Quick Reference Card — Employee Pay to Pay Comparison V2.0
Spinifex Documentation in SAP - /SPIN/ER

Process: Utilize Spinifex reporting software to review employee
payroll previous pay period pay to current pay period pay.

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.

UIRIS <:|
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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

jspinjer <:

Transaction Code

[

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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Click on the triangle
next to Company

Reports to view

options.

Easy Reporter
&

ND (J Company Reports

[> (J User Reports

[ (7 Draft Reports

I [ sSpinifexIT Pre-delivered

spinifex

Click on the triangle
next to Payroll
Reports to view —

Easy Reporfer
Q||

= 2 Company Reports
= 2 Payrol Reports

report option

IT 0005 Locked Report

Double click on the
Employee Pay to Pay
Comparison V2.0.

Locked Payroll Report
Pay Stub Paper Election

> J Time Reports
End of Orientation
Ermployes with Supervisor
Equity Report
Marme History

Cost Distribution (ITO027)

k
> Employee Pay to Pay Compatison W2.0 I

4 Employee Pay to Pay Comparison
Payrall Preliminary Posting Repart

Preliminary, Final Posting with Hours

Travel Expense Repart Access (17 Scresn)

L L {
spinitey
Makes HR/Payroll taster ¢

Easy Reporter

Release 2016.Q3 Patch 03
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The “i” tab may

provide information
abOUt the I’eport & | i Run in Win @ Run FullScreen &l Save Report variant QQ Execution Options @ Modify Output

4

 — 1 | k Repart Data Period k Select Employees k Additional Selections k Run the Report |

It also provides

generic Pre-saved Current Pay to Previous Pay Comparison (Gross and Net)

Variant options. Report Description

This report identifies the difference in Gross and Net pay between the current pay period and the previous pay period.

Click on the The report reports on the Total Gross (/101) and Net pay (/559) for the current pay period and the previous pay period an
. ircle f || | subtractsto determine the dolar variance.

apprqprlate circlie Ttor Set the Gross or Net Pay Factor Fiter on the Additional Selections tab to limit the output to a range of employees.

the b|Week|y, For example, you may set the gross and net pay factor fitters so the report wil not display employees with a gross and net p

monthly or faculty

variant you desire to

process.

Select a predefined layout

Once a Variant haS || Presaved Wariant Wariant Type |Cwner Select Wariant
been Chosen CI |Ck on |_| Bty Pay ta Pay Comparison GLOBAL ZLEERT1 o

| |M0Pay ta Pay Camparison GLOBAL ZLEERT1 g alle
the Report Data |:| Faculty Pay to Pay Camparisan GLOBAL ZLEIERle | [}
Period tab. i

y Reporter - Employvee Pay to Pay Camparisan V2.0

Tab’s data YVIII pre- 7 | & Runin Window || &2 Run FulScreen | [% Save Report variant | |28 Execution Cptions || [ M
populate with the
current pay period [l ' Report Data Period k Select Employees k Additional Selections k Run the Report |
information based on
the variant chosen. Payral Period

Payroll Area El 0572872017 to 06/10/2017

. & Current Period 12 2017
Click on the Select ) Other Period
- Alternative Dates

Employees tab O |

Pay Period Selection

Pay period Run Type 1 Regular payrall runs e
Petind Selection EMDDATE Include periods which end date fall .. B

Pay Period Cormparison

& Previous Period ) Other Period
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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.

Once complete click
the Additional
Selections tab.

7w Reporfer - Employee Pay fo Pay Comparison V2.0

& | & Run in Wincow @ Run FullScreen &l Save Report variant ﬂ}{ecutian Options @ M
>

(1 | k Report Data Period ' Select Employees k Additional Selections k Run the Report |

Employee Selection

|| Selection Type Option |Walue

| ||External Person 1D =
Payrall Area =| |
Personnel Murnber
Employrment Status = |0

Personnel Area
Personnel Subarea
Employes Group
Employes Subgroup
Organizational Unit
Org Selection
Cost Center

Pay Scale Type
Pay Scale Area
Pay Scale Group
Pay Scale Level

b L Br Br Sy Br BE Sy B BE Eu B BE By B

Tab contains
additional options to
pull data/narrow
results.

The default entries
will pull all employee
pay differences.

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

v Reporter - Employee Pay fo Pay Comparison V2.0

7 | 5! Run in Window @ Rur Fullscreen &l Save Report variant QE' Execution Options @ Moty

/1 | k Report Data Period k Select Emplovess / Adl\%sdectinns k Run the Report |

Additional Selections

[Eselection Type Optian |value
| ||/Gross Pay Factar Filter 0,00

| | Met Pay Factar Fiter 0.00

&
&

1A
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If a pre-existing
variant was used
please click the
Create New option.

Easy Reporter - Emploves Pay to Pay Comparison 2.0
C wetite Wariant

Enter a Description
for the Variant.

Save a wariant

It is possible to store the value

This variant has previously been saved. Do you

simply enter a description and «
want to overwrite this variant or create a new

Change the option avalable to everybody or just v N

for Select who can o

acce§5 t.hIS Variant Enter a Description for the Wari

by cllcl'<|ng _on the 57EDW Pay to Pay Comparison | Orerwrite || Create New " # Cancel
paper icon in the é 4

field and choose . Select whio can access this Wariant ‘ |

USER / User Specific

GLOBAL Global Wariant

(i

Variant. This will
allow only you to use

. ¥|Lock the Wariant so that only savable by the ariginal wserid
the variant. ! ! .

| Save Yariant " Cancel |

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

users to access. & Run in window &P Run FulScreen || [% Save Report variant || 2% Execution Options | [+4F Mot

[ h Report Data Period h Select Emplovess h Additional Selections k Run thiRepDrt |
4>

Once finished click
Save Variant.

