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Purpose

HRMS Training Documents

This procedure demonstrates how to use Free Search to assist in checking for errors and
viewing or updating a group of specific employee records that meet specific criteria that you

identify.

This example demonstrates how to locate employees in the agency who have a specific
address sub-type while reducing your keying.

Trigger

Perform this procedure when searching for employees in the agency who meet specific criteria.

Prerequisites

None

Transaction Code
PA20, PA30

Date

Procedure Update Log

01/20/2007

Created

Helpful Hints

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type

Description

Error

@

&

Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click ﬁ (Enter) to proceed.

Warning

¥

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

& (Enter) to proceed.

Confirmation

o,

Example: @ Save your entries.

Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the transaction code PA20.

@ This transaction can also be executed using the transaction code PA30 when updating
employee’s records.

Display HR Master Data

{Hl Free search
TR0

Ed =T7h

To

) Curr.week

) Current month
() Last week

() Last month

) Current Year

2. Click [ Free search (Free Search) located on the left column.
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HR Object Selection

n

glﬁ ||I|?.a§| E | | Reporting period: Today
Field groupifields lue selecti alue outpl ‘ext Displa IE Reporting set
(3 Keyfields Unrestricted |

[ Actions restrict by | SEPersons along organizational stucture — »
] Organizational assignmnt

(3 Personal data
3 challenge | |

[C3 Leave entittement Selections

[ Addresses “ou can define selection conditions in this area.

(13 Planned warking time Fields can anly he selected by selecting therm correspandinaly from the field. ..

(1 Basic pay In addition, fields can be moved to this area using Drag & Drop
(1 Bank details

[

[

[

¥

¥

B

[

[

¥

[

b 3 Contractelements

B [ Travel privileges

P | Family MemberDependents
B 3 Internal medical senvice
[
¥
B
B
[
[
[
[
[
[
[
[
[

3 Internal data

(L3 Time recording info.
= Matern protiparent.leave
(3 Militfnon m service
(3 Payrall Status

(23 capital farmation

[0 Est. bank fransfers

(L Education and training
3 Powers of attarney
[ Date specifications
(3 Infotype 0148

(3 additional actions

[C Monitoring of Tasks

@ The folders listed under the Field groups/fields column represent the different
infotypes. The more options selected the narrower the search results.

3.  Clickthe P [ Organizational assignmnt (Organizational Assignment folder) to view the
selections.
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HR Object Selection

% |2 |6 ]ltsa] = _.
e | Value sslection | Valus ouput Tex Display || Reporing set

b {(J Keyfields | [«] Unrestricted [« [

b (7 Actions lz‘ restrict by: |$Pefsons along organizational structure
=7 133 Organizational assignmnt

EZ Payroll area
Selections

EZ Work contract
EZ Personnel subarea
=E Company code ‘You can define selection conditions in this area.
Fields can only be selected by selecting them correspondingly from the fig
In addition, fields can be moved to this area using Drag & Drop

Reporting period: Today

# Formatted name of emple

[® Funds center

[ Fund

=E Business area

[# Legal person

=E Controlling area

=E Cost center

3 Supervisor area

=E Oraanizational unit

EZ Objecttype

EZ Employee group

EZ Employee subgroup

EZ Position

EZ Payroll administrator

EZ Administrator for HR mas

roE Administrator for time rec

& Administrator group

[# Employee's name (sortat

=E Job

EE Oraanizational key

=E Personnel area

# Name of superior (organi
I ™1 Darcanal dats T =Pl
[<][+] [ |<1[»] | e an

v K

oooooooo oo o

ood

ooboboooooooooooooooooonooooao
OoOoOoOoOooooooooooooooooodoo

[

@ When a folder is selected, there are options for different infotype selection criteria:

Field Value
Value Selection Opens a search criteria with a drop-down menu.
Value Output Provides field code value.
Text Display Provides actual text value in your search.
EZ Personnel area

4, Select the
box to view the Personnel Area field.

