970
[First] IJI]HN Eff date a2/12/2001
ACTION
Code Mature of &ction/Legal Authority
(1 Print preview . . . ..
Be sure to select to verify entries and email before printing!
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