Quick Reference Card — Employee Hours by Pay Period
Spinifex Documentation in SAP - /SPIN/ER

Plrocess: Utilize Spinifex reporting software to review employee
hours by pay period.

PROCEDURES

Login to myUK with

your link blue ID and
password.

Use your link blue ID and password below

&

Click the IRIS option
to open the SAP
Easy Access menu.

Launch Pad Employee Self Service Employee Seff-Service (LK) Manager Self-Service
IRS Systems

IRIS Systems

LaunchPad

From here you can select a system to launch.

0 —
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Once on the Easy
Access menu press
the Ctrl+Shift+F4
keys at the same
time.

This will bring up the
Manual entry of a
transaction screen.

Enter /spin/er in the
transaction code
field.

SAFP Fasy Access

&

SAFP Fasy Access
& | & | & & | w|a

o B o SHEB OO0 HE

7 =4 Favorites
PAZ0 - Display HR Master Data
PA20 - Maintain HR. Master Data

|[«][¥]

Manual entry of a transaction

Transaction Code

fspiner <:

[

Hit enter which will L VR
add the Spinifex e
Easy Reporter
transaction to your
Favorites section.
SAFP Easy Access
Double click on the & o dd Cen SHRE SN O8 EE
/SPIN/ER option to
SAFP Easy Access

open SpinifexIT Easy
Reporter.

LA ==

= 24 Favarites
JSPIMJER - Easy Reporter
PA20 - Display HR Master Data
PA20 - Maintain HR. Master Data
S_PHO_4B000510 - Ad Hoo Query
PUDC_10 - Off-Cycle Workbench
PC_PAYRESIULT - Display Payroll Results
/SPIN/EHD - Easy Help Desk

|[«1[»]
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) ) EFasy Reporter
Click on the triangle

next to Company O #
Reports to view \
options. &-‘/

y[> [J Company Reports
[ [J User Reports

[ (7 Draft Reports
I [ sSpinifexIT Pre-delivered

spinifex

Easy Reporfer

Click on the triangle G

next to Payroll

Reports to view S Company Reports
~ &4 Payroll Reports

report option Cost Distribution (ITO027) >

IT 0008 Locked Repart

bl lick h Ernployes Hours by Pay Period
Double click on the Ernployes Pay to Pay Comparison Y2.0

L L
Employee Hours by Employee Pay to Pay Comparison S p I n I {Q y

Pay Period. Locked Payrol Report
Payrall Preliminary Posting Report:

Pay Stub Paper Election
Predirninary) Final Posting with Hours MHKES H R"{ P &y n 'Dﬂ f aster

I [J Tirme Reports
End of Crientation Eﬁ‘sy prﬂf‘fer

[r= I O O 0 I T
—
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The “i” tab may
provide information
about the report.

- Em, e Hours by Pay Period

It also provides finclom Iscreen | [ Save Report variant | |28 Execution Options | [ Modify Output

- “
generlc Pre_saved hll:' k Report Data Period k Select Employees k Run the Report |

Variant options. A
<
Employee Hours by Pay Period

Click on the
appropriate circle for
the biweekly or
monthly variant you
desire to process.

Report Description

Report is to be used to verify employes hours to be paid by pay period

Once a variant has Select a predefined layout

been Chosen C| |Ck on |E| Presaved Wariant Wariant Type |Owher Select Wariant
|Eliweekly Pay Period GLOBAL ZLBERT1 D\ o

the Report Data I | —~

. | Monthly Pay Period GLOBAL ZLEIERT/ =) i
Period tab. \/L

- Emplovee Hours by Pay Perfod
Tab’s data will pre-

. findowe | &b Run FulScreen | [ Save Report variant || 98 Execution Options | [+ Modify Cutput
populate with the

current pay period [l ' Report Data Perind Select Employees k Run the Repart |
information based on ﬁ
the variant chosen. 3ayroll Period (/

Payroll Area Bl 0572872017 to 06/10/2017
Click on the Select @ Current Period 12 2017

i Other Period
| Period |
| [ Alternative Dates |

Employees tab.
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Tab contains options
to pull data/narrow
results.