(Personnel Area — Value selection)
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HR Object Selection

H
% |‘ﬁ |||F'EEQ| Reporting period: Today

Field groupffields Walue selection VWalue output Text Display \E Reporing set

I [J Key fields [+] Unrestricted k| |

b (3 Actions Ig‘ restrict by: | SE Persons along organizational structure
= [[J Organizational assignmnt
EZ Payroll area

EZ Work contract

EZ Personnel subarea

EE Company code

# Formatted name of emple
[® Funds center

[ Fund

=E Business area

[# Legal person

=E Controlling area

=E Cost center

3 Supervisor area

=E Oraanizational unit

EZ Objecttype

EZ Employee group

EZ Employee subgroup

EZ Position

EZ Payroll administrator

EZ Administrator for HR mas
roE Administrator for time rec
& Administrator group

[# Employee's name (sortat
=E Job

3= Organizational key

32 Personnel area

ame oT superior (organi
™1 Parennal data

¥
[«1[+]] [ |[<1[»]
v X

fird
r

O

Ooood

[#_ [Personnel area

EFD Ooooooooo og o

(o

O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
-
]
L

K[|

Ll

Ll lirt Emnias ||

g
[=]

B[]

5. Click in the I
field.

IE IPersunnel area | | El(

Personnel area)

6. Click on the E (Matchcode) to open the selection list.

State of Washington HRMS
File name: FREE_SEARCH.DOC Version: SME Approved Script SAP Parent
Reference Number: Last Modified: 1/31/2007 4:24:00 PM Page 6 /30




Title: Free Search

Processes :
Sub-Processes :

HRMS Training Documents

Personnel Area (1) 184 Entries found

Fersonnel Area (1) 184 Entries found

Resztrictions |
= 7
ARG EEEE
PA “ Personnel Area Text CoCd |CGrpg|
0110|House of Representatives Wall 10 [«]
0120 Senate WA 10 [=]
0130 Joint Transportation Comim Wid01 10 [
0140 Jaint Leg AudittRev Cormm W01 10
0200 LE.AFP Committee a1 10 |
0350 Office of State Actuarny WAl 10
0380 Joint Legislative Sys Co WisO1 10
0400 FPerm Statute Law Comm Wiald1 10
0450 Suprerme Court Wiso1 10
0460 Wa State Law Libirary WaAOT 10
0480 Courtof Appeals Wid01 10
0500 Comm an Judicial Conduct Wisd1 10
0550 Admin for the Cours Wiald1 10
0560 Office of Puhblic Defense Wialdl 10
0570 Office of Civil Legal Aid Wiall 10
07a0 Office ofthe Governor Wiald1 10
0200 Lieutenant Governor Office Wisld1 10
0820 FPublic Disclosure Camm Wisld1 10
0350 Secretary of State Wid01 10
0260 Gows Ofc Indian Affairs Wisd1 10
0870 AsianfAmerican Affairs Wiald1 10
0900 State Treasurer Wialdl 10
0910 Redistricting Commission WisO1 10
0950 State Auditar a1 10 E‘
09490 Cites ComfSal Elect Off Wall 10 <
184 Entries faund
7. Select the agency form the list by double-clicking on the name.
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HR Object Selection

| [l Reporting period: Today

Field groupffields Walue selection e o E Reporting set
Unrestricted -!

[ (] Keyfields
restrict by: | SP Persons along organizational structure ]

[» [J Actions
E1E

= 123 Organizational assignmnt
Field name Option (Value

== Payroll area
= |Personnel area E 1110 ol o

XY

=Z Work contract

|—0_E Personnel subarea

EE Company code

[#_ Formatted name of emple
[#” Funds center

[ Fund

EEZ Business area

[#” Legal person

=E Controlling area

#E Cost center

@~ Supervisor area

EZ Organizational unit

== Object type

EZ Employee group

EZ Employee subgroup

EZ Position

#Z Payroll administrator

#Z Administrator for HR mas
EZ Administrator for time rec
@~ Administrator group

[®~ Employee’s name (sortak
EE Job

EE Organizational key

EZ Personnel area

[®_ Name of superior (organi

I 171 Parcanal data & .
ool I x| D Hit st Empty [ | L]
v %

OrROO0O0O00O0O00O0O0O0O0OO0O0OO00OO -

[<10»]]

