How To LOCATE A PA PCR oA
JoB AID PER-15

The purpose of this job aid is to demonstrate how to locate a PA PCR.
Below are examples.

Example 1 — Employee Action Request w/o PCR #

& v<]'E.]E:c

SAFP Easy Access
B & #E L ¥ «

>

~ 2 SAP menu
v [ Office

v [ Cross-Application Cormponents

v [ Logistics

v [ Accounting

v [ Human Resources

v [ Infarmation Systerns

b

[ Tools

1. Enter transaction code ZPAA076 in the Command field; then click & .

Employee Action Request

[Of[Z]ls]

Existing PGR Mo, I

Personnel Mao.

Lasta digits (SSHK) First Last
Effective on B1/15/2008

Action Type

Reason

=
2. Click on your search matchbox D The information pulled is based on your Security and Roles.
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Job Aid PER-15 — How to Locate a PA PCR

Employee Action Request

(7%

Existing PCR: Mo.
[EPCRID (13 500 Entries found [=]
Personnel Mo. m
Last & digits (SEMN) Firs: i T
Effective on o1/15/2008 - E
Action Type |V|HI[H]IIEII‘E|I IB'H“ ’
PA “[Pers.No. |SSN(last5)|A_|Ac_|startdate [Created |WFStat [PCRID |
LI 1501 1593 70 01 £/2008 00878865 M 1000000442 [«]
1501 1676 Z0 01 A1/26/2008 00BOT524 M 1000000451 [~]
1501 2280 77 01/ 22008 01073422 A 1000000006 ]
1501 3905 01/26/2008 00773080 N 1000000441 |
1501 5113 01M 22008 01126056 © 1000000444
1501 11210 01 01/03/2008 00448822 A 1000000109
1501 12320 / Z0 01 01/15/200% 00495592 R 1000000025 |
1501 70 01 017122008 00495582 M 1000000024
1501 Z0 01 017122008 D0946460 A 1000000436
1501 70 01 017122008 00945460 C 1000000050
1501 41310 Z7 04 1202902007 01106943 A 1000000464
1501 44883 Z7 04 12/26/2007 00945460 C 1000000085
1501 46553 Z0 01 01/12/2008 01255202 M 1000000131
1501 56150 Z0 01  01/26/2008 0DAB5283 A 1000000489
150 56935  Z0 01 01A2/2008 00426851 A 1000000435
62755  Z0 01 01A2/2008 01073422 A 1000000004
B2523  Z0 01 01A2/2008 00946460 A 1000000438
1501 69330 Z0 01  01/12/2008 00946460 C 1000000037
1501 70428 Z0 01 01A2/2008 00575625 A 1000000002
1501 70428 Z0 01 0101272008 00575625 C 1000000001
1501 73022 Z0 01 0Z/23/2008 00978865 M 1000000427
1501 g1010 Z0 01 01/26/2008 01223570 N 1000000392

3. Click on the upside-down triangle in the center for selections below to narrow search.
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Job Aid PER-15 — How to Locate a PA PCR

IE?PCR ID 1) 800 Entries found [=]

Perzonnel area

!

E

Personnel number
S5M(Last 5]
Action Type
Reazon for Action

Start date

Created by

W Status
FCR 1D

i

M a=irmum Mo, of Hitz a00

4. Enter your selection criteria and click .
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Job Aid PER-15 — How to Locate a PA PCR

Example 2 — Employee Action Request w/PCR #

@ dEucee

SAP Easy Access
B & B LS v a

:

> 4 BAP menu
v [ Office

v O Cross-Application Components

v [ Logistics

v O Accourting

v [ Hurnan Resources

v [ Information Systems

b

C Tools

1. Enter transaction code ZPAA076 in the Command field; then click & .

Employee Action Request

Iu]
Existing PCR MO,
Personnel Mo.
Last 5 digits (5N [ ] First | Last
Effective an a1 1502008
Action Type |_|
Reasaon |:|

2. Enter the PCR number; click the @ for display.

':.

vitam [ L)

A Q0@ Ui O

mployee Action Request

e
P Provate acde
M sene « M MHIENe
. m otany
(34 w - Wirk®ow Jveravw AL '
My Otencts . % . . g
Hel for stiec! sannoe 23t VOOt O
feesmen « i A
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Job Aid PER-15 — How to Locate a PA PCR

