ADM ANNUAL SALARY REVIEW

Quick Reference for the Administrator Role

SELECT THE DEPARTMENT FOR REVIEW:

Menu

goH c@e M DDoD

Edit Favorites Ezxtras Help

System

From the SAP menu open the folder Role Z_HRASR_DEPARTMENT.

SAP Easy Access"® -
3= | 2| | 2| [=][=~

User menu for

Select ZASR - Annual Salary Review Overview.

=
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Click the Matchcode button (E on a Mac) to select Fiscal <

Year/Cycle/Step. The year changes each cycle year.
Select ADM (Administrative Staff) review.
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Click the Matchcode button (E on a Mac) to search for
an SAP Org. Unit (under MIT-AIll). Note: If you know the SAP

id Role Z HRASR_DEPARTMENT!

User menu for JUDYR.DP
1 Role ZMIT

|IPH Q@ SHE (DO AR @

2 ZASR - Annual Salary Review Overview
(1 Role Z_HRDLC_EDUCATION
1] Role Z HRDLC_EMERGENCY_CONTACT
(1 Role Z HRDLC_ETHMNIC_& MILITARY_DAT.
(1 Role Z HRDLC_FAC_CHAIR_APPTS
1 Role Z HRDLC TEL DIRECTORY UPDATE

Org. Unit number you may enter it directly in the Org. Unit
field. This will be an 8-digit code beginning with 1000.
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Avinual Salary Review

An

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

Click the List ASR button £,
The Status field is right next to Department name. Note:

Changes cannot be made until the status is Released.

New
Released

Created by Compensation Office.
The Approver completed initial review
and saved & released the ASR data for

LIST ASR button

Cycle Fiscal Year 2005 Step 1

QOrg. Unit

the DLC Administrator.

The Administrator has completed their ~TE B

Submitted

review and saved & submitted the data in
SAP.

fig

Aeronautics and A

Sponsored Research Staff-

Approved  The Approver has completed their final

Departm... |[Department

Status

HC  |Base Amount Dean ... \Dean Amount

review of the ASR data and approved it. 10000299 Aeronautics and Astron

_Released

193,385.00 2.50 |4,834.63

Activated

Compensation Office activated the ASR

data 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. Note: The window lists the department’s
employees who are eligible for the ASR. To sort or change the layout, refer to
the Quick Card on Changing/Saving Layout.

Annual Salary Review - Employee Overview

2P Check Surplus [3) Export FAC/DHD to Excel BJImport FAC/DHD Excel to ASR #4 Open FAC/DHD Excel File & Submit pprove !

lrLE(]ENDjJ OO0 =Released ONO =Submitted CO@ =Approved @OO =Activated | =Saved & <O =Error
EXCEL STATUS: Option not selected
& Q) 2 (AIF6EF L[S L% Ele @)= b (@

R Except... Pers... Employee Name % ... ® Adj. Salary B... ® Adj Amt 'Sav... * = New Total * Nonb... P

(000} TUNRS | F— 3.00 38,950.00 1,168.50 & 40,118.50 0.00 =~

[0 ] EIETS TR 3.00 44,000.00 1,320.00 & 45,320.00 0.00

oo (5 DK M ot 3.00 35,900.00 1,077.00 & 36,977.00 0.00

[o00] TLTERY (Ti— . 3.00 53,750.00 161250 & 55,362.50 0.00

(000 J w 3.00 35,000.00 1,050.00 & 36,050.00 0.00

(000} " 3.00 35,750.00 1,072.50 & 36,822.50 0.00
e — oo = — 3.00 53,600.00 1,608.00 & 55,208.00 0.00
Rev 5/1 (o0 0] i A 46,000.00 1,380.00 & 47,380.00

New Column called Saved has

been added in response to
departments’ concerns about not
knowing whose record they had
changed prior to submitting. The
column has a yellow triangle to
indicate an employee’s record has
not been updated or saved.
When you make a change to the
record and save it the yellow
triangle becomes a green circle.
This helps departments to know
where they left off the last time
they worked on the review.



MAKING ADJUSTMENTS: EMPLOYEE OVERVIEW SCREEN

e Make a change to either the %,
] Annual Salary Review - Employee Overview

Adjustment Amount, or New
2P Check Surplus [ Export FAC/DHD to Excel BJImport FAC/DHD Excel to ASR %3 Open FAC/DHD Excel File & Submit & Approve !

