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Step Action

1 From the SAP Easy Access Screen, type “PA20” in the Command Field.
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2 Click the matchcode icon next to the Personnel no. field.
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3 Click the Last name — First name tab.
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Enter the employee’s first and last name.

with these letters will appear.

If you know the first letter of the last name (or first name) but are unsure of the correct
spelling, type in the first letter or two followed by an asterisk (*). A list of names starting

The wildcard (*) can be used in many different ways. It can be used at the beginning of a
name, at the end of the name, or in the middle of the name.

Example: If you are unsure of the spelling, you can use an asterisk (*) as a wildcard. e.g. “Fa*”

or “*ale*”
5 Click the enter button @I
6 Click on the desired employee’s name.
7

Click the enter button @I
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