TimE JoB AID Time Statement Mass Print

TIME STATEMENT_MASS PRINT

Trigger: Agency has a requirement to print time information (time statement).

Business Process Procedure Overview: The preferred method for printing time statements is through
Employee Self Service (ESS.) This transaction allows for central printing of the time statement for users
who are not able to print and for agencies that will initially print this statement. A designated agency
user will be able to print the time statements for a group of employees.

Tips and Tricks

*  Pre definition of a group of people for whom the time statement is to be printed is very
important. This pre definition can be in the form of an Organizational Unit or Personnel
Number.

* In order to print time statements for your Organizational Unit, or for your group of employees,
you must have the required authorization.
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individual personnel will be very useful.
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Time Statement Print

Selection

Petiod &y b
Crganizational unit

Personnel Mumber
Include Subordinate Crg Lnits

II!

To print time statements, it is important to understand the definitions of the above selection
field/parameters.

* Period- Period is the calendar month for which time data is to be included on the time
statement. Before a time statement is printed, it is important that all time data has been
entered and approved for that period and that Time Evaluation has run for the period.
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*  Organizational Unit ¢ Using Organizational Unit the local HR representative will be able to print
the time statements for all employees under their Organizational Unit (that are in positions that
belong to that particular Org Unit). The Agency HR should communicate to each of their HR
representatives the Organizational Unit(s) for which they will be responsible for printing time
statements.

NOTE: Organizational Unit is a master data field and each employee is assigned to a specific
Organizational Unit. Each local HR representative will be able to maintain documentation for
their assigned organizational units.

Please note the following:

1. Thereisa checkbox underneathWt SNE 2y Yy St b dzY 6 SiNdudesuBokdimnatel f f 2 6a @& 2
Organizational Units (checkbox selected) or to exclude subordinate Organizational Units
(checkbox deselected) when you print the time statements. By default this checkbox is selected
so that if you enter a value in the Organizational Unit field it will include all the subordinate
Organizational Units.

2. This allows flexibility when selecting the group of employees for which you want to print time
statements.

3. Examples of how the selection options can be used:

*  Print time statements for employees in a single Org Unit A (the 8 digit number for this Org
Unit is 12345678). If you have 10 employees that belong to Org. Unit A and you want to
print their statements you will enter the number of this one Org Unit, deselect the checkbox
so that no subordinate Org Units are included and print the statements. See screen print

below:
Selection
Period {7y hahd) 208812
Organizational unit 123455T8|
Fersonnel Number
[Jinclude Subordinate Srg Units

If you do not know what the 8 digit number for the Org Unit is you can use the search

button @ next to the Organizational Unit field to look this number up. Click on the @}
button, drill down in the structure until you find the Org Unit you are looking for, select and
double click and the number will be pulled into the field.
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*  Print time statements for employees in a number of Org Units where there is a
hierarchical relationship with subordinate units. In this example Org Unit A is the highest
Org Unit in the hierarchy (10 employees) and Org Unit B (6 employees) and C (5 employees)
both report to Org Unit A. To print time statements for all 21 employees you will enter the
number for Org Unit A in the Organizational unit field, select the checkbox to include
subordinate Org Units and print the statements. See screen print below:

Selection
Periad £ i b 200812
Organizational unit 12345678
Personnel Murmhber
[l Include Subordinate Org Units

NOTE: The Time Statements will print out sorted by Personnel Number, regardless of how
many Org Units are included.

*  Print time statement in a number of Org Units that are not related via a hierarchy. You
may have a situation that you want to print statements for employees that belong to Org
Units in separate areas of your organization. If you have this requirement you can select
individual Org Units and print statements for the employees that belong to these Org Units.
Say you have Org Unit Z (10000001), Org Unit Y (10000002) and Org Unit X (10000003) but
they do not report to each other. You can still print statements for the employees that
belong to these org units by entering the org units separately in the selection screen as
follow:

Complete the Period field and deselect the checkbox to include subordinate Org Units. See
screen print below:

Selection
Period (i) 2aaa12
Organizational unit | H
Personnel Mumber
[]Include Subordinate COrg Units

Click on the —::)l button next to the Organization unit field and enter the Org Unit numbers in
the screen that displays as shown below (This screen should contain all the Org Units numbers
you want to select):
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llI::' Multiple Selection for Crganizational unit

Select Single Yalues (1} Select Ranges i Exclude Single
0 |Single va |
__|1oo00001 [ ]
|_|1oaocoooz
10000003 (=)
- [4]
] [~]
L[] [l]

NOTE: You may also search for Org Units by clicking on the @ button and then drill down in the
Org Structure until you find the Org Unit(s) you are looking for. Simply select such an Org Unit by
double-clicking on it.

