TEXASk STATE.

HUMAN RESOURCES

Basic Navigation for Use with SAP Reports

Add or Delete Columns

e To add or delete a column from your report, select the Choose layout icon ‘@Il, then
select Change Layout when the drop down box appears.
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Texas State Id |First Name Last Mame Organizatian Unit
010920 Brian Fierce Eiiulug,y/

025402 Mlichael Abbott Rlvp(System
296622 Jamie Halden S Operations
338016 Choose layout. then Change Layout latogy
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e The following box will appear:

Change Layout
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e Columns displayed in the Column Set box are additional columns available for the report.

Columns displayed in the Displayed Columns box are on the current report.

e To add one of the columns in the Column Set box to the report, highlight the column you
wish to add, then use the left arrow to move (in between the two boxes) to move the
column into the Displayed Columns box.

e To remove a column from the report, highlight the column in the Displayed Columns, then
use the right arrow to move the column into the Column Set box.




Saving a Report Layout

e If you have a report layout you will be using over and over again, you might consider saving

: g
your layout. To save a layout, click the save *=. icon:

Digplayed Colu k Sort Order k Filter k ey k Display |
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Displayed Columns Column Set
Column Mame = Column Mame

Texas State Id Time Administrator Code
First name Time Administrator User Id
Last name Supervisor Id
Organization Unit Text E Employment Status
Mame of employee grp Employment Status Text
Time Administrator Marme

Supervigor Name

TASTId Total Number of Hours Worked (]

v Save icon

e When the following popup box appears, name your layout. The Save layout and Name fields
must be populated. If the layout is saved as a default layout, the Save layout field must
contain a / before the layout name. If the layout is saved as a User-specific layout, the Save
layout field must contain an A or Z before the layout name. Personal layouts should be
saved as user-specific layouts.

Save as... | Save with |

ILaynLn “|Layout description Default set

IMDSEI A038

AMT STU DET Detail Layout for International Students

ANTE SUMMAR Summary Layout for Internation Students

{STU DETAIL Detail Layout for Regular Students

SETU SUNWMAR Summary Layout for Regular Students

RS TRE

RS DETAIL TRE
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74036
4036
User-specific [ Default setting




e Users can save variants with their layout so that the report displays their personal layout

when the report is executed:

Z_TRACK_HOURS_WORKED: Tracking Hours Worked

& [

Period
Begin Date 0170172008
End Date 12/31/2008

Selection
Person D 10 [ =]
Personnel number 1o =]
Employment status j=Nc] 1o E
Personnel area 1o E
FPersonnel subarea 1o B
Employee group B to 3
Employee subgroup o7 to os =
Fayrall area 31 1o E
Organizational unit 1o E

Additional Selection m— m ro— =
TRS Weekly counter vaerieant aﬁ‘[lspf;ﬁona ayoutanc savethe
403b Limit 2 1,000
TRS 19 WWeek Limit
403b Hourly Limit ]

Select Type of Output
Detailed Report /
Sy Repin) :
ALY Layout Wariant @

Filtering Data

All reports can be filtered much like the filtering functionality in MS Excel.
The example below shows the steps to filter a report by Organization Unit.
1. Select (highlight) the column to be used as a filter (Organization Unit):

Tracking Hours Worked Staff

Eegin Date: 01/01/2008 End Date: 12¢31/2009 Detail

Employee TRS Lirnit: 19.00 Reparting: GE

Count: 974 (of original dislpay, without any alv filters )
I RN - R = - I RS D i
Texas State [d |First Name Last Name ierganlzatlon kjnlt Texty, |Mame of EE grp Adrministrator Supervisor Mame
003433 Kathryn Galle / College of Schdnce TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEM
003433 Kathryn Galle J' College of Science 'ﬁR’SIOR’F‘ Rtd Staff |Lillian Garcia SEIDMAN STEPHEN
003433 Kathryn Galle '[ College of Science 'ﬁRSfORF’ Rtd Staff |Lillian Garcia SEIDMAN STEPHEN
003433 Kathryn Galle \ College of Science IRS.-"ORF' Rid Staff |Lillian Garcia SEIDMAN STEPHEN
003433 Kathryn Galle College of Science TRS/ORF Rtd Staff |Lillian Garcia SEIDMAN STEPHEM
003433 Kathryn Galle C’BLI@ge of Science TRE/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN
nn=343= I athren Palla ralladeraf Seisra TRSMMRP RPtd Staff |l illian Sarcia SFINkAAR STERPHER




2. Click the Set Filter icon $I:

Tracking Hours Worked Staff

01/01/2008 End Date: 1243142008 ngh“ght the column, then click the filter ican.

