HOW TO SEARCH FOR AN

EMPLOYEE USING PA20
JoB AID PER-16

PA

The purpose of this job aid is to demonstrate how to search for an employee using PA20.

ACCESS TRANSACTION:

Via Transaction Code: | PA20

o Access the PA20 transaction from your SAP Easy Access screen

= SAP Easy Access
o v «

SAP Easy Access

RQE & Ywsd v a

» [ Favorites
~ [== SAP Menu

Steps to search by Personnel number

1. Type the employee’s Personnel number in the Personnel no. field and click the Enter @ icon

Display HR Master Data
& a9
Personnel no. 180001035 0o
Basic Personat Data | Payroll | Benefits  Time = Addtl. Personal Osta | Planning Data ~ ta.. ' ' &
Infotype text S.. Period
Actions “ « Period
Organizational Assignment = From To
Personal Data Today Curr.week
Addresses All Current month
Planned Working Time From curr.date Last week
Basic Pay To Current Date Last month
Family Member/Dependents Current Period Current Year
1-9 Residence Status - =] Choose
Additonal Personal Data -
Direct setection
Infotype STy

10/12/18 North Carolina Office of the State Controller Pagelof 6



Job Aid PER-16 — How to Search for an Employee Using PA-20

2. Employee information will display if the personnel number is valid.

.  Display HR Master Data

G M 9
q 7
Personnel no. kIzmoo_‘._o:ﬁ - o
Name Marvin Leroy Tillman
EEGroup Al SPA Employees PersA 4603 | Natural and Cultural Resources
EESubgroup A1]  FT N-FLSAOT Perm CostC 4855559353 CULTURE RESOURCES
~ Basic Pe | Payroll | Benefits | Time | Addt. Personal Data | Planning Data | La... ' '/ =
~ Infotype text 5. Period
Actions v - « Period
Organizational Assignment 4t L From To
Personal Data v Today Curr . week
Addresses v Al \Current month
Planned Working Time v “From ourr.date “Last week
_Basic Pay v To Current Date Last month
Family Member/Dependents vy ~ Current Period Cuirront Yesr
1-9 Residence Status v - B Choose
Additional Personal Data v -
Direct selection
Infotype 5Ty

Steps to search by name

1. Click the matchcode box to the right of the Personnel no. field

Display HR Master Data

& 8D
Personnel no. lrl )/

. BasicPersonal Data | Payroll | Benefits | Time | Add.Personal Data | PlanningData | la.. = ' &

Infotype text 5. Period
Actions =~ | [(ePeriod
Ovganizational Assignment = From To
Personal Data Today 'Curr.week
Addresses All Current month
Planned Working Time "From curr.date Last week
Baslc Pay _To Current Date “ILast month
Family Member/Dependents Current Period Current Year
1-9 Residence Status il -] Choose :
Additional Personal Data .|

Direct selection

Infotype Ty
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2. Search by Last name and/or First name.

[© Personned Number (1)

4 N:lastname-Fictname | C Personnel ID Number | K: Organizational assignment | Fre.. - »/ 7
Lsst name E Tillman
First name =] F Marvin| 1

¥ i [ ES

Note: The Folder box allows the option to choose from four search methods using the drop-down menu.

[ Pessonnel Number (1) —4%

_ N:lastname - Firstname | C: Personnel ID Number K: Organizational assignment Fre... ») @

Ti = x = 5 ® N: Last name - Frst name
LAC Roray ! | ’ C: Personnel ID Number
First name K: Organizational assignment

Free search
T
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Steps to search using middle name

1. Type “=” in the Personnel no. field and click the Enter @ icon.

Display HR Master Data

G a2

L
Personnel no, E

o

_ Basic Personal Data | Payroll - Benefits | Time | Addtl. Personal Dats = Planning Data  La... 'S

Infotype text 8 Peclod
Actions ~ | [©Period
Organizational Assignment 3 From To
Personal Data Today Curr.week
Addresses Al “Current month
Planned Working Time From curr,date Last week
Basic Pay To Current Date Last month
Famlly Member/Dependents urrent Period 'Current Year
I-9 Residence Status - ':?T Choose
Additional Personal Data -

Direct selection

Infotype STy

2. Click the Folder box and select Last name - First name — Middle name from the drop-down menu.

Lot nerme

Fdt naee

NGt name PR nane | O: 1 Mnter Record) Iréotpe 0002 (Adstion. |+ ([53)

A Brancbes anad cmdrsotus wivs (B
& POC sovor indheator
C: Peryarmed 1D Kuerrbe
0 Prt-tarw enplovess {0)
- Baver
F: Cotaliudtion [ndestry - o0 Qire2ational disignment
(i Dute of barth
M Sdnens omit data (A)
12 BT ramber
1 Lt reemye - St neemee - Sieth name
X Organiationadl sssigrament
L Tume Oty Adimirdstrator
M Schedivs
® N: Last oprve - First name
O HR Master Scord Infotype 0007 [Addisonal Actiorn)
& Lt aaemw - Frst same (SH)
Person 1D
(. Conamtisnt Serviows Nusnbr (ML)
R Emphoper's appication rumbe
S Pursarmel rerrbieny Wi Wi deta by orpenls. ssdgrenest
T: Personnel aumbers with tip data
U: Systemn ey name
e V: Per50n in charge of sahes
W Pl corcedion run

X Dtlerfoce foctbae, Bxpert progranm
Y: P0C gowp
2 00C trve rec. 1D card
Addticrd O -Cycke Daymants

namie - st neme - Middie name
Sersonedd 1D Nt (RU)

Names ¥

Note: Entering the “=" on the PA20 screen increases the number of available search methods generated in

the drop-down menu.
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2. Search by First name, Last name, Middle name, or any combination of the three.

[E Personnel Number (1)

Additional OFf-Cycle Payments _Last name - First name - Middlename | Personnel IDNu... |+ »| =]
Last name |n_ Tillman
First name LE_ Marvin
Middle name Iar Leroy 1
W ol B3]

3. Last name, First name, and Middle name will show on the Personnel Number pop-up screen.

[E Personned Number (1) 1 Entry found

Additional Off-Cycle Payments . Last name - First name - Middle name | Personnel IDN...| | +][*] 3]

v
v 3@ R x|

Last name First name Middie name Title Birth date Pers.No. Start Date End Date
Tillman  Marvin  Leroy 07/31/1975 80001035 07/31/1975 12/31/9999
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Shortcuts that can be used when searching for an employee

By Name:

Use a shortcut (=n.xxxx - NO spaces.) in the Personnel No. field to search by name.

Examples:
1) =n.tillman
Display HR Master Data
Gy a9
Personnel no. [=n. tillman _'Jﬁ
2) =n.tillman.marvin
Display HR Master Data
G a2
Personnel no. [=n-tillman.marvin jﬁ
3) =n.tillman.m*
Display HR Master Data
Gy i )
Personnel no. [=n- tillman.m¥ jﬁ

By Social Security Number:

Use a shortcut (=c..#### - NO spaces.) in the Personnel No. field to search by SSN.

(Example: =c..123456789)

Display HR Master Data
& ha
Personnel no. [=<:. .123456789 ?ﬁ
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