SELECT THE SCHOOL OR AREA FOR REVIEW:

OTHER ACADEMIC* ANNUAL SALARY REVIEW

*RANK LIST 2 PAID & NON-PAID

Quick Reference for the Approver Role

Menu  Edit

@0 EHE DD

From the SAP menu open the folder Role Z_HRASR_DEAN. SAP Easy Access - User menu for Irina Vains
&= | & | (832 =]«

Select ZASR - Annual Salary Review Overview.

. EI = ‘3 User menu for Irina Yainstock
. N (]
Click the Matchcode button @ ( on a Mac) to select Fiscal 2 e 5
@ ZASR - Annual Salary Review Overview
Year/Cycle/Step. The year changes each cycle year. b CJ Rale Z_HRASR_DEPARTMENT
b 3 Role 7_HRASR_SR_COMP_OFFICER
Select either the RLP (paid) or RLN (non-paid) review. U Favories

Click the Matchcode button (lEI on a Mac) to search for an
SAP Org. Unit (under MIT-all). Note: If you know the SAP Org. G oL CE® CUE Cmms HE @

Unit number you may enter it directly in the Org. Unit field. This Awinual Salary Review
@'i!i @

will be an 8-digit code beginning with 1000.

Tip: See the Matchcode Search Quick Card if you do not know the
specific number and need assistance.

Cycle Fiscal vear 2005 Step 1

3]
Click the List ASR button ..,
The Status field is right next to department name. Note: Changes
cannot be made until the status is Released.

Crg. Unit

New Created by Compensation Office.
Released The Approver completed initial review and
saved & released the ASR data for the DLC AT EE
' Administfa.tor. . ' TS = e T TRerTTo St
Submitted  The Administrator has completec;{ their review ]. e — e
and saved & submitted the data in SAP. B - L b B
Approved  The Approver has completed their final review {loootaoheraies s onaic.__few 1 B Ei : :
of the ASR data and approved it. B e —
Activated ~ Compensation Office activated the ASR data e T e
in SAP and it can be seen by HR and Payroll as
soon as it is activated.
Double click on the Department field to see the ASR
amounts at the employee level. Double-check status. E.. - i
Note: The window lists the department’s employees - R SR e

who are eligible for the ASR in

Menu Hely

alphabetical order. To sort or G oL Ca® Lk Dnh HE @m
cha nge the |ay0 ut, refer to the Annual Salary Review - Employee Overview
’
. . . W Check Surplus & Submit W Approve
Quick Card on Changing/Saving [~ _
LE! . 000 =Release/Export @Ce =5ubmit 000 =Approval  @OO =Activate | @ =Saved O =NotUpdated/Saved
Layout. IR EIHIEEEEEE = R EE R
10000299-Aeronautics and Astronautics
CI|Ck the Back & button to return Exception| Persio|Last name|First name Position Title % Adj.|z  Adj. Base|z Adj Amt|Saved Flag
3291 |5arah Hughes0006 Sponsored Research Administrative Start 3.00 44,750.00 | 1,534280] &
. 3268 |Anthony  |DeGeorge0007 | Sponsored Research Administrative Staff 3.00 37,500.00 | 112500 &
to the Depa rtment view. 3242|James  |Nashooo7 Sponsored Research Adminisirative Supery| 3.00 |  64,065.00 | 194655 | &
3216 |Wanda Adams0007 Sponsored Research Administrative Start 3.00 46,250.00 | 1,5387.80| &
= 193,385.00 - 5,801.55
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REVIEW ASR SUMMARY REPORT DATA:

Use the Summary Report to track and monitor changes and adjustment as the ASR is in progress.

e  From the SAP menu open the folder Role Z_HRASR_DEAN.
e Select ZASR — Annual Salary Review Overview.

e C(Click the Matchcode button (El on a MAC) to select
Fiscal Year/Cycle/Step. Note: Remember to switch between

the RLP & RLN reviews if you have both in your School or Area.

e C(Click the Matchcode button (lEI on a MAC) to search for

a SAP Org. Unit.

Tip: See the Matchcode Search Quick Card if you do not know

the specific number and need assistance.

tenu  Edit

tern  Help

[C@En BRE BT os

SAP Easy Access - User menu for lrina Vains

RN E R

= 3 User menu for Irina Yainstack

b [ Role 7 HRASR_DEPARTMENT
b (3 Role 7 HRASR_SR_COMP_OF

ry Review Cverview

FICER

WAnnual Salary Review

/gg@%
=

Click the Summary Report button .

e Look to the right of the SAP Dept Number to view the Status

field.

e Scroll to the right to view the (Over) Under amount.
e Scroll to the bottom to view the Total Amounts for your School or
Area. Note: The Summary report calculates the over/under

Cycle

Annual Salary Review

\

Org. Unit

Fiscal Year

2005

Step 1

amounts against the pool % not the Dean Allocated %. You will

have to scroll to the right to see the over/under field.

e Double-click on the Department field to view the ASR amounts at the Employee level. Note: Depending on the

size of your School or Area, you might need to scroll both up and down to view the entire report.