Employee TRS Lirnit: 19.00
Count: 574 (of ariginal dislpay et

Reporting| GE

out any alv filters )
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Texas State Id F\r{sl Nary: Lagt Mame Organization Unit Text |Name of EE qrp Administrator St
003433 Kat\h\ryn SetFilter... |Galle College of Science TRS/ORP Rtd Staff |Lillian Garcia St
003433 Kathrya| Galle Callege of Science TRES/ORP Rtd Staff [Lillian Garcia Si
003433 Kathryn Galle Callege of Science TRS/ORP Rtd Staff [Lillian Garcia St
N2 422 1 mtlvin alla Y | TOONOM FeAd T4af L lme T memis oL

3. Select the filter value(s) from the drop down list and click the greenarrow:

Select.
Organization Unit Text College of Sci emEﬁﬁ =

Selact the values to filter by and click the green arrow.

4. View filtered report: The report only displays employees in the College of Science. Notice that
the “Count” did not change from 974.

Tracking Hours Worked Staff

Begin Date 01/01/2008 End Date 12£31/2009 Detail
Ermployee TRS 19.00 Reporting: GE
ount 974 (of original dislpay, without any alv filters ) Cauntwill not change

BB EE BRI RERi R E R Rt

Texas State [d |First Name Last Name O}Jamzatmn UnNext » Mame of EE grp Administrator Supewvizor Name Begin Date of  |Enc
003433 Kathryn Galle ollege of Science TRS/ORP Rid Staff |Lillian Garcia SEIDMAN STEPHEN 010272008 011
003433 Kathryn Galle Callege of Science TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 01/06/2008 017
003433 Kathryn Galle / College of Science \ TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 0141372008 01
003433 Kathryn Galle f Callege of Science \ TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 01/20/2008 01/
003433 Kathryn Galle ﬂ College of Science \ TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 0172772008 021
003433 Kathryn Galle f Callege of Science TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 02/03/2008 021
003433 Kathryn Galle f College of Science TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 02A1072008 02
003433 Kathryn Galle { Callege of Science TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 02/17/2008 02/
003433 Kathryn Galle ! College of Science TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 0272472008 031
003433 Kathryn Galle L Callege of Science TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 03/02/2008 031
003433 Kathryn Galle \‘ College of Science TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 0371672008 034
003433 Kathryn Galle \ Callege of Science i TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 03/23/2008 0375
003433 Kathryn Galle \ College of Science f TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 0373072008 041
003433 Kathryn Galle \ Callege of Science / TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 04/06/2008 04/
003433 Kathryn Galle College of Science TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 0471372008 04/
003433 Kathryn Galle ollege of Science TRS/ORP Rtd Staff | Lillian Garcia SEIDMAN STEPHEMN 04/20/2008 04/
003433 Kathryn Galle Chllege of Smenpé TRS/ORP Rtd Staff |Lillian Garcia SEIDMAN STEPHEN 0472772008 051




5. Delete Filter(s): To delete filters, click the Set Filter Icon ¥ and select Delete Filter:

Siracking Hours Worked Staff

Begin Date: 01012008 End Date: 12/31/2009 Detail
Employee TRS Limit: 159.00 Reporting: GE
Count: 974 (of original dislpay, without any alv filters )

ElEREEIEE R EEE -¢@|E=nia|@|@|l-|

Texas State |d |First Mame  Set Filter... Organization Unit Text _| Name of EE gy
003433 Kathryn /’Jf]_eplete Fl“Er : Callege of Science TRSIORF’ Rid *
003433 Kathryn = Callege of Science TRS/ORP Ritd &
003433 Kathryn Galle College of Science TRES/ORP Rid ¢
003433 Kathryn Galle College of Science TRS/ORP Rid ¢
003433 Kathryn Galle College of Science TRE/ORP Rid ¢

Adding Totals to a Report

1. Select the column to be totaled (Assignment Total Number of Hours Worked) and select

the total icon .

Tracking Hours Worked Staff

Selectthe column to be totaled and click the total icon.