8. Click ¥ ‘T Actions (Actions folder) to view the selections.
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HR

HR Object Selection

% |2 ]88 e

fird

|
v 3

~ O

Field groupffields

Key fields

Actions

[F_ Date of last change

& Valid from date

EZ Reason for action

EE Action type

rE Customer-specific status
EZ Employment status

roE Special payment status
[# Leaving date

[# Entry date

# Length of service (in days
[# Length of service (in mon.
[ Length of sernvice (in year:
QOrganizational assignmnt
=E Payroll area

EZ Work contract

EZ Personnel subarea

EZ Company code

[#~ Formatted name of emple
[® Funds center

# Fund

EZ Business area

[# Legal person

=E Controlling area

EE Cost center

[® Supervisor area

=E Oraanizational unit

EE Objecttype

=T Ernnlavas araun

Koy

|[<1[*]

Value selection  Value output = Text Display

1O000000000OoOoooo -00ooooooOoOooOo

100000000000O0O00O OOoooooOoOoOoOooo

HRMS Training Documents

Reporting period: Today

0]

\E Reporting set

Unrestricted |«
restrict by:

=N =

| ?Persons along organizational structurg

&

4a)

Field name

Option |Value

[

Personnel area

=

1110

P

ooood

oood

(e[| (= (E

ER|

] Liit lict

Emntar

[lv ]l

|[4I[+]

v K

9.

Select the = Employment status
to view the Employment Status field.
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HR Object Selection

% | [I[68 Ji[7=2
Field groupffields lue selecti alue outpl ‘ext Displa \E Reporting set
I (7 Key fields
< & Actions
[F_ Date of last change
& Valid from date
EZ Reason for action
EE Action type

3T Customer-specific status
EZ Employment status
dilrs

[# Leaving date

[# Entry date

# Length of service (in days

[# Length of service (in mon.

[ Length of sernvice (in year:
7 (] Organizational assignmnt

=E Payroll area

EZ Work contract

EZ Personnel subarea

EZ Company code

[#~ Formatted name of emple

[® Funds center

# Fund

EZ Business area

[# Legal person

=E Controlling area

EE Cost center

[® Supervisor area

=E Oraanizational unit

EE Objecttype

=T Ernnlavas araun

o) | oo Hit list Empty
o K

Reporing period: Today

Unrestricted ,.JIu

restrict by: | ?Persons along organizational structure »

fird
I

Il

Personnel area 1110 5>
Employment status o

E1E]

Field name Option |Value
[
[

QOopod

Ooood

1000000000000 O0O0 -00000EpO000 -

O0O00O0O0O0OoOodooooo ooooogopoooo

mEm  (miE (]

[l ]f

||£ |Emp|nyment status

10. Clickin the —I I I [ (Employment

Status) field.

11. Click on the E (Matchcode) to open the selection list.
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Employment Status (1) 4 Entries found
Employment Status (17 4 Entries found

Restrictions |

[ o

v ||| e g

Language Key: EN
Status number: 2

St... “|Name |
n Withdrawn
1 Inactive

2 Fetires

3 Active

4 Entties found

12. Click E (Multiple Selection) to the right of the Employment Status field.

State of Washington HRMS
File name: FREE_SEARCH.DOC Version: SME Approved Script SAP Parent
Reference Number: Last Modified: 1/31/2007 4:24:00 PM Page 11 /30




Title: Free Search
Processes :
Sub-Processes :
HRMS Training Documents

Multiple Selection for

OO SnglValues | OO Ranges | @O SnglValues

=3

| Multiple selection.. | E\

13. Click in the empty field and then click on the (Matchcode) to open the selection list.

; You can select several status types. For this report, choose both Active and Inactive
status types.