Step 3: Click on the copy button to return to the previous screen. You will notice that the

Wy dzt d A LI | %] Gutfon e didioks Asyolldbw EI - which shows you that you have

selected more than one Org Unit:
Multiple
Selection selections
FPeriod (v riihd) 200812 (active)

FPersonnel Mumber

Qrganizational unit |‘IEIEIEIEIEIEI1
=

[JInclude Subordinate Org Units

*  Personnel Number - This is the lowest level of selection parameter for time statements. Time
statements can be printed for an individual employee or for a group of employees as shown
below.

01/29/09 Page 4 of 19



TimE JoB AID Time Statement Mass Print

Selection
Period &m0 hahdy 200812
Organizational unit |—| E’:
Fersonnel Mumhber 123456
[ Include Subordinate Org Linits

III? Multiple Selection for Personnel Murmber

Select Single Yalues (1) Select Ranges i Exclude Single*

0 |Single va
123456 [ ]
C 5
_ [~]
[l |[][»]

| Multiple selection.. |

Examples of how the Personnel Number field can be used to print time statements:

*  Print a time statement for a single employee. After you have entered the Period field you can
just enter the personnel number for the particular employee directly into the field and then
proceed to print the time statement. If you need to search for the Personnel Number there is a
search help feature you can use, following the steps described below,

Click on the @ button next to the Personnel Number field (if you do not see this button just
click in the Personnel Number field and it will display). You will see the next search help screen:

Lazt name - First name

Last name E| Doe
Firzt name IE| J*
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This screen offers several options to search for an employee, represented by several different

tabs at the top of the screen. The most frequently used options are

the one shown here (using the Last name and First name fields) and the other option is to

Organizational assignment

search by (organizational assignment) - shown later.

Enter the Last name / First name and click on the zl button. You will get a list of all the
SYLX 288Sa gAGK GKS flrad ylIryS w52S8SQ | yhee 1 KS FAN
was only one hit)

III:'F'ersnnneI Mumber {1y 1 Entry found

FPDC emar indicator i Per:

Last nare - First hamme

va|[H[E[E] 2] ]
Last nameFirst name| Title|Pers.No. |Start Date |End Date |
Cioe Jane 085337 04M M 962 1213159899

=

Select the appropriate employee by double clicking on the name in the list (You can also select

v

the employee with a single click and then click on the :I in the example below:

Selection
Periad Oy b 20812
Organizational unit
Fersonnel Mumber 198533T|
[1Include Subordinate Org Units

The system will enter the selected Personnel Number in the field and you are now ready to print this
A Y RA @thmi stztefneta

*  Print a time statements for a group of employees using the Personnel Number field and a
series of selection options. If you want to select a very specific group of employees in your
organization (other than in a particular Org Unit or Units) you can use other selection options
that are to be found in the Search option next to the Personnel Number field. To do this
complete the following steps:

Complete the Period field and deselect the checkbox to include subordinate Org Units. See screen print
below:

Selection
Period O™ i hd) 200812

Organizational unit

Fersonnel Mumber |

[Jinclude Subardinate Org Units
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Click on the |BI button next to the Personnel Number field and then on the ~Multiple selection.. pytton
at the bottom of the pop-up screen that displays (see below):

IE?" Multiple Selection for Personnel Mumhber

Select Bingle values

| L]

Single va

H|=]

Multiple
asSt SO
F6

(<11

]
D [ lE/VZ/‘

Ly GKS F2fft2Ay3 aONBSy Ot A0] 2y GK(Eleciotn NBI yAT |
options) on this screen to narrow down / select the group of employees you want to print

statements for, e.g. employees in a certain employee group or employees in a certain Payroll
Area or a combination. In this example | have selected all the employees in Personnel Area 1401
(0SC), in Payroll Area 01 (Monthly) whose Lastb I YS 6 S3IAya GAGK | W2 QY
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IE?ResnmtvmueRange(ﬂ
// Part-time employees (0] ll Sickness cert.data [4]

Perzonnel area 1401
Personnel subarea

Employes group

Employes subgroup

Fayrall area m
Campary Code

Cost Center

Organizational unit

Organizational key

Adrniniztrator group

Time adrniniztrator

Last namme @ p

First name

Organizational azzignment

Click on the E and you get a list of these employees upon which you can select some or all of

them.