Begin Date: 01/01/2008 End Date:  12/31/2009 Detail

Employee TR3 Limit 15.00 Reporting: GE

Court: 974 (of original dislpay, without any alv filters )
G (/M| [¥2 Byl o B@sEs|=s ) A R
Texas State Id |First Name  |Last e anization Unit Text |EE g |Administrator | Supewisor Mame  |Begin Date of | End Date of Pe_iAssignment Total Mumber_
359154 Tony John: ticultural Student Aff|Staff | Michelle Aguilar 071272009 07/18/2009 40.00
359154 Tony John: ticultural Student Aff|Staff | Michelle Aguilar 071972009 07/25/2008 40.00
359154 Tony Johnson  Multicultural Student Aff|Staff | Michelle Aguilar 07/26/2009 08/01/2009 40.00
359154 Tony Johnson  Multicultural Student Aff|Staff | Michelle Aguilar 08/02/2009 05/08/2009 40.00
359154 Tony Johnson  Multicultural Student Aff|Staff | Michelle Aguilar 089/2009 00/15/2009 40.00
FOTEA Trnu lnhwneman hdnkticnltoral Stodant AFICHAF [Richalla Aanilae M2 EONNG N27NNS Annn

2. Select the operation (Total) to be performed:

Tracking Hours Worked Staff

Begin Date: 01/01/2008 End Date: 12/31/2009 Detail

Employee TRS Limit: 19.00 Reporting: GE

Count 974 (of original dislpay, without any alv filters )
HIBREE BRI ERER IR ERFRERIAIED
Texas State Id |First Name  |Lasi M Text |EE g | Administrator Superisor Name Beqin Date of _|End Date of Pe_iAssignment Total Mumber
355154 Tony Johr Mear Value ent Aff|Staff | Michelle Aguilar 071242009 (07/18/2009 40.00
355154 Tony Johr Minirnum ent Aff|Staff | Michelle Aguilar 07 /18£2003 (07/25/2008 40.00
355154 Tony Johr Masimurm ent Aff|Staff | Michelle Aguilar 07 /26/2009 (08/01/2009 40.00
355154 Tony R e e A | Stafl ichelle Aguilar 08/02£2003 (03/08/2008 40.00
mrAar e L [ LD e o o B ¥ PP [ T g e AR r e e




3. View to totaled column:

Tracking Hours Worked Staff

Begin Date: 01/01/2008 End Date: 12/3172009 Detail .

Surm icon will appear and the the column will be tataled.
Ernployee TRS Limit: 19.00 Reporting: GE
Count: 974 {of ariginal dislpay without any ab filters )

EBREREERERERIEER R ERIE]

Texas State |d |First Name |Last na_ |Organization Unit Text |EE g [Administrator Supenisor Mame Begin Date of  |End Date UfP{‘:Agswgnmem Total Mumb

519852 Bermnice Ceballos |Multicultural Student Aff| Staff  |Michelle Aguilar  |[MORGAN KEYLAN |07/15/2009 (07/25/2009 31.00

519892 Bernice Ceballos |Multicultural Student Aff| Staff  |Michelle Aguilar |MORGAN KEYLAN |07/26/2009 08/01/2009 40.00

519852 Bemice Ceballos |Multicultural Student A\ Staff  |Michelle Aguilar  |MORGAN KEYLAN |08/02/2009 (08/08/2002 40.00
99767 Julian Sitters  |Center for Archaeologics Staff | Stephanie Sonniel LOHSE JONATHAN |10/18/2009 10/24/2009 33.50
489767 Julian Sitters  |Center for Archaeologics Staff | Stephanie Sonniel LOHSE JONATHAR [11/08/2009 114472009 8.00
4539757 Julian Sitters  |Center for Archaeclogics Staf | Stephanie Sonnisl LOHSE JONATHAN |11/2242009 11/28/2003 16.00

499767 Julian Sitters  |Center for Archaenlogic g Staff | Stephanie Sonniel LOHSE JONATHAN | 1171642009 1142172009 -
. 33.220.47 .

Adding Subtotals to a Report

1. Only columns that are totaled can have a subtotal. In our previous example, the Assignment
Total Number of Hours Worked has a total. To add subtotals by Texas State Id, select the

Subtotal icon |%|E] and select Subtotals:

Tracking Hours Worked Staff

Begin Date: 01/01/2008 End Date: 12/31/2009 Detail

Ernployes TRS Limmit: 19.00 Reporting: GE

Count: 974 (of original dislpay, without any alv filters )
EIEE (¥ Zef) 0] & B HERI
Texas State |d |First Mame |Last nEk_ 17 Subtotals &dministratar Supervisor Mame Begin Date of _ |End Date of Pe_fzAssignment
519892 Bernice Ceballos ichelle Aguilar [MORGAN KEYLAN |07A2/2009 07 /25/2009 31.00
519892 Bermice Ceballos  |Momeomorarsmoenrarrstar—tMichelle Aguilar  [MORGAN KEYLAN |07/26/2009 050172009 40,00
619892 Bernice Ceballos |Multicultural Student Aff|Staff  |Michelle Aguilar  |[MORGAM KEYLAN |05/02/2009 08/08/2009 40.00
519892 Bermice Ceballos |Multicultural Student Aff| Staff - [Michelle Aguilar  [MORGAN KEYLAN |08/02/2009 058/15/2009 40,00

