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Purpose

Use this procedure to display an employee’s information.

Trigger

Perform this procedure when an employee’s information needs to be reviewed.

Prerequisites

e The employee exists in HRMS with an assigned personnel number and information is
contained on the infotype that is being reviewed.

Menu Path

¢ Human Resources > Personnel Management - Administration > HR Master Data -
Display

Transaction Code
PA20

Helpful Hints

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error ﬁ

Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning Example: _@_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ Action: If an action is required, perform the action. Otherwise, click

& (Enter) to proceed.

Confirmation & )
Example: Save your entries.

o or @ Action: Perform the required action to proceed.
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Procedure

1. You have started the transaction using the menu path or transaction code.

Display HR Master Data
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Display HR Master Data

Find by

2 % Person
(K] collective search help
() Search term
(i) Free search

Basic Personal Data

Infotype text .| Period

Actions @ Period
: Organizational Assignment Fr. To
Fersonal Data I Today O Currweek
Addresses a1 ) Current month
| |Planned \Working Tima i Fram curr.date ) Lastweek
|_|Basic Pay ' Up to Today ) Last month
Cantract Elements O Current Period ) Current Year

Date Specifications m

Family/Related Person

Direct selection
Infotype
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2. As required, complete/review the following fields:

Field Name R/O/C Description
Personnel No. R The employee’s unique, identifying number.
Example: 00005604

3. Click (Enter) to validate the information.

4.  Click the gray box to the left of |Addresses g seject.
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5. Click . (Display) to display the selected information.

Display Addresses

oG I CEHE fDLOH BE @M

[Nispiay Addresses

Find by

< @3 Person
m Caollective search help
[l =earchterm
(i) Free search

Address type
StreetiHouse no.

2nd address line

Postal code ! city

Country Key

Office/region YWashington
County code Thurstan County
Telephone number

Communication 1
Communication 2
Communication 3
Cammunication 4

6. Verify all information on the infotype, as desired.

7. Click (Cancel) to cancel.

8. You have completed this transaction.

Result
You have accessed the Address infotype to verify an employee’s information.
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Comments
None.
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