State of Washington HRMS
File name: FREE_SEARCH.DOC Version: SME Approved Script SAP Parent
Reference Number: Last Modified: 1/31/2007 4:24:00 PM Page 12/30




Title: Free Search
Processes :
Sub-Processes :
HRMS Training Documents

Employment Status (1) 4 Entries found

— . IIII ]

EAC =N = R4
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Multiple Selection for

@& 15nalvalue | @& Ranges | @D Snglvalues | @O Ranges

@ | hultiple selection.. | @

14. Once your selections have been made, click (Copy) to accept.
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HR Object Selection

R IEEREE

Field groupffields
[ [ Keyfields
= & Actions

[F_ Date of last change

& Valid from date

EZ Reason for action

EE Action type

rE Customer-specific status
EZ Employment status

roE Special payment status
[# Leaving date

[# Entry date

# Length of service (in days
[# Length of service (in mon.
[ Length of sernvice (in year:

7 (] Organizational assignmnt

=E Payroll area

EZ Work contract

EZ Personnel subarea
EZ Company code

[#~ Formatted name of empld
[® Funds center

# Fund

EZ Business area

[# Legal person

=E Controlling area
EE Cost center

[® Supenvisor area
=E Oraanizational unit
EE Objecttype

=T Ernnlavas araun

o 4[x]

| el Reporing period: Today
lue selecti alue outpl ‘ext Displa \E Reporting set
E Unrestricted |<. []
1 l;‘ restrict by: Persons along organizational structure »
a . ¥ g org
2 8 o ole)
&) O O Field name Option |Value
[l O O [ |Personnel area B |11 5>
O O [ |Employment status | BE =3
O O O
| [
| O
| O
| [
u U B
1
| (] O
[ [ [
[ U [
(| [ [
[ (]
] [
O O
O O O
| [
o [ (]
(| U [
o O
| O O =
| [ (] %
e = empty [ { |

HRMS Training Documents

v K

@ Notice the m (Multiple Selection Active) button now has a green box indicating
additional data for this field.

To close the active folders, click both the

= 3 Actions (

~ (3 Organizational assignmnt (Organizational assignment folder).

State of Washington HRMS

Actions folder) and the

File name: FREE_SEARCH.DOC Version: SME Approved Script
Reference Number:

Last Modified: 1/31/2007 4:24:00 PM

SAP Parent
Page 15/30



Title: Free Search
Processes :
Sub-Processes :
HRMS Training Documents

HR Object Selection

4 |‘ﬁ |||FE3@| EJ| | L] Reporing period: Today
Field groupffields lue selecti alue outpl ‘ext Displa \E Reporting set
(7 Keyfields Unrestricted |« I
(3 Actions 1 restrict by: | SB Persons along organizational structure — #
3 Organizational assignmnt |
Personal data
] a &)
3 challenge =)
[J Leave entittement Field name Option |Value
(7 Addresses % |Personnel area B |11 o
7 Planned working time [#_ |Employment status LK &
7 Basic pay

7 Bank details

3 Contract elements

3 Travel privileges

3 Family Member/Dependents
7 Internal medical sernvice
7 Internal data

3 Time recording info.

3 Matern.prot./parent leave
3 Milit/non m service

3 Payroll Status

(3 Capital formation

7 Ext. bank transfers

CJ Education and training
7 Powers of attorney

(] Date specifications

7 Infotype 0148

(7 Additional actions

7 Monitoring of Tasks

LA R S A R R v e v R A R e v v - v

caoty [ [

16. Click » [ Addresses (Addresses folder) to view the selections.
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HR Object Selection

BRI
Field groupffields Walue selection Value output Text Display \E Reporting set
7 Key fields
7 Actions
3 Organizational assignmnt
7 Personal data
3 challenge il
7 Leave entittement Field name COption |Value
01 Addresses = |Personnel area B 110
& Street 2 & |Employment status = [z
[# Street 3
EE Address record type
# old: building (no. or abbre
[# Bus route
[ Communication type
3 CI/0 name (katakana)
=E County code
[# Distance in kilometers
[F_ Distance in kilometers
& Floorin building
®~ House number
=Z Indicater for relationship (
EE Country key
[# 2nd address line
[# C/0 name
¥ Communications numbe
[# City (katakana - Japan)
[# City/district (katakana)
[# Location
[F District
& |dentification of an apartm
& Dnctal Ctada | s — TP EL
En (<[] el ]

v K

Reporing period: Today

Unrestricted | | [

restrict by: | ?Persons along organizational structure

(i
|

0]

