HR PAR Listing

Transaction Code: ZHPA_PARS

Location(s):

SAP GUI

Purpose: the report is designed to provide a status list of supplemental pay and/or part-time faculty
personnel action requests (PARs) that have been entered into myNKU.

1.

a bk wnN

Log into myNKU

a. https://myNKU.nku.edu/irj/portal

Select SAP GUI tab.

Select either Microsoft Windows or Mac.
Access transaction code, ZHPA_PARS.

Click Enter.

=

= B &

Meny _Edit o iras System Help
4 (ZHPA_PARS

SAP Easy Access - User menu

/=] |

The Process default view for this
report includes both supplemental
and part-time faculty PARs, and the
status default is started.

Process multiple
selection button

[F—]
R

Status multiple
selection button

IO AL W LSOO L L L I ¥
Process ZHR_PA_SUPPLEMENTAI ta =
Processing Status of Process STARTED ta =
O - S I 1o =
If You Want To Then Go To
Execute the default Pa
ges
Click %
Modify the Process Click the multiple selection button. Page 2
Modify the Status Click the multiple selection button. Page 3
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https://mynku.nku.edu/irj/portal

Modify Process

1. Click Get Variant.

......

(=

e Get Variant —
@ JTH e BB anan BHE @M
PAR listing

Repor-specific selections

Object Key | o | |
Process Reference Number | |tn | |
Start Date of Process B1/01/2011 to @1/10/2011

Process

\ZHR_PA_SUPPLEMENTAIto | |

Processing Status of Process

STARTED tao

Initiator of Process (User i

[o]o]w]o]e]e

A B

Dutput specification

Layout

[ ]

2. Select the Variant name.
3. Click Choose.

III?AEIAF': Variant Directory of Program AQFKZHRAS=======PAR_LI
BEE BRI
Yariant catalog for program AQFKZHRAS=======PAR_LISTING===

Yariant name

|Shnrt description

DEMO PIT FAC | DEMO

PAR_LISTING
STAMDARD

|| % ]

4. Continue Page 5.

Rev: 6/24/2011

CSM-PARLISTIMG PAR List - Suppl & Parttime

MMRPARLISTING PAR List- Suppl & Partime
MMRPAR_LISTIM! PAR List- Suppl & Paritime
PARS _PART_LIS PARs List-Parttime Fac.Pay
PARS_SUPP_LIS| PARS - Suppl.Pay

PAR List- Suppl & Parttime
Standard variant InfoSet Query
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Modify Status

1. Click the multiple selection button to view additional status types.

......

IEEFUEIFEUTI Edit Gote System Help
9 100 e@ae DHE fhos @F @m
PAR listing

Repor-specific selections

Status multiple
selection button

Processing Status of Process STARTED
Initiator of Process (User i

Object Key | | =
Process Reference Number | | 5
Start Date of Process B1/01 /2011 e1/168/2011 5
Process \ZHR_PA_SUPPLEMENTAlto | &
=

E

— |

Dutput specification

Layout

2. Select the Select Single Values (1) tab.
3. Click match code.

|I:D'ru1ultiple Selection for Processing Status of Process

; Exclude Single Values

Exclude Ranges

L
(@)
[

[l

1L ]

[l I[d[r]

| Multiple selection.. |
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4. Select as many Process Status values as desired.
5. Click Execute.

:-'r r-.-1ultiple Selection for F'rm:essing Status of Pro [= Multiple Selection for Processing Status of Process

[E Processing Status of Process (1) 8 Entries fi

MR E R EE

Select Single Values (1) Select Ranges i Exclude Single Values i

O |Single value |
Process Stat_| Short Descript. | " JorarT
DRAFT Draft _JsTarTED

[cOMPLETED

STARTED In Process j
ERROR Incorrect ||
COMPLETED  Completed = 5
WITHDRAWN  Canceled ] =]

K] |[«][+]