Enter appropriate
data in field(s).

External Person ID,
Personnel Number,
Organizational Unit
or Org Selection can
be used to pull data.

Box on right with the
yellow arrow allows
multiple entries.

To save variant with
desired changes click
the Save Report
variant option.

r - Employee Hours by Pay Period

1 Window | & Run FullScre

Save Report variant QE' Execution Options
N

Modify Output

M | Report D/ B

" Select Ernployees k RLn the Re

Employes Selection

ort ,'I-(

E Selection Type Option |Walue
External Person ID T
Personnel Murnber
Payrall &rea =| |B1

Ernployrment Status

Personnel Area

Personnel Subarea

Ernployee Group

Ernployee Subgroup

Organizational Uit

0rg Selection

L EE EL R L L S S B Bl
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If a pre-existing
variant was used
please click the
Create New option.

Enter a Description
for the Variant.

Change the option
for Select who can
access this Variant
by clicking on the
paper icon in the
field and choose
USER / User Specific
Variant. This will
allow only you to use
the variant.

Do not leave the
Global Variant option
in the field as only
central office created
variants should be
Global allowing all
users to access.

Once finished click
Save Variant.

Once complete click
on the Run the
Report tab.

Easy Reporter - Empl

Save a variant

It is possible to store the values used to |

This variant has previously been saved. Do you

simply enter a description and select whe 9

available to everybody or just yourself, want to overwrite this variant or create a new

ong?
Enter a Description for the Wariant
!\75""\‘99“3’ Pay Period | Owerwrite || Create Mew || ¥  cancel
Select who can access this Variant
GLOBAL Global Variant DQ
¥|Lock the Yariant so that only savable by the criginal userid
| Save Wariant || Cancel |
Tl_\r
& Funin window &P Run FulScreen || % Save Report wariant || 28 Execution Options | [+ Mot

(1 | k Report Data Period k Select Employees k Additional Selections k Run the Report |
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Tab is used to
process reports in
the foreground or
background.

Small selection of
employees use the
Execute Report in
Foreground, Run in
Window or Run Full
Screen options.

Report will display
on screen. (To
download report
proceed to page 9)

Large selection of
employees use the
Execute Report in
Background
(immediately)
option.

Large reports are
required to run in
the background.

Proceed to next
slide.

asy Reporter - Empioyee Hours by Pay Pariod
PN 2 JH Q@@ CHE D00 FE @l
Easy Re

@

r - Employee s by Pay Pariod

0 & | & Run in Window @ Fun FullScreen &l Save Report wariant QQ Execution Options E

1] L Report Data Period L Select Emplovess " Run the Repart |

oo

| Execute Report in Foreground || Execute Report in Background (Irrmediately )

T 7

[l

KD

To review the
processed report
type /nsm37 in the
transaction box and
press enter.

This will take you to
the Simple Job
Selection screen

Easy Reporter - Employee Hours by Pay Period
EER =% 3 JH e CHE ODo0 BE @
Fasy Repor Employee Hours by Pay Period

& | & Run in Window U;} Rurn FullScreen &l Save Report variant "“':Q Execution Options [

[E L Report Data Period L Select Employees " Run the Repart |

Execute Report in Background (Irnmediately )

s D

‘| Execute Repart in Foreground ||

v
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Screen will populate
with your User ID,
job status field

Simple Job Sefection

Ca@ =

044

completed and Simple Job Selection
today’s date as

shown. (£ Execute [P Extended job selection Infarmation

. Iob Marne ¥
Click Execute to go

. Llser Mame USEER ID
to the Job Overview
screen to review -
reports. Job Status
[ ]5ched. [v|Released [v|Ready [¥active  [wIFinished [v] Canceled

Job Start Condition
From 06/15/2017 Tao

06/16/2017

On the Job Overview | Jaob Overview
screen choose one
report at a time by

@ Refresh ﬁ? Release @ T B spool B?; Joh log :p. Step | Application servers ’f ==2]

