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Purpose

Use this procedure to find Employee Traveler's Personnel Number to create  Travel Expense Report.

Trigger

Perform this procedure when Employee Traveler's Personnel Number is unknown.

Prerequisites

 Last Name or First Name of the Employee Traveler

Menu Path

Use the following menu path(s) to begin this transaction:

 Travel  Process Transactions  Process Travel Expense Report 

Transaction Code 

 PR05             

Helpful Hints

 xxxx within a document represents  a variable which may consist of a name, number, etc.
 In the field description tables, R indicates the action is required, O indicates the action is optional, 

and C indicates the action is conditional. 
 The following notes maybe used throughout this work instruction:
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Procedure

1. Start the transaction using the menu path or transaction code.

Travel - SAP NetWeaver Portal

2. Click on Travel tab  to create a Travel Expense Report
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Travel - SAP NetWeaver Portal

3. Click on Process Transactions sub-tab  to create a Travel Expense Report
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Travel - SAP NetWeaver Portal

4. Click on  tree item to create a Travel Expense Report from the Travel Expense 
Manager screen.
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Travel Expense Manager

5. If Employee Traveler's Personnel Number is unknown, Click on options list button  to find Personnel Number.

Default Personnel Number of the logged in Employee will display.
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Personnel Number (1)

6. Click on Less button  to display selection options



  

Title:  Search for Personnel Number to create Travel Expense Report
Area: Travel Management

Business Process Procedure

Search for Personnel Number to create 
Travel Expense Report  Transaction Code:  PR05

Last Modified:  6/19/2013 8/14    Business Process Procedure

Personnel Number (1)

7. Choose and select from options list screen. For example .
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Personnel Number (1)

8. Perform one of the following:

If Then Go To

Click on enter button  to accept and 
continue

Step 9
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Last Name or First Name of the Employee 
Traveler

Enter either First name or Last name of the 
Employee Traveler in the text box. For 

example Last name: .

Step 9
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Personnel Number (1)  413 Entries found
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9. Perform one of the following:

If Then Go To

Click on Enter button  to accept the 
selected Personnel Number and continue

Step 10

Personnel Number Select appropriate Personnel Number. For 

example: .

Step 10

Travel Expense Manager

10. Click on Enter  button to continue.
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Selected Personnel Number displayed here.

End of simulation.

list of already created Trips for that Personnel Number appears.
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Result

You have found Employee Traveler's Personnel Number Successfully.


