
PCR Initiation Guide  



 

     
 

    

Getting Started 

• Log in to the SAP portal from the Texas State
homepage.

• Find the group called “Manage PCR’s (FPM)
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Employees In Org Unit 
• Click the tile Employees In Org Unit to initiate a
PCR for an employee inside your org and this
page displays.
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Employees In Org Unit 

• New search options are available to find your
employee.
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Start Process for Employee Inside Org. Unit 

Employee is 
Asterisk (*) - List all the employees 
Person ID - Display specific employee 
PERNR - Display specific employee

Rev. 10. 2025 



     

 
       

Start Process for Employee Inside Org. Unit 

Employee contains: 
Name or Last name - Display all employees that 
match 
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Start Process for Employee Inside Org. Unit 

1 – The last column consists of a plus and/or 
minus button to delete rows or add new rows to 
facilitate searching. 

2 – Search for values. Combine the criteria to 
meet your needs (Is, Is Not, or Starts With). 



     

         
    

          
       

Filter, Sort and Group Search Results 

Filters 
• Click-on column header to setup a filter, sort or group.
• Select an item to filter.
• In order to select more than one item, use (Custom Filter).
Instructions will be displayed on how to add more items



  
  

  

   
  

Remove Filters After Results 
Result List - filtered by “College of Education” 

To Remove filter: 
• Click-on column header
• Select: (All)
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Other Filter Options for Selection 
Employee Selection 
• Use filter to select:

• Direct Report
• Administrator for Org. Unit

• Use filter to select Organizational Unit

• Use filters in combination to narrow search results



  
             
    

     
     

 

      
    

 

Option to Personalize Results 
To the far right on the results grid, find and click the following icon 
to personalize the grid view: 

Increase or decrease the number 
of rows displayed in the search 
results grid. 

Using the arrows, add or remove 
columns displayed in the search 
results grid. 



  
            

  

             
  

        

     

Result List – Miscellaneous Features 
• Drag and Drop the columns in your result grid to arrange the
columns as desired

• To the far right on the results grid find this icon to click and
export to Excel

• Popup Box appears at bottom of page: Click Save

• Click Open to view the spreadsheet.



 
     

   

Start New Search 
Click the “Reset to Default” button to remove results 
and start a new search. 
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Select Employee and Start PCR 
To start a PCR: 

• Select employee
• Click-on icon next to name
• Select Processes
• Select HCM Inside ORG
• Select PCR (e.g. Change in FTE)



PCR Button Changes: 
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  Enter Data for PCR 



    No Change in PCR Error Checks 
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Add Attachments to PCR 
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Printing a PDF 
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     Check and Send PCR to Workflow 
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 Employee Outside Org. Unit 
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      Start Process for Employee Outside Org. Unit 
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Start Process for Employee Outside Org. Unit 

Employee is: 
Asterisk (*) - Not Allowed 
PERNR - Not Allowed 
Valid values: Person ID, name or last name 
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     Start Process for Employee Outside Org. Unit 

Employee contains 

Valid values: 
First Name, Last Name, or both 
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     Start Process for Employee Outside Org. Unit 

How to Start a Process: 

• Select employee
• Click-on icon next to name
• Select Processes
• Select HCM Outside ORG
• Select Process
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Hire Start Process 

• Select a Process
• Click-on [Continue] button to start the process
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Rehire Start Process 

Employee is 

Asterisk (*) - Not allowed 
PERNR - Not allowed 
Valid values: 

Person ID, full name or last name 
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Rehire 

How to Start a Process: 
• Select employee
• Click-on icon next to name
• Select Processes
• Select “Rehire’s TxState”
• Select Process
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Need Support? 
• ITAC

itac@txstate.edu   

livechat.itac.txstate.edu/

 5.4822

• Human Resources - HRIS 

HRISteam@txstate.edu

5.2557
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