Once complete click
on the Run the
Report tab.
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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.

Easy Reporfer - Emplovee Pay to Pay Compaiison V2.0
A 20 e CHE STa8 F @

Easy Rep%& - Emplayesa a fo Pay Comparison V2.0

O & | & runinwindow & Run Fulscreen (% Save Repart variant | 9§ Execution Options

=

Report will dISp|ay [ L Report Diata Period L Select Employees L Additional Selections  Run the Rep

on screen. (To
download repo rt Execute Repart in Foreground || Execute Report in Background (Immediately )

|[«][»]

proceed to page 10)

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

[l JH

[][>]]

| [> |R3P (1) 300 M2 | r3prdab2 | INS

Large reports are
required to run in
the background.

Proceed to next
slide.
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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 Repoirfer - Employee Pay fo Pay Comparison V2.0 w
2 dH ¢OQ CHE & o
ployee Pay fo Pay Comparison V2.0

frzm37

EFasy Repor

O & | & Run in window & Run Fulscreen | (B Save Report variant || 98 Execution Options b

T% [ L Report Data Period k Select Employees k Adclitional Selections ' Run t_ |
| Execute Report in Foreground || Execute Report in Background (Immediately) %
[ g
[+] [~]
DE| [][e ] I[«][¥]

Screen will populate
with your User ID,
job status field
completed and
today’s date as
shown.

Click Execute to go
to the Job Overview
screen to review
reports.

Simple Job Selection
2 JH @@ SRE SDO8 F
Simple Job Selection

(b Execute | [ Extended job selection Infarmmation
| g 4
Job Marne \ &
Izer Marme TSEER ID
Job Status
[ |Sched.  [v¥IReleased [wlReady [¥lactive [#IFnished  [v]Canceled

Job Start Condition
From =] 06/12/2017 To 0% 06/12/2017

From (& To (&

or after event; e
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On the Job Overview
screen choose one
report at a time by
clicking the box on
the left which will
place a check mark
in the box.

Click on the Spool

Job Overview

S Refresh | /%7 Release || @) T ESDDﬂ(I};JDb log & Step | ®] rpplication servers S EH

06/11/2017 at:
0671142017 at:

Job overview from:
o

Gelected job names: F
Selected user names: ZLEERTL
Jobs for client t 300
Scheduled [¥|Released ¥|Ready ¥| hctive ¥|Finished |¥|Canceled

Event ID:
Program name :

Event controlled
ABAP program

Optlon to Open the JobName Job CreatedB|5p |Status Sched. stal|Sched. s
Output Controller:

H D EMPLOYEE HOURS EBY PAY PERIOD ZLEERT1 E Finished 06/11/201722:30: 43
LISt Of SpOOI '7_| PAYT TO PAY COMFARE ZLEEERT1 E Finished 06/11/2017123:12: 30
Requests display. 2

é FAummary

On the Output
Controller screen
choose one report at
a time by clicking Output Controller: List of Spool Requiests
the box on the left | gy oy g |1 (g e @ @ 0| [0« >0 @& B F =
which will place a \Y
check mark in the _ _ ,

Spool no. |Type|Date Time |5Status|Pages|Title duthoriz.
box. %m

33296 06/11/2017(23:12( Print. 2 |LIST13 MCO9 AALG/GENTE_E

Click the eyeglass
option (display) to
review your report.

Scroll to review
data.

Current Pay to Previous Pay Comparison (Gross and Net

Report run dates:  05/28/2017 - 06/10/2017
Report execute date 06/19/2017

|‘Organizatiunal unit|0rganizatiunal unit Desc|EmpIDvee Mo, |Firstrarne Surname|EmpIDvee Sub GrDup|Err
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To save data in Excel
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.

=

p

=

CLsers Zlbert 1\ Docurments SAPYVSAP GUD

| Generate || Replace || Extend |

10
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Complete: s
1. Choose Save swein ) opc: = 8 el2lzlz)
report location. | | [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 e
Save as type w=all
from drop Libraries
down menu.
A
. Computer
4. Click Save —
option. ‘,l_!
<Dl | [K1)yZ
Metwiork
5. Click Generate File name: Repart M ame C: &l
- option. Saveaslype  EXCEL Files [ k) |:>E|
6. Report has
Graphical display of spool request 40513 in systerm BR3P
been saved.
Directary C:hLsersizlbert 1 Deskton!,
7. Reportl File Mame Report Marne,xls
example
below. :\VGenerate Replace | Extend 38

,

Current Pay to Previous Pay Comparison (Gross and Met)

Report run dates:
Report execute date

05/28/2017 - 06/10/2017
6/18/2017

Organizational unit

Firstname Employee Employee Sub Group  Gross Pay Gross Pay | Gross Pay
Org unit Desc Employee Mo Surname Sub Group Description Frevious Pay  Current Difference
31000903 Wildeat Department 11111111 Michael Wildcat 5 Mon-Exempt 40 hour 1,200.00 1,200.00 0.01
31000903 ‘Wildcat Department 22222222 lohn Wildcat 5 Mon-Exempt 40 hour 1,000.01 1,000.00 -0.01
2,200,010 2,200,00

Met Pay MNet Pay Met Pay
Previous Current Period Difference

1,001.92 1,001.92 a
888,37 888,36 -0.01
1,890.29 1,850,238

11