&

v oo T oo

[

i

O0O0dooooooooobooooooooono
0000000000000 OO0O0O0O0O0O0OoO

1]

T | |
17. Select the B Address record type : :| (Address

record type — Value Selection — Value Output — Text Display) boxes to view the Address
record type field.
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HR Object Selection

HR
% |‘ﬁ |I|F'Eg@| El | | Reporting period: Today
Field groupffields Value selection Value output Text Display \_ Reporting set
P[] Keyfields [«] Unrestricted [« []
b (3 Actions 1 1 E‘ restrict by: | SE Persons along organizational structure
[» [J Organizational assignmnt 4
[* [J Personal data
i ||

[» [J Challenge
[* [J Leave entittement BJ Field name Option |Value
= Y Addresses 1 #_ |Personnel area B |10

[# Street 2 E Employment status 3 =

i I & |Address record type
EZ Address record type I
: : BTE

[# Bus route

[ Communication type

3 CI/0 name (katakana)
=E County code

[# Distance in kilometers
[F_ Distance in kilometers
& Floorin building

®~ House number

=Z Indicater for relationship (
EE Country key

[# 2nd address line

[# C/0 name

¥ Communications numbe
[# City (katakana - Japan)
[# City/district (katakana)

OO

000000 O0O00O0O0OOoOo0ooog=ppOd -
JO00ooooooooooboooooygEEPo -

[# Location
[®” District |
& |dentification of an apartm [+
& Dnctal Cada TINA aies TP
En (<[] [4][¥][ ]
v K

@ When selecting all options under the Infotype selection criteria, a drop-down menu,
field code and actual text value will appear.

18. Click inthe -I| & |Addreas recordtype I i [ (Address record

type) field.

19. Click in the empty field and then click on the (Matchcode) to open the selection list.

State of Washington HRMS
File name: FREE_SEARCH.DOC Version: SME Approved Script SAP Parent
Reference Number: Last Modified: 1/31/2007 4:24:00 PM Page 18 /30




Title: Free Search
Processes :
Sub-Processes :

HRMS Training Documents

Address Record Type (1) 12 Entries found
Address Record Type (13 12 Entries found

Restriction: |

v | E | |G & 0

ST... “|Mame

1 Fermanent residence

5 Mailing address

E1 Tax jurisdiction non-residents
FPCB Addresse pendant le congé honifia
HETH HiTax Consultant Address

J Officialitax) address

J2 Guarantor

J3 Address during leave of absence

11 Authorised agent address

R1 Accomadation provided by employer
2 Hotel accomodation provided by employer
IS01 Faycheck Location

—

12 Entries found

20. Double-click on the | Wzl etidize s (Mailing address) type from the list.
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HR Object Selection

HR

RIS
Field groupffields lue selecti alue outpl ‘ext Displa \E Reporting set
] Key fields

[ Actions 1
3 Organizational assignmnt 1

Reporing period: Today

fird
r

Unrestricted |«

=N 1=

Il

restrict by: | ?Persons along organizational structure »

7 Personal data

v oo T oo

3 challenge | i} I=')'1:'|

7 Leave entittement Field name Option |Value

=4 Addresses i [# |Personnel area = |10
[#_ Street 2 [#_ |Employment status . 3

[¥ Street 3 & |Address record type [ E =
EE Address record type

# old: building (no. or abbre
[# Bus route

[ Communication type

3 CI/0 name (katakana)
=E County code

[# Distance in kilometers
[F_ Distance in kilometers
& Floorin building

®~ House number

=Z Indicater for relationship (
EE Country key

[# 2nd address line

[# C/0 name

¥ Communications numbe
[# City (katakana - Japan)
[# City/district (katakana)
[# Location

