Quick Reference Card — Payroll Preliminary Posting Report

Spinifex Documentation in SAP — /SPIN/ER

Process: Utilize Spinifex reporting software to review payroll
preliminary posting document for cost distribution of payroll expenses.

PROCEDURES

Login to myUK with
your link blue ID and

password. m

Use your link blue ID and password below

&

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

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

IRIS Systems

LaunchPad

From here you can select a system to launch.

:>e IRIS
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Once on the Easy
Access menu press
the Ctrl+Shift+F4
keys at the same
time. SAFP Easy Access

H o SHEB OO0 BE

This will bring up the

SAFP Easy Access
Manual entry of a
transaction screen. & S| s v -

¥ & Favirites []
Enter /spin/er in the PAZ20 - Display HR Master Data [+
transaction code PA30 - Maintain HR Master Data
field Manual entry of a transaction

Transaction Code fepinfer <=
Hit enter which will !
add the Spinifex [ ¥ K
Easy Reporter Y R
transaction to your
Favorites section.
Double click on the SAFP Easy Access
/SPIN/ER option to | g 20H CQQ SHE fNOS BE
open SpinifexIT Easy
Reporter. SAF Easy Access
cAE = AR
~ 33 Favorites []
JSPIN/ER - Easy Reporter E

P20 - Display HR. Master Data

PA30 - Mairtain HR. Master Data
5_PHO_48000510 - Ad Hoc Query
PUDC_10 - Off-Cycle Workbench
PC_PAYRESULT - Display Payroll ResLlts
JSPINJEHD - Easy Help Desk
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Click on the triangle
next to Company
Reports to view
options.

O &

Easy Reporter

N7

» [ [J Compary Reports

[ [J User Reports

[ [J Draft Reports

I [J SpinifexIT Pre-delivered

4
SP

inifex

Click on the triangle
next to Payroll
Reports to view
report option

Double click on the
Payroll Preliminary

Posting Report. §ﬁ

M

Easy Reporter

2 dH S CHE OTO8

O &

Easy Reporter

m—

= O Compary Reports
= 3 Payroll Reports

Cost Distribution (ITOO027)

IT 0002 Locked Report
Ermployes Pay to Pay Comparisor
Employee Pay to Pay Comparisor
Locked Payroll Report

Payroll Preliminary Posting Report
Pay Stub Paper Election
Preliminary) Final Posting with Ho

[ (3 Time Reports
End of Crientation
Ermployee with Supervisor
Eouity Benort

> . * f
Makes HR/Payroll fe

Easy Reporter
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The “i” tab may
provide information
about the report.

It also provides
generic Pre-saved
Variant options.

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

Once a variant has
been chosen click on
the Report Data
Period tab.

Reporter - Payroll Preliminary Posting Report

| & Run in Window  Eb Run FulScreen  [% Save Report variant 29 Execution Op

:‘5 1 ] L Report Data Period é@e\lect Employees L Additional Selections L Rur t

Pre Payroll Final - Fund Posting Information

Report Description

This report can be ran prior to a payroll final to preview fund posting.

Select a predefined layout

E Presaved ‘Y ariant Wariamt Type | Cwner Select Wariant | Delet
B Prelim GLOBAL ECWESLZ o
MO Prelinn GLOBAL ECWESLZ C ]
MO Final GLOBAL ECWESLZ C-)
EW Final GLOBAL ECWESLZ C-)

Tab’s data will pre-
populate with the
current pay period
information based on
the variant chosen.

Click on Select
Employees tab.

Easy Reporfer - Payroll Preliminary Posting Report
2/ dH 0@ ECHR ODOH
Easy Reporfer - Payroll Preliminary Posking Report

O & | & Run in Window 'E} Run FullScreen &l Save Report variant QQ ExecL

[ I Fepart Data F‘eriud)‘ﬁelect Employees L Additional Selections l

v

=

5

Payroll Period
El
12 2017

Payroll Area 05/26/2017 to 0810,
@ Current Period

) Other Perind

| Period |

I

Alternative Dates |
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Tab contains options
to pull data/narrow
results.

asy Reporter - Payroll Preliminary Posting Repor€
3,40 e CHR STOHH|
Easy Reporter - Payroll Preliminary Posting Report

Enter appropriate
data in fields.
O & | & Run in window  5» Run Fulscreen  [% Save Report wariant ﬂ Execu

External Person ID, 7 ¢ [l | Report DataPeriod  Select Empl . Additional Selections |
Epart Lata Herio elect Employees ITIONal S e Ctons:
Personnel Number, s =P Ry —— - '-