TO PRINT THE REPORT

e Click the Print g button from
the Summary Report screen.

e Depending on whether you are
using a PC or Mac, you may see
either a green checkmark or a
Continue button to proceed with
printing.

e When finished, click the Back &
button to return to the Annual
Salary Review screen.

HR/ASR: Annual Salary Review Summary Report

@ oH 0@ DHE DDoH B @B

HR/ASR: Annual Salary Review Summary Report
& &

Status field
2005 SRT 1
rFayroll  Annualized Salary Base Base

Dept Head Before  Adjustment After Alloc.@ Recom
Organization / Department Numbel  Status Count Rewview Ta Min Adjustment 3.00% Increase
Engineering Area
Aeronautics and Astronautics 0g100 Mew 12 733,640 o 733,640 22,009 22,009
Mechanical Engineering DBE00 MNew 12 733,840 0 733,640 22,009 22,009
Ocean Enginesring DB700 MNew 12 733,840 0 733,640 22,009 22,009
Industrial Performance Center 06BE30 Mew 12 733,640 €] 733,640 22,009 22,009
Artificial Intelligence Laboratory 0gas0 Mew 12 733,640 o 733,640 22,009 22,009
Lab for Information & Decision Systems 08870 Mew 12 733,640 o 733,640 22,009 22,009
Microsystems Technology Laboratories DBABD MNew 23 1,660,325 0 1,860,325 43,810 49 810
Materials Processing Center Area
Materials Processing Center 0E980 Mew [} 779,150 €] 779,150 23,375 23,375
Microphotonics Center 0g988 Mew [} 777,900 o 777,900 23,337 23,337
Total Materials Processing Center Area 12 1,557,050 o 1,567, 050 48,712 46,712
Total Engineering Area 1087 7,613,215 0 7,819 215 238,576 228,576
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MAKING ADJUSTMENTS DURING THE ASR PROCESS

PART #1: SAVE & RELEASE THE ASR DATA

This releases the ASR file to the DLC Administrator.

e From the SAP menu open the folder Role

Z_HRASR_DEAN.

e Select ZASR — Annual Salary Review

Overview.

e Click the List ASR button ﬂ%.
e View that the status field is New.
e Optional: Change the Dean Allocation %

@0 eae 2HE ODo0 HE 2

Annual Salary Review - Department Overview

& T E

)

Engineering Area

Sponsored Research Staff-

field for specific departments. (if you

change the % allocation SAP will Adjust
Amount). Note: You can only change the

white field (Dean %) on this screen

e Press the Enter key.

e (Click the Save button.

e C(Click the Select button to highlight the

changed department.

e C(Click Save & Release ﬁ'ﬁ? button to save

goH @@ DHEIOOLHD  HE @&

your changes and release
the file to the DLC
administrator. The file
status changes to

Departm... |Department ‘Slatua HC Base Amount Adj. % |Adjust Amount Dean ... |Adjust Amoun
_y e o 193,385.00 3.00  |5,801.55 3.00 |5,801.565
10000284 Microsystems Technology e 4} 220,600 .00 3.00 6,618.00 3.00 561800
10000283 Aeronautics and Astronalt e 4 193,385 00 3.00 580155 3.00 9,801.55
10000324 Mechanical Engineering Ew @ 193,385.00 3.00  |53,801.55 3.00 |3,601.55
10000329/0cean Engineering MNew K 193,385 .00 3.00 580155 3.00 |5B80155
10000336 Artificial Intelligence L e i3 193,385.00 3.00 |5,801.55 3.00 |5,801.55
10000338|Lab for Information & Dec = 4 193,385.00 3.00 |5,801355 3.00 |5,801.55
Bnjn] I I3
Tatal 1,380,910.00 41427.30 41427.30
SUrpILS 0.00

nnual Salary Review - Department Overview

Released. Note: Your & T EE
changes are then
released to the DLC 10000018 Engineering Area Sponsored Research Staff-Admini
Administrator. You have Departm... E‘panment Status HC  |Base Amount Adj. % |Adjust Amount Dean ... Adjust Amount  |Col
th t t I 10000292 In‘istr\a\ Performance Ce e it 193,385.00 3.00 5.801.85 3.00  |5,801.55
e Op Ion to release one WDDDUPQA Mic\:systems Technology L [le it 220,600.00 3.00 6,6168.00 3.00 |5,618.00
department at a 1000023 Aercnautics and Astronaut Feleased 4 193,385.00 3.00 5,801.85 2. .60 483463
. . 10000324 Mech§nical Engineering e it 193,385.00 3.00 5.801.85 3.00  |5,801.55
time. The % amount will 10000323 |0cear|Engineering Mew i 193,385.00 300 §,80145 3.00 |5,80155
10000336 Ar‘[ificwa\lntelligence L e it 193,385.00 3.00 5,801.85 3.00  |5,801.855
not Change at the 10000338 |Lab far lgformation & Dec W= 4 193,385.00 3.00 580155 3.00  [9,801.55
employee level until the
ASR data is released to the
DLC Administrator.
TIP: To release all DLCs at once, click Select All and then click Save & Release A . On a Mac, this
button is not labelled but is in the same location.
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PART #2: REVIEW, ADJUST & APPROVE THE ASR DATA