[F District

& |dentification of an apartm
A Pnctal Mada

o) A Hit list Empty | (]
IVIR

L

X

O
|

OO

JO00ooonooOooooobooooooo=On -
o U

[l ]f

21. Click on the v (Transfer hit list) on the bottom left to transfer and display the results.
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Display HR Master Data

| 2l0HICaa |
Display HR Master Data
= R = A
Find by
= @ Person
(]} Collective search help
K] searchterm
e BasicPersonal Data | Payroll | Benefits

Period
@ Period

SIEE BRI
[EIRAERE Blaa] [ Fr. To
Perst;r;r;:l numbel J::;:I:— : - :mnfess record Jp'e)d:Addlefs resom Citoday @
100037 ermanentresigence ONI OCurreMmonm
00215264 PHILLIPS STEPHAMIE T |1 Permanent residence

' From curr.date ) Last week

() Up to Today ) Last month
) Current Period ) Current Year

z
§

Results Area

Number of Results

0 011 bl |
Display HR Maste

@ The selected search criteria have provided a list of employees who have the address
sub-type 5 (Mailing Address).

The Free Search results can be exported and printed using the (Print) icon.

22. To view the employee’s assigned Organizational Unit, click on the (Column
Configuration).
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Display HR Master Data

IDHE Do BE @mE

Display HR Master Data

& R
_——————————————————————————————————————

%I |‘|'@| | M$|ﬁ| Personnel no
Find by

<~ @ Person

(K] Collective search help
Search term
{5l Free search

BasicPersonal Data | Payroll | Benefits | TimeRecarding | Adatl. Person.. || [[* ]

Infotype text E] Period
""" — Actions @ Period
1 H BE W '
|‘|E‘I|§I$l ||||QI |[I Organizational Assignment Fr. To
Personnel number Name Address record type| TextAddress record type 7Per50nal Data O Today @
e — romsetehsns ||
sfmanent residence |__|Planned Working Time )From curr.date () Lastweek
| |BasicPay ) Up to Today () Lastmonth
=2 T E () Current Period () Current Year
Date Specifications [=]
Family/Related Person [+]
Direct selection
Infatype STy

Column Configuration

Displayed columns
Parsonnel numhber
Mame
[] cost center
[] ©ost center name
[ ] Personnel ares
[] Persannel area name
[] Personnel subarea —
[] Persannel subarea name
[ ] Employee group
[ ] Employee group name
[ ] Emplovee subgraup
[T Fmnlnver snhirnnn name

v K

«10]|

[«I[x]]

23. Click the [~ (Down Arrow) below the scroll bar to move down the screen.
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Column Configuration

Dizsplayed columns
[ ] Personnel area name
[ ] Personnel subarea
[ ] Personnel subarea name
[ | Employee group
[ ] Employee group name

[ | Employee subgroup

[ ] Employee subgroup name
[ ] Organizational Unit

[ ] Organizational unit name
[ ] Paosition

[ ] Paosition name

24. Select the ‘. Oraanizational unit name; (Organizational unit name) box.

Column Configuration

Dizsplayed columns
[ ] Personnel area name
[ ] Personnel subarea
[ ] Personnel subarea name
[ | Employee group

[ ] Employee group name

[ | Employee subgroup

[ ] Employee subgroup name
[ ] Organizational Unit
Organizational unit name;
[ | Paosition

[ ] Paosition name

25. Click (Continue) to accept.
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Overview Addresses (0006)

jata Edit Extra:

JHICAQ IS HE DDa0IHEE @

Display HR Master Data

G R

& |@| | M%lﬁl Personnel no.
Find by

= @ Person

Collective search help
{H} search term
[H] Free search
Basic Personal Data k Payroll k Benefits h Time Recording h Addtl. Person !h [ |'g]

Infotype text E- Period
""" Actions []| | ® Period
E B W Bl
j“ &|% ¥ II Q ‘ Organizational Assignment Fr. To
Personnel numb. |Name Address record type TextAddress record type |Organizational unit name _Persoﬂa\ Data ) Currweek
00027819 SMITHTOM T 1 Permanent residence  |DIRECTOR'S OFFICE | ,':“Cu".emmamn
00215264 PHILLIPS STEPHAMIET |1 Permanent residence  |ORG. & EMPL.DEV SVCS :F‘\aﬂned Working Time ) Lastwesk
| |BasicPay O Lastmonth
7Cumram Elements ) Current Year

Date Specifications ]
Family/Related Person Z

Direct selection

Infotype STy

@ The columns can be organized to your preference. To move a column, just click on the
EGrganizatiunal unit name (

column header). Then click and hold on the column header
and move to the desired location.