TOtaI for an employee' EECEND:] ©00 =Released OO itted CO@ =Approved @OO =Activated | @ =Saved & =NotUpdated/Saved ¢ =Error

EXCEL STATUS: Option not selected
6 © ATHREL (LN QERES

the Enter key | 8 et e w— W g S B

e After making a change, press

. ' Except... Pers... Employee Name | | %...[= Adj.SalaryB... = Adj Amt Sav... * ® New Total * Nonb ... P

Note: These three columns are | coD  mwms (m— 3.00 38,950.00 1,16850 & 40,118.50 000 =
P OO0  GWNEE (heses) Miwwns 3.00 44,000.00 1,320.00 & 45,320.00 0.00
connected, so Changmg the ;,} [os QT TE——— 3.00 35,900.00 1,077.00 & 36,977.00 0.00
. . 000 [N —" 3.00 53,750.00 161250 | & 55,362.50 0.00
number in any one column will T 000 s Sum— 3.00 3500000 1,050.00 & 36,050.00  0.00
. [o o R P ——— 3.00 35,750.00 1,07250 | & 36,822.50 0.00
dynamlcally change the other OCO S Sitmem———. 3.00 53,600.00 1,608.00 & 55,208.00 0.00
S oJE - ——— 3.00 46,000.00 1,380.00 & 47,380.00 0.00

two, after you press Enter.

e Click the Save B button.

To export the data and use a “What If” scenario in Excel, see page 4.

MAKING ADJUSTMENTS: EMPLOYEE DETAIL SCREEN

e From the Employee Overview screen, double-click on the Employee Name field to view the Employee Detail
screen.
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TO REMOVE AN EMPLOYEE FROM THE REVIEW

Annual Salary Review - Employee Detail

e Click the Matchcode button in the Comment
Field.

e Double click on your comment choice from
the Comments Hit List. Reaans eedeigan lpcezze New Tota

fl-Administrative

e Press the Enter key.

e (Click the Save B button.

e (Click the Back e button to return to the

. . Adj. |Adjustment Type Amount Pct Eff. Date Walid to Comment
Employee OVerV'eW screen. NOte The ASRI Annual Salary Increase 1,622.13 2.50 01/01/2005/12/31/8998
Adjustment Amount field for that employeg = it Lt ,!
is 0.00. The ASR Pool will decrease; the EFE _
W
money cannot be re-allocated, S e T Tamieiing 00
. 03 Remove from ASR - Changing Department (D)
except in the case of deferred mefit. 8 |Remove fram ASK - Changing Payrol Cetegery (D)
06 Remove from ASR - Negotiated Salary (D)
07 Review no Increase - High in Range (*)
08 EE\:iEWVTO_EnF':EESfV',?91?wfx’ff?tat'°"s (*)
To ADD A LUMP SUM B
1 COMMENTS HIT LIST
12
: : ‘ : 1 [Ravion o dreresss i
e Click the Insert Line button on the Employee Detail screen. 15 |other Academic only - Reappoint with Increase (15)
16 Other Academic Only - Reappoint without Increase (16)
v 1; g::er ::a:emic gn}y - :u Chan[l;es (D) i G
H N . H 1 er Academic On . eview Increase On
e Click the Enter ¥ button on the Adjustment Type Hit List. 4 y 4o

e Enter the correct amount in the Lump Sum Line. Note: The Lump Sum is
a one-time payment and does not affect the New Total for the employee.

e (Click the Save g button.

e Click the Back e button to return to the Employee Overview screen.
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SUBMITTING THE ASR DATA:

After the Adjustment Amount changes have been completed and saved in SAP, the ASR data needs to be
submitted back to the Assistant Deans for review and approval.

Note: Once the data is submitted, changes to the amounts can only be made by the Assistant Deans.

If you are not already at the Employee Overview screen, please see page 1 for instructions on Selecting
your Department for Review.

Click the Select All

Annual Salary Review - Employee Overview
0EICOQ EHE DDLD FFE @m

Annual Salary Review - Employee Overview
Click the Submit @B Check Surplus & Submit

button ‘ to select all
employee records.

@ Submit button LEGEND: ©00 =Release/Export  ©@0 =Submit  ©0@ =Approval @O0 =Activate | @ =Saved & =NotUpdated/Saved
’ ERRBRERERIERERIEERERERI
10000299-Aeronautics and Astronautics

column for each & Exception|Persho|Last name|First name Position Title % Adj.=  Adj. Base|z Adj Amt|Saved|Flag |z
3291 |Sarah Hughes0006  |Sponsored Research Administrati..| 2.50 | 44,750.00 | 1,118.75
3268 |Anthony | De@eorge0007 Sponsored Research Administrati...| 2.50 | 37,500.00 937.50
3242 |James Nastio07 Sponsored Research Administrati..| 2.50 | 64,885.00 | 1,622.13
3216 |Wanda |Adams0007 Sponsored Research Administrati..| 2.50 | 46,250.00 | 1,156.25
= 193,385.... = 4,834.63

Note: The Exception

employee displays the

8888
/0|

“yellow light”. You can

submit one employee
at a time.