ARCHIVED Archived
¥I_DRAFT Draft after Xl
¥I_REJECTD Xl Message Rejected

(Y1 EIE B s soecion | BB

6. Continue Page 5.
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Execute report

1. Click Execute.

IEpEmgram Edit Goto System Help
@ B IHIC@Ee S EE anaalEE QH
PAR listing

Report-specific selections

Object Key to E
Process Reference Mumber to E
Start Date of Process h2/01 .f2E|1E| to B1/160/2011 E
Process ZHR_PA_SUPPLEMENTAI ta E
Processing Status of Process DRAFT to E
Initiator of Process (User N to E

Output specification

Layout

2. The selected data will display.

Note: For the purpose of this training document, Personnel Number has been hidden. Sort by
ascending or descending by right-clicking on the desired column heading and choosing Sort in Ascending
Order or Sort in Descending Order. See below.

PAR listing

Right-click on a

column heading

EIRE DB EE ] EIEaEIﬁm“
PAR listing
Process | Organizational Unit | Employee Mame Process Reference Mumber| Processing Status of Proce
MNKU ParfTime Faculty Pay 11000027:English Bryan L Mcintyre Draft
MKU ParfTime Faculty Pay 11000029:Physics & Geology J David Ledden Draft
MNKU ParTime Faculty Pay 11000027:English Susan Gael Meier 000000003084 In Process
MKU ParTime Faculty Pay 11000025 History & Geography Debra A Meyers 000000002963 In Process
MNKU ParTime Faculty Pay 11000222:Counseling, Social Work and Leadership | Holly Riffe 000000003137 In Process
MKU ParTime Faculty Pay 11000027:English Stephen R Thomas 000000003077 In Process
MNKU Supplemental Payment | 11000023.Chemistry W Vernon Hicks 000000003097 In Process
MKU PardTime Faculty Pay 11000027:English Sylvia Ann Monnig 000000003081 In Process
MKU ParfTime Faculty Pay 11020200:Mursing-BSM Donna Jo Parsons 000000003061 In Process
MKU PardTime Faculty Pay 11000025:History & Geography David L Lloyd 000000002995 In Process
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3. Sort or filter the report by right-clicking on a column heading.
4. Select either Sort in Ascending Order or Sort in Descending order.

PAR listing

HIER E B ER | EE EE = ER E EE 6w A

PAR listing
Process Organizational Unit "‘"""‘""I | Employee Mame
NKU PartTime Faculty Pay | 11000027 Enghish Copy Text 0 | Bryan L Mcintyre
MEL PartTime Faculty Pay 11000029 Physics & G¢  Hide 9 | J David Ledden
MEL PariTime Faculty Pay 11000027 :English Show. 3 | Susan Gael Meier
MEL PartTime Faculty Pay 11000025 History & Ge aptimize Width 6 | Debra A Meyers
MELU PartTime Faculty Pay 11000222:Counseling, 8 | Holly Riffe

Freeze to Column
MELU PartTime Faculty Pay 11000027:English - 2 | Stephen R Thomas
NKU Supplemental Payment  11000023:Chemistry | S0eeze 9 | W Vernon Hicks
MEL PariTime Faculty Pay 11000027 :English 3 | Sylvia Ann Monnig
MEL PartTime Faculty Pay 11020200:Mursing-BSrk  Sort in DeSTERdng Order 9 | Donna Jo Parsons
MKU PartTime Faculty Pay | 11000025 History & Ge|  Fing 5 | David L Lloyd
MKL PartTime Faculty Pay 11000025 History & Ge| 1 | John Michael Lucas
MEL PariTime Faculty Pay 11000032 Sociology, Ar St Filter. 4 | Jan Gallagher
MEL PartTime Faculty Pay 11000032:Sociology, Ar—— 0 | Harvey Michael Brewer
NKU PariTime Faculty Pay | 11000029:Physics & G¢ —Preadsheet. 7 | Brenda Rosina Hunda

Rev: 6/24/2011
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5. The formatted results will display.

Note: Forthe purpose of this training document, Personnel Number column has been hidden.