: The column information can also be sorted in alphabetical order. To sort a column,

click on the EGrganizatinnal i (column header). Then click on (Sortin
ascend order).

| SMITHTOM T

26. To view an employee’s record, double-click on the | (Employee’s name)

0r|unn3?a19

| (Personnel Number) located in the results list.
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Display HR Master Data

m Help

(V] Q@ CH

B obtoan BER @@
Display HR Master Data
& A
R | P e i A Y Personnelno. 27319
Find by MName SMITH TOM T
=~ 4 Person PersArea 1110 Dept of Personnel EEGroup U Permanent
{H} collective search help PSubarea 9881 Mon Repi d EE! oup 01 ) OT Exem... Status  Aclive
Search term
Tl A h !
— BasicPersonalData | Payroll | Benefits | TimeRecording | Addtl. Person.. ||,
Infotype text [e.]_||[ Period
- = Actions %4 @ Period
ll“é'l%ll?lE |||Q|@|l Organizational Assignment (%2 Fr. To
Organizational unitname  |Personnel numb... Mame Address record typeTe | |~ |parsonal Data W OToday P —
DIRECTOR'S OFFICE 00037819 SMITHTOM T i Pd| | Jadaresses vl om X
ORG. & EMPL.DEV SVCS  |00215264 PHILLIPS STEPHANIET |1 Pe __Planned Working Time V T —
|__|BasicPay L ) Up to Today () Last month
I jEerEn BE TR v ( Current Period ) Current Year
| |Date Specifications ¥ [4]
_FamilyfRelated Person o E|
Direct selection
Infotype STy
. . A1 . . . .
27. Inthe Period area, click (All) to view the entire history of the infotype.

28. Click on the Addresses Infotype (0006) to select.
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Title: Free Search
Processes :
Sub-Processes :
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Display HR Master Data

Qe CHE A0an B 08
Display HR Master Data

Gr A
R I = Y A Y Personnelno. . |37310
Find by Name  SMITH TOM T
= @B Person PersArea 1110 Dept of Personnel EEGroup O Permanent
{H} collective search help PSubarea 9881 Mon Repi d EE! oup 01 ) OT Exem... Status  Aclive

Search term

[} Free search .
BasicPersonal Data | Payroll | Benefits | TimeRecording | Addt. Person... [}, [«[*['5]

Infotype text E.] | [Period
EEIEEEE SRR o A e
= = @ & QOrganizational Assignment (v Fr.
Organizational unitname | Personnel numb...| Name Address record type|Te ' |Personal Data v Olfoday
DIRECTOR'S OFFICE 00037819 SMITHTOM T 1 Pd ¥ o Al
ORG. & EMPL.DEV SVCS  |00215264 PHILLIPS STEPHANIET |1 PAll [ fprs
> |_|Pla orking Time 14 ) From curr date
|__|BasicPay L ) Up to Today () Last month
I jEerEn BE TR v ( Current Period ) Current Year
Date Specifications o [4]
Family/Related Person o E|
Direct selection
Infotype STy

29. Click (Overview) for an overview of all actions associated with the Addresses infotype
(0006)
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Overview Addresses (0006)