NOTE: Only use this option when there is a need to print time statements for a limited number

of individual employees. The Personnel number will be required in order to print a time

statement for that individual.

Required and optional fields:

Field Name Description R/0O/C Values

Period Period is the calendar month for which you R Enter value in Period.
want to see time data. Before a time Example: 200812
statement is printed, it is important that all
time data has been entered and approved
for that period and that Time Evaluation
has run for the period.

Organizational Organizational unit is master data field and R Enter value in

unit

each employee is assigned to a specific
organizational unit. Each local HR
representative will be able to maintain
documentation for their assigned
organizational units.

Organizational Unit
Example - 70227938
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Personnel no. This is the lowest level of selection R Enter Value in
parameter for time statements. Time Personnel
statements can be printed for an individual No. (Orbit no.)
employee or for a group of employees as Example - 1501777
below.

NOTE- You cannot enter values in both the Organizational unit and personnel number fields.

The system will give an error message if both values are entered. Only use Organizational unit
as provided by your HR office.

Press ENTER or Click Enter ZI button.

The system validates the values you have entered. If there are any errors in your selections,

review the selected values for each field and if values are correct, contact your Agency HR
technician.

Click Execute (F8) button and wait until printer selection screen is displayed as shown

below.
IlI?F'rint: Tirme Staternent Form
QutputDevice FLocL

Fade selection

Spool Request

Mame HRFORM|LOCL| /1PYXXFO/OES
Title Time Statement Farm
Authorization

Spoal Contral Mumber of Copies
[v] Print immediately Numhber 1

Delete After Qutput O Group (1-1-1,2-2-2,3-3-3,.3

[Iclase Spool Reguest Cover Page Settings

Spool retention pd 8| Dayis) SAP cover page O Default (Printer Settinc &
Storage Made 1 Print onky il Recipient
Department

|E. Print || Printpreview|

01/29/09 Page 9 of 19



TimE JoB AID Time Statement Mass Print

'3 ) Information:

Most of the values for the above selection are populated automatically based on the
settings prepared for you by selecting the printer (e.g. ZLOCL = local printer set for you in
Beacon). NB ¢ Must be ZLOCL (LOCL does not print correctly)

NOTE to DOC and DHHS (for printing of large quantities of time statements to Mainframe
Printers).

Please follow the following steps to select the correct printers for mainframe printing (do
not use ZLOCL):

1. cnckonthedrop-down@yéiéij G2 GKS WhdziLldzi 5S@A0SQ FAS

Il:l:’ Spoal: Output device (13 [

Output Device E *

Shart name

Location

Dievice type

1. Puta * inthe Output Device field and click on ZI

You will see a list of available printers:

IE? Spoal: Dutput device (1) 6 Entries faund

W Festictions |
va[H[B[E] 22 [£]

OutputDevice 15hl‘lNallle| Location.ﬁ\-;atus Messa

LocL LocL
Z_MASSPRINT_DHHE_PRD Z_MB

=

3. Select the appropriate printer from the list:
(for DHHS = Z_MASSPRINT_DHHS_PRD and for DOC = Z_MASSPRINT_ITS_PRD)

4. | £ A 0] 2yz|jbm$n: wo2LERQ
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QutputDevice
Page selection

[E Print: Time Staterment Farm

Z_MASSPRINT_DHHS_FRO)|

Spool Reguest
Mame

Title
Autharization

HRFORM|LOCL | A1 PYXEFO/ 005
Time Statement Form

Spool Cantral

1 Print immediately

[ Delete After Qutput
[CImew Spool Request
[¢lose Spool Reguest
Spoal retention pd
Storage Mode

Murmber of Copies
Mumber 1

[1Group (1-1-1,2-2-2,3-3-3,.)

8| Dayis)

1 Print onky b

Cover Page Settings
SAP cover page O Default (Printer Setting &)
Recipient

Departrment

E Frint || Print preview |

You have selected the correct printer for Mass Printing to the Main Frame.

B) The above example shows the process to use for large quantity print (over a hundred time
statements). You will select print and then release it from the print spool which will be
shown on the following pages. However if you only have a few statements to print, check the

Print immediately box under Spool Control in this pop up spool window. The statements will
go directly to the printer and you are finished.