PAR listing

EEEE

[T [EE [ Ele @ ]=T] @]

PAR listing

Process

|Drganizati0r1al Lnit

1Empl0yee Mame

| Process Reference Number| Processil

MKLU Supplemental Payment 11000004 Academic Affairs

MKU ParTime Faculty Pay
MELU ParTime Faculty Pay
MKU ParTime Faculty Pay
MELU ParTime Faculty Pay
MKU ParTime Faculty Pay
MELU ParTime Faculty Pay
MKU ParTime Faculty Pay
MELU ParTime Faculty Pay
MKL PartTime Faculty Pay
MK ParTime Faculty Pay
MKLU ParTime Faculty Pay
MKU ParTime Faculty Pay
MELU ParTime Faculty Pay
MKU ParTime Faculty Pay

MELU Supplemental Payment | 11000023.Chemistry

MKU ParTime Faculty Pay
MELU ParTime Faculty Pay

Rev: 6/24/2011

Potato Chip

Mancy Mae Zwick
Robert Charles Kues
Michelle D Oftersbach
Stephen Carl Linn
Frank Platek

Karen Kluemper
Michael Robert Millward
Kathleen Rose Broomal
Ruth Marian Hemmer
James Conrad Gerner
Cynthia Pike Blocksom
David Joseph Hauber
Jillian Dianne Stanton
Laura Beth Turner
Wiernon Hicks

Grant Alvin Edwards

C. JuliaY Bedell

11000021:Biological Sciences

©2011 Office of Information Technology

000000003171
000000003119
000000003125
000000003122
000000003132
000000003134
000000003128
000000003118
000000003123
000000003121
000000003130
000000003120
000000003129
000000003131
000000003141
000000003097
000000003103
000000003004

In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces
In Proces



Export to Excel

1. Click Export
2. Click Local File

PAR listing

N
=R E R E AR EE EE I EE (B =E G,

[ —
PAR listing Spreadshest
— _ Word i
Process I Organizational Unit e Name

NKU PartTime Faculty Pay | 11000030-Political Science & Cluecocal Fil8 Vonder

MEL ParTime Faculty Fay | 11000030:Political Science & Cr Sen Faye Col
MNKU ParTime Faculty Pay | 11000030:Political Science & Cr Office =esnick
NKU PariTime Faculty Pay | 11000030:Political Science & Crl  ABG Analys. Baranow
MKU PardTime Faculty Pay | 11000030:Palitical Science & Cr HTML download Kwan

MEL F'artTfme Faculty Pay 11000030:F’0Iftfca| Sqence&Cr Copy URL to Clipboard aJanel
NEU PariTime Faculty Pay | 11000030:Political Science & CrL_— Yvonne

3. Select Spreadsheet
4. Click Continue

I= savelistin ile.

In which format should the list

be saved 7

(HTML Format
(O In the clipboard
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remTEL

5. Click Directory Match Code button

[= PAR listing B
Directory [c:\Us ers\daws onm 11SapWorkDin ([=®
File Name | XLS 5

Encoding

| Generate || Replace || Extend |

6. Select Save in location
7. Enter File name

8. Click Save
I= PR isting A
I Save As v
Save in: | Bl Desktop E|| |§I I--ﬁl |
;—r} C " Libraries . Mary Beth Dawson
' Systemn Folder \ Systemn Folder

Recent Places| ||
5
L4

-1 i Computer ] Metwark
Jl System Folder | System Folder
Deskiop ]

Libraries

Computer

Metwork

| PARListing_Jan_2011XLS

| EXCEL Files (" XLS)
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9. Click Generate

I= PaR listing

Directory |C:*.Usersﬁ.dawsnnmﬂDeskmpl

(@

File Mame |F'ARListing_Jan_2[]1 1.XLS

(@

Encaoding aoEe

Replace || Extend |

o
[
©
=
o
=
!
b

10. A confirmation will appear at the bottom of the screen.

[l

e
(& 11,152 bytes transmitted, code page 4103 )
\ /
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