You can adjust the individual employee amounts after the DLC Administrator has submitted the data.

e From the SAP menu open the folder Role
Z_HRASR_DEAN. g bH @@ Dk onno BE Qn
. Select ZASR - Annual Salary Review .;J;Iaé SE.:.'ary Review - Department Overview
Overview.
R . [} 10000018 Engineering Area Sponsored Research Staff-A
e Click the List ASR button ..
. . Departm... |Department Status HC Base Amount Adj. % | Adjust Amount Dean ... |Adjust Amount
e Check to see that the status field is 10000292 fndustrial Performance G2 New 4 [19assson 300 5A0155 3.00 [580156
. 10000294 Microsystems Technology L " d 22060000 3.00 6,618.00 3.00 561800
Submitted. J000029% Aeronautics and Astronaut  Submitted |4 ) 193,385.00 3.00 580155 2.50 483463
. . 10000324 Mecharical Engineering 4 [193385.00 300 530155 3.00 580155
o Double click on the Department field to 10000329 0cean Engineering New M |193,385.00 300 |5.80155 3.00 |580155
10000336 Artificial Intelligence L MNew a3 193,385.00 3.00 5,801.55 3.00 |5.B801.55
see the ASR amounts at the employee 1000038|Lan for nformation & Dec___ew 4 1938500 B00 580155 3.08 [5.80155
level.
NO ADJUSTMENT
e Click the Select All button .
. g Appruve Annual Salary Review - Employee Overview
® CIICk the Approve @ Check Surplus (3 Export FAC/DHD to Excel Import FAC/DHD Excel to ASR Open FAC/DHD Excel File /& Submit &4 Approve 1
bUtton E_ECENDS CCO =Released OAD =Submitted CO@ =Approved @00 =Activated | @ =Saved A =NotUpdated/Saved ¢ =Err
EXCEL STATUS: Option not selected
ADJUSTMENT &g 2 [EFHECEL (2 L] (S L) i @
[ ] CI|Ck the check Surplus Except... Pers... Employee Name = % ... ® Adj. Salary B... Adj Amt Sav... *|® MNew Total = Nonb ... P
@ Check Surpl oo w 3.00 38,950.00 116850 & 40,118.50 000 -
eck Surplus [e3¢) 3.00 44,000.00 132000 & 45,320.00 0.00
P button to see fess) 3.00 35,900.00 1,077.00 & 36,977.00 0.00
, oo 3.00 53,750.00 161250 & 55,362.50 0.00
the department S Surplus oo . 3.00 35,000.00 1,050.00 & 36,050.00 0.00
A t fese) " 3.00 35,750.00 107250 & 36,822.50 0.00
mount. oco w——iL 3.00 53,600.00 1,608.00 & 55,208.00 0.00
fese) z — 3.00 46,000.00 1380.00 & 47,380.00 0.00
° Cha nge the amount in either oo . 3.00 40,000.00 1,200.00 & 41,200.00 0.00
000 | T C— 3.00 39,500.00 1,185.00 & 40,685.00 0.00
the %, Adjustment Amount, or
the New Total field. Note: These
three columns are connected; changing the amount in one will dynamically change the other two after you press
Enter.
e Press the Enter key.
. ] L] . .
o C(Click the Save button. Note: After all the ASR changes are saved, you can approve. Action will then be
taken by the Compensation office.
e Click the Select All button (underneath
the Department Name) to select all _@ 'd CO® CHE DO EE ©n
em p|0yee records. Annual Salary Review - Department Overview
A TR R
e C(Click the Approve & Approve | pytton.
10000018 Engi ing Al Sponsored Research Staff-Adni
Note: You have to Approve one A ’
. Departm... |Department Status HC Base Amount Adj. % |Adjust Amount Dean ... |Adjust Amount
Department at a time. 10000282 |ndusirial Performance Ce |New 4 [19339500 @00 [5.60155 3.00 [.80155
e 10000294 Microsystems Technology L ‘mk 220,600.00 3.00 |B618.00 3.00 |6,618.00
H 10000298 Aeronautics and Astmnaut, Approved 4\ 193,385.00 300 580158 2.50 483463
b CIICk BaCk bUtton' You return to the 1605324 Mechanical Engineering '\ Approved 4 /' 193,385.00 300 5,801.55 3.00 [5,80155
. . 10000328 Ocean Engineering N 193,385.00 3.00 5,801.55 3.00  |5.801.55
Departmental Ove rview screen. NOte' The 10000338 Artificigl Intelligence L Mewy 4 193,385.00 3.00 |2,801.55 3.00 |5,801.99
Status has Changed to Approved on the 10000338 Lab for Information & Dec Meswy 4 193,385.00 3.00 |3.801.55 3.00 |5,801.55

Department Overview screen.
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