6. Click Print button.

Once you click print button, you will get the following screen:

=
Prograrm  Edit Goto  Systern  Help

|@

E

JTH @@@ S ST

Time Statement Print

iKS (2L YSydz

Selection
Petiod &b 200812
Organizational unit 20004389 =
FPersonnel Murnber
[vlinclude Subordinate Org Units
7.1 K224S8 (GKS a{ealisSy¢ 2LA2y FTNRY
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L=
Prograrm  Edit  Goto  Syste

&

i

DL EE @

Mass Print of Time Statements

=g (=]
Program Edit Goto Systern  Help
| & Create Session SHEE BTO8 @l @

End Session

Mass Print of Re nts
——— UserFrofile N
Services v
Utilities(H) N
List B
Services for Ohject
Run Date i
Identification My Objects b
Organizational unit Owm Spool Reguests
Personnel Mumber Owm Johs
Short Message
Status OWn Sp00|
Log off

Requests

8. /| K2234$ dalwhy diSgizeE 2LI0A2y dzyRSNJ 4e84GSY YSydz

=
| Spool Regquest  Edit  Goto  UtilitiesiMy  Seftings  Systern Help

| & 20 e BHE DnoD BE @6
Output Controller: List of Spool Requests

ELWdD M El &)

i 1|

Spool no. | Type|Date Time |[Status [Pages|Title or name of spool reguest

] 1716 [ |12/03/2007|12: 62 - 12 |Run I1D= 18173F Run Date= 10/B3/2007 Org Unit= DOODREDOO
] 11715 [5 |12/03+2007|12:51 - 12 |Run ID= 18173F Run Date= 10/B3/2007 Org Unit= DO0DOE0OQ
] 11714) [5  |12¢/03/2007| 12 03| ConpT. 12 |Run I1D= 18173F Run Date= 10/89/2007 Org Unit= 0DOO0OOOOQ
] 1M712([3 [12/03/2007|11 ;23| Conpl. 12 |Run ID= 19173F Run Date= 10/B9/2007 Org Unit= DOOOEOOO
] M7 [ [12/03/2007|11:19(Conpl. 12 |Run I1D= 18173F Run Date= 10/B3/2007 Org Unit= DOODREDOO
] 11606 12/03/2007|11:15[Waiting 1 [LIST1S LOCY ZPYROE1_P.JYE

] 11605 [5] |12/03/2007(11:15 - 12 |Run ID= 18173F Run Date= 10/B3/2007 Org Unit= DOODBEOOO
] 1718) [5  |12/03+2007|11 14| ConpT. 12 |Run ID= 18173F Run Date= 10/89/2007 Org Unit= DOOOE0OQ

8 Spool requests displayed

3 5pool reguests without output reguest
1 Spool req. being proc.
4 Spool reguests completed successTully

bokoko
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“~l“) Information:

Check the date and time for the appropriate print file. Select the item that looks like a
document icon under TYPE. This will allow you to review the documents in the print spool as
shown on the next few pages. Select the box next to the spool request and select the print icon

to print the documents.

Print Preview of ZLOCL Page 00001 of 00010

=g
Ted Edit Goto Systerm  Help

] 34 ©@@ 2 HE DDoD | BE @E

Print Preview of LOCL Page 00001 of 00010

| Archive H Frint and Archive |

Time Statement

beacon

Fage 11

SESRTIRN North Carolina Feriod: 12/01/2008 to 12/31/2008
Office of the State Controller

Run Date: 01/26/2009

Personal / Organizational Data

Mame Dana Dunlow Lyle Qwertime Period [Wik - $un (mdnt)- $at

Personnel Humber 00450285 Miork Schedule DO0zNi0_F - MTWwH-10 F$a%.0

Length Of Serwice 160 .00 Months Emp Group |A- SPA Employees

Position E0067194 - Pmo Business Systems Anal Sub Area NCO1- Fday Hom

Personnel Area 1401-$tate Contraller Time higt Status 1 - Positive Time Recording
Leave QUOTAS (rours available)

Description Beginning [Accrued Deducted  |Paid Out  |Expired Offs st Adjustment |EndBalance
[“Yacation Leawe 2287 1217 2.00 246.04
Sick Leave 49.00 2.00 g7.00
Owertime Comp Time 30.00 300 37.00 4.00-
Holiday Comp Time 12.00 1200
Holiday leawe 12.00 16.00 18.00 16.00
Community Service 13.50 8.00 540

Caleulated Time Results

Description
Regular Time Hours 119.00
OT Comp Earned Hours 300

@ Only page 1 to page 10 of 14 displayed

9. Click Next Page (Page down) ‘!ﬁ button.

01/29/09
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Print Preview of ZLOCL Page 00002 of 00010

