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1. Verify Employee Data 

1.1. Purpose 
 

Purpose of this document is to explain the steps involve in Employee Master Data 
Verification.  

2. Process Steps 
 

Please follow listed below step by step guide to verify employee data, once you have been 
login successfully in SAP System. In case you are not able to login, please check another 
document explaining “How to Login in SAP”. 

 

Step – 1 
 

Once the system is login successfully, search for “HR General Report” at top Menu Bar. 

 

Step – 2 
 

Click on “Master Data Verification report” Tile/Box to open the report. 
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Step – 3 
Report screen will open in next screen; enter your Personnel area / Location to read the 
employee records relevant to your area. 

 

Press F4 key or bubble on Personnel Area to view complete list and select your location 
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Field name Description User action and 
values 

Comments 

Personnel Area    Personal area is 
Circle/S.E./PD/Manager 
Office 

e.g:  2000 is for chakwal 
circle  

Personnel Subarea   Personal Subarea is 
Divisions/Sub-
Divisions/sub office 

e.g: 2005 is for chakwal 
division 
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Step – 4 
 

If needed, Press F4 key or bubble after placing cursor on Personnel Sub Area to view 
complete list and select your location 

. 

 

 

 

Field name Description User action and 
values 

Comments 

Personnel Area  1000 Enter personnel Area 

e.g: 1000 is for IESCO 
HO/ CEO 

Personal area is 
Circle/S.E./PD/Manager 
Office 

Personnel Subarea 1001 Enter Personnel 
Subarea, e.g: 2001 is 
for IESCO Head Office 

Personal Subarea is 
Divisions/Sub-
Divisions/sub office 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step – 5 
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Press Today radio button and press execute button. 

 

 

 

Results will display on next screen.  

 

 

 

 

 

 

 

 

 

 

 

 

Step – 6 
 

Press More button 
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Step – 7 
Click on list button. 

 

 

 

Step – 8 
Click on Export button 
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Step – 9 
Click on Spread Sheet button 

 

 

 

 

Step – 10 
Click on Continue button 
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Step – 11 
Enter name for the file to be saved. 

Click choose button. 

 

 

 

 

 

 

 

 

 

Step – 12 
Click on More button. 
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Step – 13 
Click on More button. 

 

 

 

 

 

Step – 14 
Click on GUI actions and setting button 
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Step – 15 
Click on WebGUI File Browser button 

 

 

 

 

 

Step – 16 
Select file you created recently 
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Click export to native file system button 

 

 

 

Step – 17 
Click on the downloaded file 
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Step – 18 
Excel file has been displayed. 
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3. Correcting Employee Data 

3.1. Purpose 
 

Purpose of this document is to explain the steps involve in Employee Master Data Correction.  

4. Process Steps 
 

Please follow listed below step by step guide to correct employee data. 

Step – 1 
 

Once the file is downloaded, enter Enable Editing button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 
 

 

 
LAST SAVED - 12/12/2018 10:40:00 PM 

IESCO_SAP_ERP_MasterData_Manual 
V1.2 (1) 

       How to Login in SAP 

Configuration Document   

 

PAGE 16 OF 22 

 

Step – 2 
 

Click File button 

 

 

Step – 3 
Click save as button 
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Step – 4 
Click on Desktop 
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Step – 5 
Enter name as Correction 
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Step – 6 
Click save button 

 

 

Step – 7 
Go to Desktop of your computer, file will be at desktop 
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Step – 8 
Open the file, Select the cell 

 

Step – 9 
Click on Fill color button 
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Cell has been highlighted in red color 

 

 

Step – 10 
Press CTR+SAVE button from keyboard. 

 

Note: Hard and Soft Copy 
-All concerned must verify employee’s data as per working strength, name, father’s name, 
CNIC, BPS etc and all available fields/record. 

-Subdivision will send their Correction files to Division/Current Senior Office along with 
Certificate.  

Division will consolidate all Sub Divisions/ Sub Office and send to Circle Office (SAP-
Resource Person) along with certificate. 

Circle will also consolidate all corrected/verified master data in all respects, and send to Head 
Office along with certificate. Final employees data also email on saphriesco@gmail.com,  

Help Line 
- SAP Resource persons are available for any help and query. 

In case of any issue, please must email (sapphriesco@gmail.com) and call below mentioned 
contact persons related to your issue / department or send email with complete details of your 
issue. Make sure screen shot of issue must be attached with your email. 

 

Human Resource / HCM 

Contact Person -1: Ali Waqas Khan – 0305-8882194  

Contact Person -2: Amina Rizwan – 0305-8880824 

Contact Person -3: Muhammad Irfan Aslam Kiani – 0305 - 8880833 

Contact Email Id: saphriesco@gmail.com 

mailto:saphriesco@gmail.com
mailto:sapphriesco@gmail.com
mailto:saphriesco@gmail.com
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