Infotype  Edit n  Help

@ BdH I Cae DHEER DDhon BE @m
Overview Addresses (0006)
&
e I == s A Y Personnel No. 37818 Mame  SMITH ToM T
Find by PersArea 1110 Dept of Personnel EEGroup O Permanent
= 4 Person PSubarea 0001 Mon Represented EESubgroup 01 Monthly(M) OT Exen.. Status  Active
{Hl collective search help Choose /8171800 To 12/31/90899 STy
Search term
I [T STy, [StartDate |Address Telephoneno. |LI__|2nd address lindCT]|
1 02/01/2006 (4402 SHINCKE RD NE 260-459-9042 [=]
5 10/11/2006 4402 Shincke Rd NE 2604599042 [~]
EICIEEERERIEEDI
Organizational unit name Personnel numb...|Mame Address record type| Tt
DIRECTOR'S OFFICE 00037819 SMITHTOM T 1 B
ORG. & EMPL.DEV SVCS 00215264 PHILLIPS STEPHANIE T |1 P
(<]
- (-]
anj ILIl+]

30. To select another employee, double-click on the employee’s name or personnel number.

@ The created Free Search criteria can be saved as a Variant. To save your variant,

click on the (Create Search Variant) button.

31. The “Save values as search variants” dialog box will appear. Complete the following fields:

Field Name R/O/C Description
Search variant R The title of the saved variant.
Example: Mailing Address — Type 5
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Save values as search variants

Search variant Mailing Address - Type 5|

v K

32. Click the i (Continue) to save.
Overview Addresses (0006)

HRE master data Edit Goto Extras |

& afda B¢ OEHBE ODLO AR @ m

Display HR Master Data
Gl A
|| Bl A S Personnel no.
Find by
= i Person

[ Collective search help
K} search term
(K]} Free search

Bl fiziing Address Tiae s BasicPersonal Data | Payroll | Benefits | TimeRecording | Adatl. Person.. ||, L¢|» 5|

| |infotype text E.| | [Period |

33. To view the saved variant’s selection criteria click on the (Display search variant).
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HR Object Selection

HR

BRI
Field groupffields lue selecti alue outpl ‘ext Displa \E Reporting set
I [J Key fields | Unrestricted <) [ |
= (] Actions

[F_ Date of last change

& Valid from date

EZ Reason for action

EE Action type

rE Customer-specific status

EZ Employment status

roE Special payment status

[# Leaving date

[# Entry date

# Length of service (in days

[# Length of service (in mon.

[ Length of sernvice (in year:
7 (] Organizational assignmnt

=E Payroll area

EZ Work contract

EZ Personnel subarea

EZ Company code

[#~ Formatted name of emple

[® Funds center

# Fund

EZ Business area

[# Legal person

=E Controlling area

EE Cost center

[® Supervisor area

=E Oraanizational unit

EE Objecttype

=T Ernnlavas araun

[<[v]] e aD] Hit list Emnty || 1]
v %

Reporing period: Today

fird
r

Il

restrict by: | ?Persons along organizational structure »

| st
Field name Option |Value
= | Employment status | BE
[#_ |Personnel area = |10
& |Address record type | BB [=)

ooodd

Ooood

1000000000000 O0O0 -0O00000O00000 -

O0O00O0O0O0OoOodooooo ooooboooooooo

mEm  (miE (]

[l ]f

: At this point, additional selections can be made. Once completed, click (Transfer
hit list) to display the results.
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Display HR Master Data

to Ex i 5 n Help
Bal e@e BHE anoan BE @M
Display HR Master Data
G A
I = A Y Personnel mo.
Find by
= @ Person

Collective search help
Search term
Free search

Basic Personal Data h Payroll k Benefits h Time Recording h Addtl. Person !h [+ ]'g)

Infatype text [E.] | [Period
“ &% e |\|Q|E‘\ |_|Actions ® Period
= L Organizational Assignment Fr. To
IEECECT . | S S i
00215264 P;{ILL\F’S éTEPHANIET ORG. & EMPLDEV SVCS 1 P:;;::::t ;:zld::z: e o aCiner ot
Planned Working Time From curr.date (O Last week
__|BasicPay Up ta Today Last month
I |2 = siisns Current Period () Current Year
_Date Specifications S—
Family/Related Person
Direct selection
Infotype STy

34. You have completed this transaction.

Result

You have created and saved a Free Search template search for employees in the agency who
have the Address type 5 — Mailing Address.

Comments

None
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