=

Text Edit Goto  Systern  Help
& A H @@ DK DDa0(HEE @D
Print Preview of LOCL Page 00002 of 00010

‘ Archive H Print and Archive |

g Time Statement
beacon
Tl A0 Nomhcaolmi Period: 12/01/2008 to 12/31:2008
Office of the State Cantroller

Run Date: 01/25/2009

Personal / Organizational Data

Name Donald Thamas Childre Owertime Reriod [k - Sun (mdnty - Sat
Fersonnel Number 0050408 [wrork Schedule DOZNTO_F - MTUKH-10.F §a5-0
Length 0F Service 228.00 Months Emp Group |4 5PA Employees

Fosition 60087177 - Time Management Lead Sub frea NCO1- 7day Hom

Personnel Area 1401-State Cantraller Times higt Status 1 - Positive Tims Recording

Leave QUOtAS hours availabie)

Description Begirning |Accrued  |Deducted  [Paid Out  |Expired offset ladjustment |EndBalance
[vacation Leave 40067 16.17 422.04
sick Leave 1.783.7 8.00 1.791.17
Dvertime Comp Time 307.68 700 19.50 205.18
Holiday Comp Time 10.25 10.25
Holiday leave 24.00 16.00 24.00 15.00
Bonus Leave 200.00 200.00
Community Service 34.00 34.00
Calculated Time Results

Description

Regular Time Hours 140.00

0T Camp Earned Hours 7.00

10. Click Back (F3) e button to go back to spool list as below,
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Output Controller: List of Spool Requests

=
| Spool Reguest  Edit Goto UlilitiesiMy  Settings System Help

| & 1 IH 0@ BHE anon PR @B
Output Controller: List of Spool Requests

S WD e =]

i F= B

Spool no. | Type|Date Time |5tatus |Pages|Title or name of spool reguest
v 11714| [ |12+/03/2007|12:03 - 12 [Run ID= 19173P Run Date= 18/09/2007 Org Unit= QOGBOOGQA
1 1Ma2( 8 |12/03/2007(11:23( Comngls 12 [Run ID= 19173F Run Date= 18/09/2007 Org Unit= QEOOEGEOA
1 17A1| [F  |12¢03/2007])11 19| Compl. 12 [Run ID= 19173F Run Date= 18/09/20087 Org Unit= QEBOEEQA
| M1EE6([E] |12¢/03/2007(11:15|Waiting 1 |LIST15S LOGCT1 ZPYREQ1_PJYE
1 11605 (%] |12/03/2007(11:15 - 12 [Run ID= 19173P Run Date= 18/09/2007 Org Unit= QEOOOGOA
] 11710| [ |12403/2007]11 14| Compls 12 [Run ID= 19173F Run Date= 18/09/2007 Org Unit= QOOOOGEQA
G Spoal reguests displaved
2 Gpoal reguests without output request ‘%
1 Spool req. being proc. S
3 Spoaol requests completed successTully L
11. Click Spool no. checkbox, example ] LAY
12. Click print icon (or Ctrl+Shift+F8) .
Print

Print jﬂ

Prinker

Marme: | \hecoscB00hbeacons j

Status: Ready
Type: HF Lazer)et 4350 PCL &

Wwhere:  F-315

Comment: Lager)et printer w/duplexing ol

Frint range Copies
v Al Number of copiss: EI
© N

- CPICEIC
I

NOTE:- A Printer (name) will be automatically selected if user has a default printer set (Make
sure this is the correct printer.)

13. Click OK button.
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Output Controller: List of Spool Requests

=
| Spool Request  Edit Goto  Lilities(d)y  Settings  System Help

| & 190 e SHE Dhoan BFE @M

Output Controller: List of Spool Requests

3 1 RN (==Y S - B

Spool no. |Type|Date Time |5tatus |Pages|Title or name of spool reguest
i 11714| [3] (12/03/2007|12:83|Waiting] 12 [Run ID= 19173P Run Date= 10/09/208087 Org Unit= AEO0E00O
I 1M712|[3 |12/03/2007(11 ;22| Compln 12 |Run ID= 19173F Run Date= 10/09/2007 Org Unit= OOQEROOQ
I 11711| [5]  [12/03/2007]11:19| CompT . 12 |Run ID= 19173P Run Date= 10/08/2007 Org Unit= 0O0QOQOOQ
1 11606 12483/ 2007|1115 Waiting 1 [LIST1S LOGT ZPYREOG1_PIYE
1 11605 (] (12/03/2007(11:15 - 12 |Run ID= 19173P Run Date= 10/09/2007 Org Unit= ODOQOROOA
I 117ie| [5  (12/03/2007]11:14 | CompT™ 12 |Run ID= 19173P Run Date= 10/09/2007 Org Unit= OOQOOOOQ

G Spool requests displaved

1 Spool request w/o output reguest ﬁg
2 Spool requests being processed %
3 Spool requests completed successTully P

14. Click Back (or F3) e button.

The system task is complete.