2. Define the sort criteria and column(s) to be subtotaled by highlighting the appropriate
column in the Column Set box and use the left arrow to move the selection into the Sort
criteria/Subtotals box. Select the appropriate sort order and define the columns to be
subtotaled by clicking the radio buttons and subtotal boxes.
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Sort criteria/Subtotals Column Set
Column Name E=GAE Co

exas State |
&
First name

Last name
Organization Unit Text

Mame of employes grp

Time Administrator Name
Time Administrator Code
Supervisor Mame

Begin Date of Period

Time Administrator User Id
End Date of Period
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Sort criteria/Subtotals Column Set

amn Marme | = ‘ F B Column Mame

exas State Id | ‘ (@] Personnel Number

First narme

Last name

Organization Unit Text
Marme of employee grp
Time Administrator Narme
Time Administrator Code
Superisor Name

Begin Date of Period

Time Administrator User |d
End Date of Period
Assignment Total Mumber of Hours Warked
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3. View your results:

Texas State Id *First Name _|Last na_ |0 Unit Text_|EE g p Mame |Begin Date of _|End Date of Pe_|zAssignment
251109 Richard Pagse  [Texas State Teacher Ce|Staff |Judy Cuevas CUEVAS JUDY  |02/08/2009 012/14/2009 40.00
Richard Pacse  [Texas State Teacher Ce|Staff |Judy Cuevas CUEVAS JUDY  |02/15/2009 012/21/2009 40.00
Richard Passe  |Texas State Teacher Ce[Staff |Judy Cuevas CUEVAS JUDY  |03/06/2002 03/14/2009 40.00
Richard Paese [Texas State Teacher Ce|Staff _|Judy Cuevas CUEVAS JUDY _|03/15/2008 05/21/2009 39.75
Richard Pagse  [Texas State Teacher Ce|Stalf |Judy Cuevas CUEVAS JUDY _|03/29/2008 04/04/2009 2025
Richard Pacse |Texas State Teacher Ce|Staff |Judy Cuevas CUEVAS JUDY  |07/12/2009 07/18/2009 250
461102 a (- 85050
463950 Joshua Over  [Texas Stream Team _|Staff [Terry Wendland |PINCHBACK JASON|0B/02/2008 06,07 /2008 40.00
Joshua Over  [Texas Stream Team |Staff |Terry Wendland |PINCHBACK JASON|0B/06/2008 061472008 20,00
Joshua Oyer  [Texas Stream Team  |Staff |Temy Wendland |PINCHBACK JASON|0B/15/2008 06/21/2008 40.00
Joshua Oyer  [Texas Stream Team |Staff |Terry "Wendland |PINCHBACK JASON|0G 0o 40.00
Joshua Oyer [Texas Stream Team _|Staff |Terry Wendland |PINCHBACK JASON|06/29/2008 07/05/2006 32.00
Joshua Over  [Texas Stream Team |Staff |Terry Wendland |PINCHBACK JASON|07/06/2008 071272008 40,00
Joshua Oyer  [Texas Stream Team  |Staff |Tey Wendland |PINCHBACK JASON|07/13/2008 07/19/2008 40.00
Joshua Oyer  [Texas Stream Team  |Staff |Terry "Wendland |PINCHBACK JASON|07/20/2008 07/26/2008 40.00
Joshua Oyer [Texas Stream Team _|Staff |Terry Wendland |PINCHBACK JASON|07/27/2008 06,/02/2008 40.00
Joshua Over  [Texas Stream Team |Staff |Terry Wendland |PINCHBACK JASON|08/05/2008 06,/09/2006 40,00
Joshua Oyer  [Texas Stream Team  |Staff |Temy Wendland |PINCHBACK JASON|08/10/2008 05/16,2008 40.00
Joshua Oyer  [Texas Stream Team |Staff |Terry "Wendland |PINCHBACK JASON|08/17/2008 08/23/2008 40.00
Joshua Oyer [Texas Stream Team _|Staff |Terry Wendland |PINCHBACK JASON|08/24/2008 06/30/2008 40.00
Joshua Over  [Texas Stream Team |Staff |Terry Wendland |PINCHBACK JASON|08/31/2008 09,06/2006 32.00
Joshua Oyer  [Texas Stream Team  |Staff |Tey Wendland |PINCHBACK JASON|09/14/2008 09/20/2008 40.00
Joshua Oyer  [Texas Stream Team |Staff |Terry "Wendland |PINCHBACK JASON|09/21/2008 09/27/2008 40.00
Joshua Oyer [Texas Stream Team IE(EW Terry Wendiand | PINCHBACK JASON|09/2672008 10/04/2006 40.00
Joshua Over  [Texas Stream Team |Staff |Terry Wendland |PINCHBACK JASON|10/06/2008 10/11/2006 40,00
Joshua Oyer  [Texas Stream Team  |Staff |Tey Wendland |PINCHBACK JASON|10/12/2008 10/18/2008 40.00
Joshua Oyer  [Texas Stream Team  |Staff |Terry "Wendland |PINCHBACK JASON|10/19/2008 10/25/2008 40.00
Joshua Over  [Texas Stream Team |Staff |Terry Wendland |PINCHBACK JASON|10/26/2008 11/01/2006 30.00
Joshua Over  [Texas Stream Team |Staff |Terry Wendland |PINCHBACK JASON|11/02/2008 11/08/2006 39.00
Joshua Oyer  [Texas Stream Team  |Staff |Tey Wendland |PINCHBACK JASON|11/09/2008 11/15/2008 00
Joshua Oyer  |Texas Stream Team  |Staff |Terry "Wendland |PINCHBACK JASON|11/16/2008 11/22/2008 40.00
463950 2y I3 930.00
467333 [Timathy [Grifith  [Department of Criminal JStaft |Andrea Shimek |[MONTAGUE wiLLIA[01/04/2008 [01/02008 | 32.00
[Timathy |Grifith  |Department of Criminal | Staff | Andrea Shimek | MONTAGUE WLLIA|01/11/2009 [01/47/2009 =zai]
[Timothy — [Griffith | Department of Criminal ./ Stall | Andrea Shimek |MONTAGUE WILLIAD1/18/2009 (01242009 | 3200

