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1​ Introduction 

This Document is intended to explain the Process of creation and maintain Employee Data through 
Personnel Actions in Personnel Administration. 
 
 

2​ SAP Logon 
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Input Parameters Values 
Enter User Name Login id of the user 
Enter Password ******* 

 
Enter user Name and Password then press enter button 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
​ ​ ​ ​ ​ ​ ​  
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3​ HR Reports 

3.1​ Payslip/ Remuneration statement 
  Enter T-code : zhrpayslip in the command bar and press enter 

 
 
Select the one of the radio button for the period selection.  

 
By default radio button will be on other periods. If you want to select your desired month then you 
can enter month in the other period and press enter. After that you have to enter the employee 
number single or multiple numbers at a time. As shown below 
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And press execute or f8  you will get the following window.  

 
Select the output device and press print preview for viewing the result or if you press print then you 
will get the printout with out viewing the result. 
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3.2​ End of Service(Final Settlement) 
Enter T.code : ZHREOS   in the command bar and press enter  
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Enter  employee number and the mode of settlement  
 

 
 
The other values are optional. Above fields can be entered by the hr based on the employees 

requirement. Then  Click Execute  (F8) then following window will display  
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Select the output device and press print preview for viewing the result or if you press print then you 
will get the printout with out viewing the result. The output is as follows 
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3.3​ Aging Report 
Enter T.Code : ZHRAGING in the command bar and press enter  
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Then you will get the following screen. There you have to enter the details like period which is a 
mandatory field and the other details are optional.  
 

 
Here there will be 2 radio buttons one is for Saudi national details and the other one is for non Saudi 
details. By default top one will be selected. You can select your options. 
First if you select Saudi national id details and execute then the output will be as follows 
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If you select second radio button then the following details will display. 

 
And the output will be as follows. 

 
 

3.4​ Employees completing Probationary period 
Enter T.Code: ZHREPROB  and then press enter 
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Then you will find the following screen. 

 
By default other period will be selected. Enter the period and then if you execute then you will get all 
the employees details. Else you can select particular employee also. And then press execute  

 
 

3.5​ Employees who are using company accomidation 
Enter T.Code: ZHRCALIST  and press enter  
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You will find the following screen.  
 
 

 
Select the period and presenter. If you want enter the employee number you can or if you want 
details of all the employees then don’t enter any number in the personnel number place. Then press 
execute or press F8 button then the following screen will display. 
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3.6​ Payroll Schedule Report 
Enter T.Code: ZHREPYSCH  in the command bar and press enter. 

 
Enter the desired date in the period field and entering the employee number is optional. 
Also there are 2 radio buttons one is for employee wise selection and the other one is department wise 
selection. 
If you select the first option the screen will be as follows and press execute button or press F8  
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Then you will get the following screen 
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Enter the printer name and press print preview for viewing or press print for printing the form. 
And the output screen will be as follows  

 
 
If you select the other radio button then the screen will look like this  

 
Press execute or press F8.  after you will get the window there you have to select printer type and press print 
preview for viewing the output or if you want to take the print press print and the output will look like this  
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3.7​ Salary Increment History 
Enter T.Code : ZHRESALINC  in the command bar and press enter 

 
 
Enter period and you can execute the report or you can enter the desired employee numbers in the 
selection screen. Which is as follows 

 

19 
 



 

 
 

ABC - SAP Project 
User Manual- <Module> 

 

Created By:​ ​ 2/8/2017 Created  : 8-Feb-17 
Document : Template 16 - User Manual UPDATED :  

 
And the output will be as follows 

 
 
 

3.8​ Time Evaluation 
Enter T.Code: ZHRTEVAL  in the command bar and then press enter 
 

 
Select the period from the dropdown list and enter the employee number in the selection screen 
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3.9​ Rehire 
 
 
 

4​ Maintain Master Data – PA30 

4.1​ Family Member/Dependents – IT0021 
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