If you see a Base Allocation Error, this means an employee’s salary or percent effort has changed since
the creation of the review. In this case, please contact Compensation.

Click Back e button to return to the Departmental Overview screen. Note: The Status has changed to

Submitted on the Department Overview screen.

g0E Q@ SHE DL BEI@m

Annual Salary Review - Department Overview Departmental Overview screen B_Daal @
rTE before and after submitting. Department Overview

{100 3‘ Aeronautics and Astronautics Sponsorea nesearcn >TaTT -
Sponsored Research Staff
Departm... |Department Status HC  |Base Amount Dean ... |Dean Amount
10000299 Aeronautics and Astrond. Released 193,385.00 2.50 |4,834.63 ... |Dex Status Base Amount Dean ... |Dean Amount
00299 Aeronautics and Astrond . Submitted 193,385.00 2.50 4,834.63
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WHAT IF SCENARIO IN EXCEL

If you prefer, you can download the employee data to an Excel spreadsheet before making adjustments
in SAP. However, the final increase amounts must still be entered, saved & submitted in SAP.

e From the Employee Overview screen click the Export button @

e Select the Local File option.
Annual Salary Review - Employee Overview
2P Check Surplus [3 Export FAC/DHD to Excel )Import FAC/DHD Excel to ASR ¥ Open FAC/DHD Excel File & Submit &7 Approve !

e Select Spreadsheet.

e Click Enter & button LLEGEND] 00O =Released ©AO =Submitted CO@ =Approved OO =Activated | @ =Saved A =NotUpdated/Saved O =Error
: EXCEL STATUS: Option not selected
e Enter a File name. save as .xls R @) (EFER L (B L% EI (Tls ]

e (Click the Generate button.

D Sa—— 3.00 35,000.00

‘ Except... Pers... Employee Name % ... = Adj. ) .
. Inwhich format should the list
P OO MG [ 3.00 ]

e Gotothe Local File and open b P . [ [E—

Lo R — 3.00 35,900.00
the SpreadSheet- COO TSN il . 3.00 53,750.00

©oo
©coo
©oo
©oo

" 3.00 35,750.00 e
EXCEL SPREADSHEET FORMATTING — S0 eowoo [ ERiSe ozt
e Delete the 1st & 2nd blank
columns.
e Insert 3 columns to the left of column D. D E F
e Enter the following column headings in bold text: What if % What if Adj Amt What if Total

Resize the columns as needed

Tip: To re-size all columns at once click on the box in upper right corner (above the #1) and select
spreadsheet. Then place your cursor between column A & B and double click.

e Enter the formulas shown at right in columns E & F to calculate the £ F
What if Adjustment Amount & What if Total (where #=row number) =D#/100*H# —E#+H#
Note: Column E should show zeros and column F should show the
Adjustment Base from column H.
e Enter a formula for the Total What if
- .
Adjustment Amount in column E: (On the ——— ]
same row as the tOtaIS for. HI |, & L) 0] Fle Edt View Insert Fomat Tools Data Window Help 3 Type a question for help
aral -0 - B I U|E A8 % o0 w0 _'{‘)'A'!
DESHROIERITHIE DA F9-0- 85 -4 4 0ew -@
. . A A B6 v A Jones Henry o l
How To: Click in the cell in column F in the T 5 Co I F T F T®IL &I T TR T
total row. Choose Insert >Function. In the i
3
pop-up window choose SUM. In the next pop- g:Emplnyee Position Title pWhat If % What if Adj Amt What if Total % Adj | Adj Base Adj Amt Saved *  New Total
H . H B |J H Facili 3.00 2550 87,550.00 35 85000.00 2975.00 87,975.00
up window, check that E7: Ef defaults inthe = fop o’ wonge® ™ 2a  wx siex i omwiue  sme
. . . . iller, Pedro rincipal Researt ientist ) | . i 't A b
Number 1fleld, If nOtle the data. Click OK. 9| Kendal, Robert Spuné’nredReseamh 0 7575000 35 7575000 265125 7840125
10| Borne, Rebecca Technical Assistant 0 46,150.00 35 4615000 161525 47768525
11 |Levitt, Joseph S| d R h Technical St 0 63,450.00 35 6345000 222075 65670.75
Can use AUto Sum E I;E\‘:v”nI E‘Gissep Rzzgzvuéi sziie:;\yscl semeel S 0 62,300.00 35 6230000 2,180.50 64 ,480.50
13
L. E 440,380.00 15,413.30
e Enter a formula to calculate the Remaining e
7]

Allocation Amount in column E below the
Total What if Adjustment Amount.

Total Adjustment Amt — Total What if Adjustment Amt = Remaining Allocation Amt
=I#-E#
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