Run an Employee List Report (PAR2)
After creating this report, it can be sorted by column, printed, or downloaded to Excel.

From the SAP Easy Access PCSB Menu Screen

Click the Expand Icon to the left of: PCSB Menu > Human Resources > Human Resources Reports
Double Click on PAR2 — Run Employee List

The Employee List screen is displayed

Today is selected by default in Period. If you want the report run for a different period, Select the appropriate
period and Type in a To and from Date

To Select a Specific Employment Status

Click in the box to the right of the green symbol in Employment status
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Click the Search fielp icon on the right of the Employment Status boxs/Double Click on the Status for which
the report should be run

To Run the Report for a School

Type your four-digit school number (Example: 0031) in the Personnel area box, Click the Execute icon | ——
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To Run the Report for a District Office Department

Click Further selections, In the Selection options column of the Choose Selection Fields window
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Click the\ box on the left of Cost Center, Click tQChoose icon {single triangle); Cost Center is now listed in
the Selection fields column. Press Enter or Click the Green Chec

The Employee List screen is displayed
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Click in the Cost center box, your four-digit location number with an asterisk (Example: 9801*)

Click the Execute icon

The Employee List is displayed
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To Sort the Columns

=1l

Click a Column Heading to highlight a column, Click the Ascending or Descending icon

Note: The Name Columh will sort by First Name
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To Print the Report

Click the Print icon on Toolbar; the Print ALV List screen is displayed
Press Enter or Click the Green Check to print the report

To Download the Report to Excel

i

Click MS Excel icon The Employee List is now displayed in an Excel spreadsheet

You can now save it as an Excel file. To Print from Excel, Click the Print Icon on the Tool Bar
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