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SPT ANNUAL SALARY REVIEW

Quick Reference for the Administrator Role
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From the SAP menu open the folder Role Z_HRASR_DEPARTMENT. SAP Easy Access - User menu for
BE= | B> | @& 2| [~]~

=~ {3 User menu for JUDYR.DP
>3
~=

Select ZASR - Annual Salary Review Overview.

. | L] . 1 Role ZMIT
Click the Matchcode button ( on a MAC) to select Fiscal i Role Z HRASR. DEPARTMENT)
B 2 ZASR - Annual Salary Review Overview
Year/Cycle/Step. The year changes each cycle year. 01 Role Z_ HRDLC_EDUCATION
1 Role Z HRDLC_EMERGENCY_CONTACT

2
[>2
: > (1 Role Z HRDLC_ETHNIC_& MILITARY_DAT.
Select the SPT (Support Staff) review. b 01 Role 2 HROLC FAD OIAR. ARPTS
>3

1 Role Z HRDLC TEL DIRECTORY UPDATE

Click the Matchcode button (E on a MAC) to search for
an SAP Org. Unit (under MIT-AIll). Note: If you know the SAP G ol CO® DB DBoD @m
Org. Unit number you may enter it directly in the Org. Unit Avinual Salary Review

field. This will be an 8-digit code beginning with 1000. 2 )i |

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

. . LIST ASR button
the specific number and need assistance.

Click the List ASR buttonﬁ% Cycle Fiscal Year 2005  Step 1

The Status field is right next to Department name. Note: Chie il

Changes cannot be made until the status is Released.

New Created by Compensation Office.

Released The Approver completed initial review
and saved & released the ASR data for
the DLC Administrator.

Submitted The Administrator has completed their
review and saved & submitted the data in

SAP. Sponsored Research Staff-
ApprOVEd The Approver hGS Completed the,rﬂnal Departm... |[Department Status HC Base Amount Dean ... \Dean Amount
review Of the ASR data and approved it. 10000298 Aeronautics and AstronzlReleased J 4 193,385.00 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

New Column called Saved has

amounts at the employee level. Note: The window lists the department’s

been added in response to
employees who are eligible for the ASR. To sort or change the layout, refer to I s

departments’ concerns about not
the Quick Card on Changing/Saving Layout.

knowing whose record they had
changed prior to submitting. The

column has a yellow triangle to

Annual Salary Review - Employee Overview

P Check Surplus (B3 Export FAC/DHD to Excel )Import FAC/DHD Excel to ASR %4 Open FAC/DHD Excel File & Submit & A e

indicate an employee’s record has
not been updated or saved.

& =Not Updated/, ¢ =Error

EXCEL STATUS: Option not selected

Q2 AT (E L %L CEEm =L @ When you make a change to the
record and save it the yellow
R Except... Pers... Employee Name - % ... ® Adj. Salary B... ® Adj Amt Sav... New Total * Nonb... P . .

COD RS (I 3.00 38,950.00 1,168.50 4 40,118.50 000 = trlangle becomes a green circle.
00O N Theses i 3.00 44,000.00 132000 & 45,320.00 0.00 .
Lo T — 3.00 35,900.00 1,077.00 & 36,977.00 0.00 This helps departments to know
0O I i . 3.00 53,750.00 1612.50 & 55,362.50 0.00 .
CO0 TS Summ— 3.00 35,000.00 1,050.00 & 36,050.00 0.00 where they left off the last time
coo | TR " 3.00 35,750.00 1,07250 & 36,822.50 0.00
oo T e —_— 3.00 53,600.00 1,608.00 & 55,208.00 0.00
0o IS 47,380.00 0.00

B cooag s TR 3.00 46,000.00 1,380.00

pl



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.

PRI CEQ CHE IDLN AR @@
Annual Salary Review - Employee Detail

TO REMOVE AN EMPLOYEE FROM THE REVIEW

e Click the Matchcode button in the Comment
Field.

e Double click on your comment choice from

Sponsored Research Staff-Administrative
NashBO07 James

Appointments.

the comments Hit List Department Appointment Increase New Total

e Press the Enter key.

e Click the Save B button.

e Click the Back ¢ button to return to the P st GrSeected
H . ™ dj. Adjustment Type Amount Pct Eff. Date Walid to Comment
Employee OVEFVIEW screen. NOte The ASRI Annual Salary Increase 1,622.13 2.50 01/01/2005/12/31/8998
. . i 7
Adjustment Amount field for that employe N — F
is 0.00. The ASR Pool will decrease; the — _
W
money cannot be re-allocated, B |Renove fron &Sk - Teminating @)
. 03 Remove from ASR - Changing Department (D)
except in the case of deferred me#it. B8 |Genove fram ASK - Srenging Payrall Gategory (0)
06 Remove from ASR - Negotiated Salary (D)
07 Review no Increase - High in Range (*)
08 E?\:iewrno.fn{:teasgr-’?e'lcrvv%lfx;fﬁl‘:tatwns (*)
TO ADD A LUMP SUM ™
11 COMMENTS HIT LIST
12
: : . T o a2
e Click the Insert Line button on the Employee Detail screen. G [ A Gnily - Reemonet i s ()
16 Other Academic Only - Reappoint without Increase (16)
. v A A A 17 Other A:ademic Only - No Changes (D) i G
e Click the Enter . button on the Adjustment Type Hit List. 1 ||eSor fedonits Uiy - fvicn Biereeos Gitl ()

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 B 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 Approver.