4. Removing Subtotals: To remove subtotals, click the Subtotal Icon el and remove the column
added in step 2b.

M~ ~[2]3
Sort criteria/Subtotals Column Set
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as State [d

Personnel Nurnber

First name

== Last name

Organization Unit Text
MNare of employee grp
Time Administrator Name
Time Administrator Code
Supervisor Name

Begin Date of Period

Time Administrator User 1d
End Date of Period
Assignment Total Mumber of Hours Worked ||

| Colurnn Marme

[0 3 — ]




5. Removing Totals: To remove a total from a column, highlight the totaled column and click

. B . .
the total icon . The total will be removed from the columninstantly.

Exporting the Report to Excel

e To export reports into MS Excel, click the export icon, Local File and follow the same
general SAP export instructions.

Tracking Hours Worked Staff

Begin Date: 01./01.2008 End Date: 12/31/,2009 Dretail

Employee TRS Limit: 19.00 Reporting: GE

Count: 974 (of ariginal dislpay, without any alv filters )
AT NPT EEE = e TG <
Texas State Id |First Mame |Last na_ |Organization Un §pvr\:baadsheet Supervisor Name
511094 Swanand Kulkarni  |Department of ( Waord processing LARSEN ROBER
611094 Swanand Kulkarni  |Department of @ LARSEN ROBER
611094 Swanand Kulkarni  |Department of LARSEN ROBER
6110294 Swanand Kulkarni  |Departrment of ¢ — LARSEN ROBER
£11094 Swanand  |Kulkarni |Department of 2Ce LARSEN ROBER
5110594 Sweanand Wulkarni |Department of ¢ ABC Analys. LARSEN ROBER
511094 Swanand kulkarni  |Department of ¢  HTML download LARSEN ROBER
E11094 Swanand kulkarni |Department of §  Copy URL to Clipboard LARSEM ROBER
511094 Swanand lKulkarni  |Department of G@MW LARSEN ROBER
511094 Swanand Kulkarni  |[Depatrment of Gengraph| Staff  [Anoelika Wahl LARSEN ROBER

e Basic SAP Export Instructions:

e list in ﬁ|E!N

In which format should the list

be saved 7

runconverted

'Rich text format
'HTRL Format
‘In the clipboard

o R