Organizational Unit

or Org Selection can Emp-528 SEEEren AV AV 4
be used to pull data. [F\|Selection Type Option [Yalue
External Person ID ol &
Persannel Mumber =
Payroll Ares = |51 (=
Box on right with the Personnel Subarea 5
yellow arrow allows Personnel Area 5
multiple entries. Employes Group =5
Emnplayes Subgroup =P
Once complete click Cost Center =
.. Wiork Breakdown Structure (=5
on the Additional — :
. Crganizational Linit =
Selections tab. :
s Org Selection (=
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Tab contains

additional options to
pull data/narrow &
results.

asy Reporfer - Payroll Preliminary Posting Reporkt
2 dH €O CHRE &1 OO
EFasy Reporter - Payroll Preliminary Posting Report

& | @ Runin window &P Run FulScreen  [% Save Report variant | 99 Exeru

Posting Status
Include anly recent run
RLin ID

Enter appropriate
data in field(s). K rE 4 h Repart Data Period h Select ﬁez " additional Selections h
N
Box on right with the &dditional Selections W
yelloyv arrow_allows EI re——— ——
multiple entries. Organizational unit ShortText = =
Fund =
To save variant with Grant =
desired changes click Profit Center =5
the Save Report Include Accrual =
variant option. Internal Crder =
Docurnent Murmber =3
Run Type =
GL Account =3
Symbolic Account o>
5[ Cost Center =3
b Wendor =S
» [ WES =)
=
=
=7
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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 N
paper icon in the é
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 - Payroll Preliminary Posting Report

Yariant owned by another user

Save a variant
It is possible to store th

simply enter a descripti 9
available to everybody

This variant has been locked by another usar.
Do you want to save to a new variant?

Enter a Description for Create Mew || Mo || 3 Canicel

By Predin
rJ y‘

Select who can access this YWariant

GLOBAL T <:|

[v|Lack the Wariant so that only savable by the original userid

| Save Yariant || Cancel

@ Run in window P Run FulScreen | % Save Report variant || 28 Execution Options | [+ Modit

[ h Report Data Petiod h Select Employees h 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 11)

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 - Pavroll Preliminary Posting Report
al [E]|0AGQ|Q[H][%|@@4E@| LS

Easy Rep r - Pavroll Preligy fary Posting Report

[ & | & Run in Window | (B Run FulScreen | [ Save Report wariant | |28 Execution Options

G'E [ h Report Data Period h Select Employees h &dditional Selections ~ Run the Report

| Execute Report in Foreground ” Execute Report in Backaround (Immediately )

I I
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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 Reporfer - Payroll Preliminary Posting Reporf

Gﬂnsnﬂ?ﬂ ) dH e SHE ODOO0OIE WM

Easy R epNa yroll Prefiminary Posting Reporf
1 & | & Run in Window @ Run FullScreen &l Sawe Report wariant % Execution Options

er [ L Repaort Data Period L Select Employees L Additional Selections

" Run the Report |

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

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.

2 40 QS HE Do E

Simple Job Selection

» Execute (y Extended job selection Information

Job Marme G
| User Mame USER ID
Job Status

[]sched. Released Ready Artive Finished

Canceled

Job Start Condition
Frorm EE 0&s12/2017 To EE 0&6/12/2017

From (5 To ]

ot 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
option to open the
Output Controller:
List of Spool
Requests display.

Job Overview

& g

JH e DHE OO F oA

Job Overview

S rRefresh || & Release @ (T SSDD'D_I_’@ Joblog | &° Step | spplication servers | Bg FEH

1 Jelected

: Selected user names: ZLEERT1
Jobs for client T 300

EDScheduled [¥released Ready [#acrive [“Finished [¥lrCanceled

.[]Event controlled Ewent ID:

'[]ABAP program Program hame
JobName Gp| Status Sched. sta|iched. s|5tart date

m SPINIFEX f Finished O6/12/2017|09:25: 50| 06/12/2017

Founmary

08/12/2017 at:
0e/12/2017 at:
job names: *

Job owverview from:
to:

N

On the Output
Controller screen
choose one report at
a time by clicking
the box on the left
which will place a
check mark in the
box.

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

Scroll to review
data.

Cutpuf Controfler: List of Spool Reguests
B dH I ee@ SEHE Hha8 ) E

=

Cutpuf Controfler: List of Spool Reguests

Q8ad&lew® sl M HTETFEERTFE
h\

Date“

06/12/2017

3poal no. Time |%tartus|Pages|Title Anrl

Tyne

34711 09:25| Proc. £ |LIST13 MCOS fALGSGENTE E

Graphical display of spool reguest 36543 in sysftem R3P
2IE (@& | & | |

| Settings... Graphical

Person ID|Pun Date Fun ID|Simulation/Final|Orgahizational unit| Organizational

30000162
30000162

34400
34400

Gimmlation
Simulation

oooolazs
00001629

0671072017
06/10/2017

15664
15664

10
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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.

