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HRMS Basics Job Aid #8: Accessing Infotypes
Step Method #1- Description
1 Click on the tab below.
l Payroll i Benefits i Time Recaording i Addtl. Personal Data ||| E‘@
Infotype text |E}{i515 ||_| Period
Actions v | [*l|| ®Period
Qrganizational Assignment W E‘ From To
| |Persanal Data ¥ | || OTaday O Curr week
Addresses o DAl Tip:
Planned wWorking Time
gmsic p d v OFrorm eurrd se the Scroll arrows[ 4] » |"Eto
| [Pasic Fay v OTo Current| navigate through the all the tabs.
Contract Elements o O Current Pé
Date Specifications ¥ o Use the scroll arrows to navigate the
Family/Related Person E*“ list of infotypes[«1+17 T [1+]
Direct selection |
Infotype STy
2 Click the box to the left of the infotype you would like to select. Then click on the Display
icon ¢yl to open the Address infotype for that employee.
Basic Personal Data Payrall - Benefits . Time Recording - Addtl. Personal Data i EE
Infatype text |E}{ists ||_‘ Period
Actions v | [2l|| ®Period
Qrganizational Assignment o E‘ From To
L Personal Data ¥ ___ 7 | OToday O Curr.week
AdOresses L O Al O Current month
_Plameu wWarking Time v O From curr.date O Last week
_Elasic Pay v O Ta Current Date (O Last manth
| ConbEtt Blemerit v O Current Period O Current Year
Date Specifications o El |E| Choose |
Family/Related Person [=]
Direct selection
Infotype STy
Remember: If there is not a checkmark, then there is no information stored. The Time
Recording tab is an exception.
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Step Method #2- Description
1 Type in the specific infotype name or number in the Direct selection area.
ic Personal Data Fayroll - Benefts | Time Recording - Addil. Personal Data I OE
Infatype text |Exists ||—| Period
ACtions v | [*l|| @Perind
Organizational Assignment w El From To
| |Personal Data ¥ | || OTaday O Curr.week
| |Addresses v OAl O Current manth
| |Planned Working Time v O From curr.date O Last week
_BaSiE FPay v (O Ta Current Date O Last month
_C':'ntra':t Elements v O Current Period O Current Year
Date Specifications Y [+] |E Choose |
Family/Related Person =]
Direct selection
Infotype Personal Data STy
Remember: If there is not a checkmark, then there is no information stored. The Time
Recording tab is an exception.
2 Select the Display icon - ...
(=
HR master data Edit Goto Extras Utilities
< 3l dHISa
Display HR Master Data
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