CIiCking the bOX on ‘ob owerwiew from: 08/153/2017 at: l%

R R to: 06/18/2017 at:
the left which will ielected job names: *
place a CheCk mark ielected user names: ZLEERT1
N ‘obs for client : 300
in the box.
dcheduled ¥ Releaszed ¥ | Ready ¥ hotive ¥ | Finished ¥ Canceled
Event controlled Event ID:
CIle on the SpOOI ABAP program Program name :
option to open the
Output ContrO”er' JobNamne Jobh CreatedB| 5p|5tatus Sched. sta|iched. =
List of Spool [] sPINTFEX ZLEERTL | Finished 06/18/2017( 22: 24: 45
RequeStS dISpIay [] EMPLOYEE HOURS EY PAY PERICOD ZLEERT1 E Finished 06/18/2017 | 22: 25: 16
FEAULMMALY
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On the Output
Controller screen
choose one report at
a time by clicking

the box on the left -
which will place a Output Controfler: List of Spool Reguests

check mark in the FEefE &R |6 WA WHEFEEFE

box. N\
Spool no. | Type Date\) Time | Status|Pages | Title Luthoriz.
Click the eyeglass 51962 06/18/2017|22:25| - 2 |LISTLS LPOL /ALG/GENTK_ B

option (display) to
review your report.

Scroll to review
data.

Report run dates: 05/28/2017 - 06/10/2017

Person Id|Personnel Mumber|First Name| Last Name|Organizational unit Desc|Absence Type|dbsences Begin Date|Absences End Date|ihsenc
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locate the download
icon and click.

This will bring up
save options. For
Excel choose the
Text with Tabs
button and click the
check mark.

Choose the icon at
the end of the
Directory field to

bring up the Save As
screen.

<

To save data in Excel
@ {3

| Generate || Replace || Extend |

10
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Complete: RS
1. Choose Save Savein. | ORCs <:| 8 el2lzlz)
report location. L‘_ --------- Mame | Date modified [ Type
i e i J Pay to Pay Compare 6122017 0:28 &k File folde
2. Enter report ERECEHt Places J Payroll Prelim Posting 61272017 3:40 P4 File folde
name. r | ZVERXFER 6/11/2017 8:59 PM File folde
Desktop
3. Choose Excel T
Save as type w=all
from drop Libraries
down menu. :
A
. Cormputer
4. Click Save e
option. ‘,l_!
P Q| | /' A
Metwoark

File name:

Repart M ame <:

EXCEL Files [.1ls]

5. Click Generate
option.

Save as type:

6. Report has

s

Cancel

been saved. Graphical display of spool request 40513 in systermn BR3P
Directary C:hLsersizlbert 1 Deskton!,
7. Report File Mame Report Marne,xls

example below

&

wGenerate Replace | Extend 38

0.0

Ahsences Absence attendan  Attendan

Person  Personnel First Organizational unit &bsenc  Begin  &hsences Column Aftendance cesBegin cesEnd  Aftencance  Total

I Mumber  Mame  Last Mame Desc eType Date End Date 01 Type Date Date Column 0l Hours
00001111 11111111 Michael Wildcat  Wildcat Department 7153 5/29/2017 5/29/2017 4,75 i 4,75
00001111 11111111 Michael Wildcat  Wildcat Department 7170 5/31/2017 5/31/2017 g i g
00001111 11111111 Michael  wildcat  wWildcat Department 7170 6/5/2017 6/5/2017 4 ] 4
00001111 11111111 Michael  wildcat  wWildcat Department 7180 | 6/6/2017 6/6/2017 2 ] 2
00001111 11111111 Michael  Wildcat  ‘Wildcat Department 7182 5/29/2017 5/29/2017 3,25 i 3,25
00001111 11111111 Michael  wildcat  wWildcat Department 7182 5/30/2017 5/30/2017 2 ] 2
00001111 11111111 Michael  wildcat  wWildcat Department 7182 | 6/7/2017 &/7/2017 2 ] 2
00001111 11111111 Michael  Wildcat  ‘Wildcat Department ] 1005 &/5/2017 &/5/2017 4 4
44 4 L]

11