3. Click on the right side of the Services for Object button > Workflow > Workflow Overview.

|= Data on Linked warkflows

FHEIEEN R EEEE s ER EE
Workflows for Object: PCR:1000000674
Title |Creation Da_|Creation | Status Task
FPaAction Approval WF far Sam Hoalland - PCR: 100000067 4 01rai2008  09:14:26  InProcess  PAAction Approval WE
L[]l [ [«[]
Current data for started workflow: PA Action Approval WF for Sam Holland - PCR:
1000000674
Steps in this process so far
Step name Status Result Time stamp  Agent
: 01/15/2008 -
Load approvers - Custom relations Completed 09-14-28 Angela Apple
1501 PA Action - Mew Hire (NC) for Sam Holland 01/15/2008 -
PCR- 1000000674 Completed Approved g 4445 ZNEAM
: 01/16/2008 -
Empty method - set deadline Completed 09-14-47 Workflow System ﬂ
4. Scroll down to the bottom of screen.
III:’ Drata on Linked Workfl ows

HEIEER R ER BRI ER EIE
Workflows for Object: PCR:1000000674

Title

|Creation Da_|Creation | Status

Task

Information objects addressed so far

l. PCR_List Workflow Tracker
-

PA Action Approval WE for Sam Holland - PCR: 100000067 4 MMa2008 091426 InProcess  PAAction Approval WE
KDy [ |L4][»]
M5/ -
Update Action 1000000674 - 200 Completed 0015'3_1155_220508 Workflow System ﬂ
1501 Create MNew Hire (MC) Action for Sam Read 01/15/2008 - Information
Holland - PCR: 1000000674 vy 09:15:27 ——
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Job Aid PER-15 — How to Locate a PA PCR

5. You can view where PCR is by clicking on Information..., or PCR List Workflow Tracker.

Workflow actions

%ﬂmm Status Mpcoved

20 Hew Hirs (NE) | Reason  New Hire (NC)
1561 Transportason | Org Unit 142008456007 ODH DIY 5 DISTRICT 3

e £ngela Batty Apple

0 Postion |54219352] TRANSPORTAT 10N TECH 1V
Mand (1] Name / Descr [act [oese [Name reToATE E_[CROATE

F P 90953224 Angela Betty Apple ?  Processed 00093224  Angela Betty Apple _ Booo:ge

AP 7B23237S JBERID 8 A [’ = E—— 01/15/2008 09:14:45 1/1512008

AP 76231282 WELEN CARLSEN A Approvad 70231262 HELEN CARLSEN 91/15/2008 0314 45 01/15/2008

AP 76235743 NATHANDAL FENNINALD 0 WA [ i - 01115/2008 09,15 26 017152090

AP 70227020 RYAN SCHMELMER A fpproves [TUE2TRI0, VAN DEMRELIEN - 26 ©1/15/2000

AP 70206030 DAWIELLA ABERMETHY 0 WA [ 1 : 5_81/15:2008

PP 00003224  Angela Betty Apple | 9171512008
B || | I
B 1

|— + 4

|

e

gdaaa
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Job Aid PER-15 — How to Locate a PA PCR

Example 3 — PA Workflow Report Current

ZPA0189 - PA WORKFLOW REPORT CURRENT

[ program Edit Goto System Help .

@ -dBe@@RBHM oo AR @M

PA Workflow Report

7] |

Selection
Personnel number : ]a 3

'Adcﬁtional data l
Created Date to ;__:‘.5
Effactive Date to . w
Action Type to =3
Personnel area to ""4,“"'
PCR ID to 3
PCR WF Approval Level to ®

Qutput options

ALV Layout variant

6. Enter transaction code ZPA0189 in the command field; then click &

If you know the employee’s eight-digit personnel number (this includes 0s) enter under selection. If
you don’t know the employee’s personnel number, complete TWO fields in Additional data.
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Example 4 — PA Workflow Process Monitoring

ZPAWFMON - PA WORKFLOW PROCESS MONITORING

PA WF Process Monitoring

Select
PCR ID a
oce:m 2
Date Range ﬂ JD o =

1. Enter transaction code ZPAWFMON in the Command field; then click & .

2. Enter the PCR number OR enter the end user’s personnel number and a date range.
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