General Trip Data Reporting Available in SAP

1. Log Into SAP and enter the transaction code: S_ AHR_61016405
S_AHR_B1016405 - Trip Statistics -= General Trip Data/ Totals/Receipts/Cost Assignment

2. Within this transactions you can search for an employee’s travel by personnel number(on HR Data tab), trip number
(on General Trip Data tab), trip dates(on General Trip Data tab), cost center(s) (on the Cost Assignment tab)etc.;
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3. Avariant can be created to include all relevant Cost Centers for the area you would like to review;
e Select the arrow to the right of the Cost Center box;
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e Once you enter all cost centers you would like to view, click the clock;
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Then click save as variant:
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Enter a Variant Name and Description then click save;
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Next time you enter the report and you want to use your variant, click on get variant and select your variant
name.




4. While in SAP you can drill into the travel requests/expense reports by double clicking on the trip number. Select the

trip option. From here you can see attachments, the travel request document and other valuable information.
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Pers.No. | Employee/Appl.Name Trip|Dur. |Begins On |At Ends On Ends At |Trip Destination Ctr|Reason for Trip Tot
2 |05/16/2016| 06:00:00|05/17/2014|17: Heshey, PA TS |Workers' Compensation Training 400.2
1 |09/30/201511:30:00|09/30/2015|18: 401 N. Fairview Street, Lock Haven, PA 17745|05 |5CUPA Training 0.t
1 |0&f12/2015/10:00:00|08/12/2015|13: 208 West 3rd Street, Williamsport, PA TS |Workers' Compensation Hearing 0.t
2 |0a/01/2015|06:00:00|06/02/2015|19: Heshey, PA TS |Workers' Compensation Training 394.C
*% Total 794.2
o
& Trip | P
Pers.No. | Emplovee/ FD‘\;, Trip Receipts lame of Expense Type LocCurrhmt|Crcy| Amount|Crcy|Date PC| Info|From Date |To Date No. |Description
.2, =
B Costissanpegt : Pd direct to vendor-Conf Re|  225.00 |USD |225.00 |USD |06/01/2015|% 0 |conference Fee - WC 1
225.00 |USD
|g Cancel Estimated Cost 0.00 [USD 49.01 |USD (08/12/2015 [1]
0.00 [USD
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