CPTP Job Aids

External Person Qualification Report for PES Requirements
**This report provides a list of employees with a specific qualification.**

1. Click Run External Person Qualification Report.
= Run External Pergon Qualification
Report

2. Click the Get Variant button. T

3. Locate and select the /PESCOURSES variant from the list and click the green check mark.

ABAP: Variant Directory of Program ZPPARX022

Variant catalog for program ZPPARX022

=Y S

“ariant name Short Description
IPES Check PES Qual
.I’P'ESCDLJ RSES  Check PES Courses

[v/] [X]

4. Enter the correct personnel area in both fields.

Personnel area [* ] to [ ] @

5. Select Only EEs with a Qual Record from Report Options.

Report Options

i) Al EEs

(*) Onhy EE= with a Qual Record
(") Only Expired/Expiring Quals

6. Click Execute. | Ecscuts |

7. Next, you need to export the report to Microsoft Excel.
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8. Click the Menu button in the top left of the screen.

9. Place your cursor over List, then over Export, and then click Spreadsheet.

Iramnimy ACLIVILIES KEpuUri

Menu 4 | | | 4 | Back || Cancel || Exit || System4| | Details
List  » Pint CTRLP |

Edit ¥ Export P Word processing... CTRL_SHIFT_F&
Goto H  Sendto »| Spreadsheet... CTRL_SHIFT_F7
Views P —————————| Localfile.. CTRL_SHIFT_F9
Settings #|  Exit SHIFT_F3 Additional Functions of SAP Query

System P

Help » D1/1900 To: 11/19/2012

10. A window titled Select Spreadsheet will appear. Do not change anything in the window, the
Excel option should already be selected. Click the green check mark.

Select Spreadsheet x M

Formats:
=) Excel (in MHTML Format)
() Star Office 8 Calc / OpenOffice.org 2.0

Select from All Available Formats

[7] Always Use Selected Format

WX |

11. Now a window will appear, prompting you to save the exported spreadsheet. Do not change
anything in this window either; the file name should stay as “export.xls”. Click Save.

(%)

Save In: m SapWorkDir [+ =] QE

(28]
7%

File Name: exportXLS

Files of Type: | XML file nm., (~MHT) T+

12. When the box titled Save File As appears and asks you if you’d like to replace the file, click
Yes.

Save File As =

@ File export.XL$ already exists. Do you want to replace the file?

Yes No
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13. When Excel opens, a warning message will appear that looks like the following picture.
Click Yes to open the file.

r N
Microsoft Excel =
= The file you are trying to open, 'export.XLS', is in a different format than spedified by the file extension. Verify that the file is not corrupted and is from a trusted source
/_'Q before opening the file. Do you want to open the file now?

Lve | [ no | [ reo |

Was this information helpful?
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