SORTING

The program will sort the time statements using the personnel number of the employees selected. It
will not sort by Org Unit if multiple Org Units are selected.

Setting up and using variants for Mass printing purposes:

A. Setting up the variant:

STEP 1: Once you have gathered the data you want to use for printing the time statements in
your Agency you enter it into the selection screen (after you have entered T-Code ZNCTIME).

In the example below you have decided you want to print the time statements for all employees
in Org Unit (# 12345678 and all the subordinate Org Units). You have also determined the
Period, namely 200812:
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Time Statement Print

Selection
Pariad (TG 200812
Organizational unit 12345676
=3

FPersonnel Kumber
Include Subardinate Org Lnits

STEP 2: Since you will always be printing the time statements for all the employees in this Org
Unit (# 12345678 and all its subordinate Org Units) you want to save these values as a variant
so that you do not have select these values every time you run the report. To do this, click the

(]
button at the top of the screen. The following screen will display:

=
Wariant Edit Gaoto  Environment  Systern  Help

|& 1 9B e@e SHE D0an AP @B

Variant Attributes

£ Copy Screen Assignment

Wariant Name
Meaning Sern Assignm.
Created |Selection Scrns
[CJonty for Backaround Processing 1000

I Protect variant
[ onty Display in Catalog
System Variant (dutomatic Transporty

a[=[w] (2]
Objects for selection screen
Selection Sems|Fleld name | Time| Protect fletd| Hide fleld| Hide field 'B15] Save fleld without values| Switch 5P off Required fiele] Selection varlable| Gption|Mame ofVarlable (input dnly Using
1,000 Period (rvrYhM) B ] O ] ]
1,000 COrganizational unit =) O O O O O
1,000 |Persannel Nurmker B ] 0 0 ] ]
1,000 Include Subordinate Crg Units P O O O O

Now you have to enter the Variant attributes so that you (or other co-workers) will recognize this
variant in future when they want to use it. You have to complete the following fields:

1) Variant Name (Use a naming convention for your agency / group)

2) Meaning (Give a description of the content of the variant)

NOTE: Since the Period field in the report is required you have to complete it to save the
variant. But since this field will change every period you will need to remember to update this

value each time you run the program.

[]
STEP 3: Complete the Variant Name and Meaning fields, and click the button again.

STEP 4: You will get a message at the bottom of the screen that the variant (Name) has been

saved.
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B. Using the variant:
Next time you want to use this variant to print time statements you can access it as follows:

STEP 1: Enter T-Code ZNCTIME to a start the program. On the first screen you will see this

icon .

Time Statement Print

Select Selection
variant icon FPeriod & hind)
Qrganizational unit

Fersonnel Mumber
Include Subordinate Org Units

olo

step2:/ £t A0l 2y F icOH T text Etedddill djspiap

I= Find variant
Variant | =
Ernvironment .
Created by 90000823 =
Changed by =

Original language .

¢tKS FTASER W NBIFIGSR 0eQ gAftt O2yidlAy G4KS ! aSNIb
the program (in this example it is 90000023). If you want to see the variants that this person

has created you will simply click the button. However, if you want to see ALL the variants
you have to remove the User Name as it acts as a filter. That way you will see variants created
by other users as well.

STEP 3: Click the button and you will see a list of all existing variants:
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lII?AEIAF': Wariant Directary of Pragram ZF'TEDE1_TIMESEI’EMENT__

(&l=]a]E] 2]

Yariant catalog for program ZPTS021_TIMESTATEMERT _FRINT

Yariant name |Sh|:|rt description
HHE_01 All employvees in Org Unit 01

You can see the variant that we saved at the top of this list (you may have to scroll down to find

your variant if there is a long list).

STEP 4: Select the variant by clicking on it (will highlight in yellow), and then click zl The
values you have saved will default into the selection screen ¢ see below:

Note how the first field defaults to the current period, but the Org Unit field contains the value we
selected and the checkbox to include subordinate Org Units is also selected.

All you have to do is to enter the appropriate Period and you are then ready to print the Time

Statements.
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