SAP Frequently Used Transactions and Tips
HR Frequently Used Transactions





SAP Help Line: 245-4SAP
	PA20
	Displays employee master data for each assignment, including an employee’s salary, cost distribution, time quota balances, absence details, attendance details, quota compensation, FTE , education and rank and tenure information

	PT_QTA10
	Displays departmental employees leave balances (vacation, sick, FLSA overtime and state comp time)

	CATS_DA
	Display screen of all working times (approved, rejected,  released for approval, saved by the employee but not released and canceled time)
YOU CANNOT APPROVE FROM THIS SCREEN.

	CATS_APPR_LITE
	Used to approve working times for one or more employees

	CAT2
	Use to enter time for one or more employees using the multiple profile

	PT​_EDT_TEDT
	Time statement form ZTXE (gives a summary by the week of all time recorded and approved)

	PPSS
	Displays reporting relationships (i.e., which positions supervise which positions)


HR Tips
Workflow

· Supervisor’s Workflow inbox escalates to the Time Administrator after 2 days (hourly) and 5 days (salaried).  Once processing begins by the Time Administrator, the workflow item is not visible or accessible to the Supervisor.

· Work item(s) in Workflow cannot be deleted (i.e. – Jamie changed the time sheet after Barbara approved it the 1st time.  This leads to non-executable work items (items you can’t open) in the Supervisor’s inbox).  You will see these items in your inbox, but a newly created program will remove them.  Users don’t have to worry about them.
ESS
· Must use Internet Explorer 6.0 or greater or Netscape 7.2 or greater.
· Don’t use the back button on the program toolbar or the “X” to exit ESS.  It will lock out the user for 45 minutes.  
· ESS cannot be used in SAPGUI; use the SAP Portal on the FAS website or Cats Web.

· Highlighted lines around time entry in ESS, Record Working Time – Green approved.  Red rejected.  Yellow in process.  No highlighted lines indicate time entries saved by the employee, but not released for approval.   “Show all details” button provides greater detail.
PCRs

· Don’t skip around when completing the PCR form.

· Always use the calendar to select the effective date of the action.

· Click update after entering the effective date.

· Check for errors must be hit before printing.

· If a budget transaction is required, the FMBB budget transaction must be done before doing a PCR
· Must use Internet Explorer browser to prepare PCRs.

· Cannot be done on a MAC computer

Time Administration

· Transaction PT_QTA10 can be modified to show the ending date for state comp time.  Using the transaction, click on the execute button (green check mark).  Then locate “more” on the toolbar.  Double click on current layout and find the deduction to wording in the column set area.  Highlight deduction to, and use the arrow to move it to columns, then click the green check mark or the save disk to create a variant.

· Time Administrators and Leave Keepers can not view their own time in the CATS_DA transaction.  They can look at their time via ESS.  This prevents changes to time entry records after the Supervisor has approved it.

· When entering time on a weekend, an error message will appear.  The user should enter through all error messages to save the data.

· When an end user gets this message:

· Number of successful retrieved data records: 3

· Number of successful postings: 0

· Number of unsuccessful postings: 3 

· Then there is a long error message

It means the Time Approver was trying to save data when Payroll was running.  The data is saved and held until payroll is completed and then posted that night.  The error message lets you know the approved data did not post immediately. 
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SAP Help Line: 245-4SAP
	ZMK03
	Displays vendor numbers

	ME51N
	Creates a purchase requisition

	ME53N
	Displays a requisition

	ME52N
	To make changes to an existing purchase requisition

	ZME55
	Approves purchase requisitions (collective release)

	ME9F
	Prints copy of processed purchase order

	ZBUDACT
	Displays budget to actual report

	FMBB
	Create, hold or pre-post a budget adjustment document

	ZGM_GRANT_SUMMARY
	Department Grant Summary Report


FI Tips
· When searching for Vendor Numbers using ZMK03 you must put an asterisk (*) before and after the last name, (e.g. *Smith*) then click on the green check mark.
· When searching for a specific company name or agency, use only the main word in the search field.
Example:  The Apple Store, search using *Apple*.
· CUFS Area Org to SAP Conversion Table is online on the FAS website under Help.  This table only lists accounts set up in CUFS prior to the SAP ‘go-live”.
· Vendor Maintenance Request Forms are online on the FAS website under Forms 

· Security Authorization Forms are online on the FAS website under Forms 
· Users cannot print a Purchase Requisition.  Use the Screen Shot on PC information below to create a screen shot of a purchase requisition.
· Users can print a Purchase Order once Purchasing converts the purchase requisition.  See instructions below.
· The Travel office will be entering the traveler’s name in the text field to help users reconcile their accounts.

· GL Codes - all expense codes begin with a “7”
· 71 range - travel related codes 
· 72 range - codes for a service or a fee
· 73 range - supplies and equipment
· 74 range - rentals 
· 75 range - utility and telephone service
· To create a Screen Shot on a PC, select the Print Screen key on your keyboard (usually located above the Insert key).  Open a new email message or a new document in Word and then press the Control (Ctrl) key and the letter “v” key at the same time.  The screen shot will be pasted into the email or word document.

SAPGUI Tips
· Send all problems with SAPGUI to SAPUI@TXSTATE.EDU
· Make sure to include the users name, phone number, username, and location along with the problem.

· To enlarge font in SAPGUI go to main menu find the last icon on the toolbar (looks like a multi-colored t.v.) if you hold the cursor over it, it should read Customizing of Local Layout, click on it and go to New Visual Design. 

· SAP Logon Pad – there are two tabs (Shortcuts and Systems).  If the user is double clicking on the logon pad and getting an empty box, make sure the user is in the Systems tab.

· The SAP GUI users can set-up their own profiles.  Portal users cannot set profiles.

Printing a PO 

These instructions only work when the following conditions are met:

1. You must enter SAP via the Portal (link can be found at www.fas.txstate.edu)

2. Adobe Acrobat Reader (ver. 3.0 or higher) has been installed on your workstation

3. Pop-up blocker software has been disabled.

Instructions:
· Use transaction ME23N (Display PO).
· The last PO you displayed should pop up.
· If you need to print another one, click the Other Purchase Order button.
· Put in the # of the PO you need to print out in the box that pops up.
· Click the Other Document box.
· Click on the Print Preview button.
· At this point a copy of the printed PO opens in an Acrobat window and you can either print or save your PO to your documents.
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