LXe

Ky
x

CLsers Zlbert 1\ Docurments SAPYVSAP GUD

| Generate || Replace || Extend |

11
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Complete:

1.

name.

Choose Save
report location.

Enter report

Choose Excel
Save as type

from drop

down menu.

option.

option.

Report

Click Save

Click Generate

Report has
been saved.

example
below.

<

Desktop

Libr aries

A

—

‘..h;'

MNetwork

Directory

File Mame

=

Recent Places

CompLiter

Savejn. | ORCs b ]
I Marme: IDate rniodified |Tﬁ,rpe

J Pay to Pay Compare

J Payrall Prelim Paosting
| DWERXFER

61272017 9:29 AbA
6122017 3:40 PM
6112017 5:59 PM

File falde
File folde
File folde

Q|

File name:

Save as type:

Report Mame b

EXCEL Files [.1ls]

C:hLsersizlbert 1 Deskton!,

Report Marne,xls

?Generate Replace | Extend 38

=

N
A\
e}
e}

0.0

#re Payroll Final - Pund Posting Information

Repart run dates:

PersoniD Aun Date

00001111 &713/2017

[ &

0111 2y
00001111 §/13/H017
000011101 §/13/017
00001111 §/12/7017
00001111 /122017
00001111 &13/2017
00001111 &13/2017

00001111

Run D

15645
15665
156
1

15665
15665
15665
15665

Simulation

Simulation
simulation
simulaticn
simulation
simulaticn
Simulation
Simulation
simulaticn
Simulation
Sirnulation

Sirnulation

05282017 - DRA10S200 7

31000903
2000803
1000903
2000003
2000003
1000303
31000303
3100003

Orgunit
Orgunit ShomText Cost Center Cost CtrDesc
4P110 1018178280 Wildeat Student Account
SPI1L L0181THIE0 wildeat Student Acourt
w117 280 wiildeat Studiert Acourt
113 0 wildeat Student Accaunt
114
SF115 AT3E0 Wildeat Student Account
SF11E T30 wildeat Student Account
P11 A70290 Wildeat Student Accaunt
PLLE 170280 Wildeat Student Account

1000203
31000303
31000303

113
P120

70280
70280

Wildeat Student Account
Wildeat Student Account

Grant

GMNR
MK
GANK
GMNR
GMNR
AR
AR
GMNR
GMNR
GMNR
GMNR

Wark
Breakdown
Structure

Fund

11680100
11680000
11680100
11680100
11680100
L1GAOLO0
L1GAOLO0
11600100
11600100
11680100
11680100

oL/
Wendor

Mo GLAccount & Deseription IDLast First Name
520803 000OS20203-FICA Exee/Mana 00001111 Michael Wildeat

Wiana 0001111 Michael wildeat
-} 05 20720-MFB - Sta 00001111 Michael wildeat
0503-Retmt-Exec/Mar 0001111 Michasl wildeat
0 0103 EHC-Exet/Mana DO001111 Michasl wildeat
0005 2003-FLI-Exes/Manag 60001111 Michasl wildcat
000520 765-A00-E ver/Mana 60001111 Michasl wildcat
000051201 2-Executive-Narac 00004111 Michagl Wildeat
000051200 2-Executive-Nproc 00001111 Michael Wildeat
000051201 2-Executive-Nproc 00001111 Michael Wildcat
0000512011 -Executive - Regu 00001111 Michael Wildcat

520803

517012
S12012
512012
512011

Pay
Amount  Ares/Peria Posting
Posted d Date

2211 BL/12/2017 671042017
96.01 BL12/2007 8/10/2007
Ti.d8 BLAXINT &A0/2017
17866 BLA2/2017 610/2007
5 B112/2017 6/10/2007
1.56 B1/12/2007 6/10/2007
063 B1/12/2017 61002007
L,01400 B1/12/2007 6/10/2047
443,64 BL/12/2007 6/10/2007
175.00 BLA12/2017 6/10/2007
145.00 BLA12/2017 6/10/2007

2,541.33

2
3

e
e

Wagetype Description

Tax: ER Medicare

£R Sotial Secunty
f Mise Eringe

alih: TIAS/CREF ER

UK FRO Emplayer
BasicLifa Ins Emplayer
ADED Bagic Covarage ER
TOL Men-Exempt
‘acation Non-Cxempt
Holiday Non-Exempt
Hours Worked

12