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

e Click the Select All button B‘ to select all employee records. (On a Mac the button is located underneath the

Department Name and is not
la be|ed) Annual Salary Review - Employee Overview
g rH @@ CHE SDO0 HE @B

e Click the Submit R Submit Annual Salary Review - Employee Overview
button. Note: The Exception ) Gl Bl |/ 1 B
LEGEND: ©00 =Release/Export ©20 =Submit  ©0@ =Approval @O0 =Activate | @ =Saved & =NotUpdated/Saved
column for each employee
. ) o EIEIRIBER R RERIEEEERE R
displays the “yellow light”. 10000299-Aeronautics and Astronautics
Exception Persho|Last name|First name Position Title % Adj.[z  Adj. Base|z Adj Amt|Saved/Flag |z New
000 3291 |Sarah Hughes0006 |Sponsored Research Administrati.... 2.50 | 44,750.00 | 1,118.75| & 45,868
000 3268 |Anthony  |DeGeorge0007|Sponsored Research Administrati..| 2.50 | 37,500.00 93750 | & 3843
o000 3242|James Nastiioo7 Sponsored Research Administrati...| 2.50 | 64,885.00| 1622.13| & 66,50
000 3216|Wanda |Adams0007  |Sponsored Research Administrati..| 2.50 | 46,250.00 | 1,156.25| & 47 406
= 193,385.... = 4,834.63 = 198,21

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.

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

Submitted on the Department Overview screen.

| 0 Q@ CHE DL HE @m

Annual Salary Review - Department Overview Departmental Overview screen B_Daal @
rRTEQR before and after submitting. Department Overview
fid 99 Aeronautics and Astronautics Sponsorea nesearcn »TaTT -

Sponsored Research Staff

Departm... |Department Status HC  |Base Amount Dean ... |[Dean Amount
10000298 Aeronautics and Astrond Released 193,385.00 2.50 |4,834.63

artm.... |Di Status EC Base Amount Dean ... [Dean Amount

00299 Aeronautics and Astrond.Submitted 193,385.00 2.50 |4,834.83
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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
e Select Spreadsheet. 0 oy

° CIle Enter & button. :EEGENDjJ OO0 =Released OAO =Submitted OO@ =Approved WOO =Activated | @ =Saved 4 =NotUpdated/Saved ¢ =Error

EXCEL STATUS:  Option not selected
e Enter a File name. Save as .xls = Q) @) (&FEEF L (B %L EI e @)

e (Click the Generate button.

B ... Pers... Empl N " % ... ® Adj. . .
e = Poyselteme ol . Inwhich format should the list

< be saved ?

e Gotothe Local File and open

P Check Surplus [ Export FAC/DHD to Excel BJImport FAC/DHD Excel to ASR %3 Open FAC/DHD Excel File & Submit & Approve !

R Except
[e00]
(o0 0]
the spreadsheet. =5 1ol Sieno
oo 3.00 35,000.00 . unconverted
(00 0] 3.00 35,750.00 1
EXCEL SPREADSHEET FORMATTING - S ¥ @0 o= R fomat
@ rma
e Delete the 1st & 2nd blank
columns.
e |nsert 4 columns to the left of column D.
Enter the followi [
. n er. e.o owing column 5 £ = G
headings in bold text: What if % What if Hrly Inc What if New Hrly | What if Annual Inc

Important Note: Format
column D to 2 decimal places, and columns E, F and G to 4 decimal places. 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 £ = G

and G to calculate the What if Hrly Inc, What if

=(J7*D7)/100 =J7+E7 =(E7*M7)*52

New Hrly, and What if Annual. Note: Column E
and G should show zeros; column F should show the Adj Hourly from column J.

e Enter a formula for the Total What if Adjustment Amount in column G (at the bottom of the column).

18y
How To: You can use the Auto Sum L 10 ) et it ]
fu n CtIO n’ ore nter th e fo rmu Ia: B Ell’e Edit  View Insert anm?% Tools ‘ Data Window Help | Typea
g DEHRSGRIVE |- | - Bim ~10 - B Z UESEE|S % 0 BBEE|E-DA
=SUM(G7:G?) where ? is the last row M- A
[ [ b [ E ] F G [H T 17 T o T K[ L [ M N
of the column you need to add. \;i —1
3
BN What if %  What if Hrly Inc What if New Hrly What if Annual Inc % Adj = Adj. Base Adj Hrly Saved New Hrly Hours Increase
[}
Enter a formula to calculate the ?:AdmlmshahveAssistan 250 05483 26,5783 58991 351 2359630 2593 684 175 8281
. . . . 8 |Administrative Assistant Il : 0.7999 230199 1569.84 351 4332900 2222 23 375 152100
Remalnlng Allocatlon Amount in 9 |Financial Assistant 370 23.2599 172621 352 4655440 2243 2322 40 154320
column G below the Total What if T Aty Asssant || 410 2 35 mard 21 Bo 10 1570
2
13 6539.34 199,488.90 6997.90
Annual Inc: =N#-G# 12 D i
16
FORMATTED SPREADSHEET

Remaining Allocation Amt = Increase
— Total What if Amt

Note: Remember to enter the final Hourly Inc amounts from Column E back into SAP with only 2 decimal
places.
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