
ZFIPYFOR

Work Instruction

ZFIPYFOR - Display Posted Payroll Costs

7/27/20117:50 PM Page 1 of 16

Purpose

Use this procedure to view posted payroll costs.

Trigger

Perform this procedure when you need to report where an employee's time has posted or who has posted 
time to a cost object.

Prerequisites

N/A

Menu Path

Use the following menu path to begin this transaction:

N/A

Transaction Code

ZFIPYFOR

Helpful Hints

 R/O/C column in tables represents Required, Optional, or Conditional entry.
 Use the parameters on the initial screen to limit the report returns. If left "wide-open" the 

report drains system resources.
 Use the asterisk ( * ) to complete wildcard searches on any cost object except WBS element 

fields (using the wild card the WBS element field returns a list of all labor costs posted for that 
project).
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Procedure
1. Start the transaction using the menu path or transaction code. The Payroll and Financial Object 

Detail Report displays.

Payroll and Financial Object Detail Report

2. Click Company Code field   .

To limit the report returns, input limiting parameters in the Cost Center, Internal Order, WBS 
Element or Employee fields.

The Exclude Accruals checkbox defaults to exclude the accruals. Uncheck this box to 
include accruals in the output.

3. As required, complete/review the following fields:
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Field R/O/C Description

Company Code R Company code represents an independent accounting 
entity. There is only one Company code for the City of 
Portland: "COP1."

Example:
COP1

Posting Date R The date a transaction is posted within the system.

Example:
070809

to R Upper limit of the range of time covered in the report.

Example:
070809

4. Click Business Area field   .

See the work instruction Helpful Hints for wildcard search instructions.

5. As required, complete/review the following fields:

Field R/O/C Description

Business Area R An organizational unit of financial accounting that 
represents a separate area of operations or responsibilities 
within an organization and to which value changes recorded 
in Financial Accounting can be allocated.

Example:
HC00

6. Click Execute   .

7. Click Choose Layout…   .

8. Click Change Layout...  .
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Change Layout

9. Select WBS Element from the Displayed Columns list   .

The items in the "Displayed Columns" show on the report. Use the Hide and Show 
selected fields buttons to customize the output screen.

10. Click Hide selected fields   . The field moves from the Displayed Column pane to the Column 
Set pane.

11. Click Save layout   . The Save Layout dialog box displays.
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Save layout

12. Check User-specific check box   .

Uncheck the Default setting check box if you do not wish this to be your default layout.

13. Click Save layout field   .

For user-specific layouts, do not enter the "/" before the name.

Layout naming convention:  Business Area + sort text.

14. As required, complete/review the following fields:

Field R/O/C Description

Save layout R The layout determines the list format.

Example:
HC_No_WBS
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Field R/O/C Description

Name: R Persons or companys name or name given to an object.

Example:
HC No WBS Element

15. Click Continue   .

Change Layout

16. Click Transfer   .
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Payroll and Financial Object Detail Report

17. Click Internal Order header item   .

The next steps show how to subtotal by cost object and then display only the objects you 
wish to see.
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Payroll and Financial Object Detail Report

18. Click the left side of Subtotals   .

Scroll down to the bottom of the report page.
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Payroll and Financial Object Detail Report

19. Click Hide rows   . The detail rows collapse to display only the subtotals.
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Payroll and Financial Object Detail Report

20. Click Display rows for a specific cost object   . The detail rows for that specific cost object 
display.
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Payroll and Financial Object Detail Report

21. Click Hide rows   .

22. Click the left side of Export   .

23. Select Local File   . The Save list in file… dislog box displays.
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Save list in file...

24. Click Spreadsheet radio button   .

25. Click Continue  .

Payroll and Financial Object Detail Report

26. Click Directory matchcode   .
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Save As

27.

Click My Documents   .

28. As required, complete/review the following fields:

Field R/O/C Description

File name: R The "Save as…" file name.

Example:
Payperiod_070809.XLS

29. Click Save   .
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Payroll and Financial Object Detail Report

30. Click Generate   .

Payroll and Financial Object Detail Report
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31. Click Exit   .



ZFIPYFOR

Work Instruction

ZFIPYFOR - Display Posted Payroll Costs

7/27/20117:50 PM Page 16 of 16

Result

You have displayed payroll expenses posted from HCM, added subtotals and exported this data to excel.


