Annual Salary Review Quick Reference for the Approver Role
-ADM Annual Salary Review-

Select the School or Area for Review:

=  From the SAP menu open the folder:
Role Z HRASR_DEAN. (Approver Role

=  Select: ZASR — Annual Salary Review Overview.

=  Click the Matchcode button (E on a MAC) to select
Fiscal Year/Cycle/Step. The year changes each cycle year.

= Select the 2005 ADM (Administrative Staff) review.

& Note: If you know the SAP Org. Unit number you may enter it
directly in the Org. Unit field.

=  Click the Matchcode button (E on a MAC) to search
for a SAP Org. Unit.

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

L
. Click the List ASR button <,

o
Y

e The Status field is right next to department name

New

Released

Submitted

Approved

Activated

Created by Compensation Office.

The Approver has completed the initial review
and saved & released the ASR data for the
Administrator. STEP #1

The Administrator has completed the review
and has saved & submitted the data in SAP.

The Approver has completed the final review of
the ASR data and approved it. STEP #2

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. Double check status.

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

. Click the Back e button to return.
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Review ASR Summary Report Data:
Use the Summary Report to track and monitor changes and
adjustment as the ASR is in progress.

SAP User menu

Menu  Edit  Faworites ]
=  From the SAP menu open the folder: & CH &8 | Q [H][FE | 831?3@33 | B3
Role Z_HRASR_DEAN. SAP Easy Access - User menu for JU
=  Select: ZASR — Annual Salary Review Overview. @™ | % & & 2| -~

= {3 User menu for JUDYR AP
=  Click the Matchcode button (E on a MAC) to select B C.'E?Q_ZM'I ____________________
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% Note: SAP will default the last review choice that you made. b [ Role Z HRDLC_EMERGENCY_CONTACT

El Select ASR School or Area for Review
=  Click the Matchcode button ( on a MAC) to search Annual Salary Review
for a SAP Org. Unit. @ 0pH e@@ DHE onon BE @B
Annual zalary Review
Tip: See the Matchcode Search Quick Card if you do not LS S
know the specific number and need assistance. T
= Click the Summary Report button g i [ e TEaveer il el
Org. Unit
= Scroll to the bottom to view the Total Amounts for your

School or Area.
Summary Report screen

‘} Note: The Summary report calculates the over/under amounts CIEECEOETT
against the pool % not the Dean Allocated %. el i Sk

=  Double click on the Department field to view the ASR
amounts at the Employee level.

‘} Note: Depending on the size of your School or Area, you
might need to scroll both up and down to view the entire report.
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] To print the report: clicks the Print g‘. button. Click the

Continue =2MNUE | b 1ti6n on the Print Screen List
screen.

‘} Note: If you do not have an Output Device (printer) use the
Matchcode button to set-up a printer or contact the Help Desk for — z I A O
assistance. ' T~ L L T

Spool Options:

Spool options

Print immediately
Dielete after output
News spool request

Print priority 5 Medium
Spoal retention per. 8 Day(s)
Archiving made Print onky =]

=  Click the Back & button to return. -2



Making Adjustments:

Part #1: Save & Release the ASR data

Select School or Area
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& Note: This releases the ASR file to the Administrator.
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=  From the SAP menu open the folder:
Role Z HRASR_DEAN.

= Select: ZASR — Annual Salary Review Overview.

a
= Click the List ASR button <.,

Cycle

Annual Salary Review

Crg. Unit

Fiscal Year

zZ005

Step 1

. View that the status field is New.

Department Overview screen

Annual Salary Review - Department Overview

& Note: You can only change the white field (Dean %) on the

screen.
=  Optional: Change the Dean Allocation % field for [HPRA ey A ERet Sof)
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] Click the Enter buttonﬁ'. ,!;:Ei.‘f

= Click the Select All button to select the departments.

Selected Departments
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= Click Save & Release button to save your changes BUEE
and release the file to the DLC administrator. The file
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» Note: The % amount will not change at the employee level
until the ASR data is released to the Administrator.




Part #2. Review, Adjust & Approve the ASR data
Select School or Area

=  From the SAP menu open the folder: Pl e L
Role Z_HRASR_DEAN. (Approver Role [0 OGRS L A e el i)
Annual Balary Review
= Select: ZASR — Annual Salary Review Overview. L& 8T8

Annual Salary Review

= Click the List ASR button <&

» Note: You can adjust the individual employee amounts after e EEERE T 2005 RELE !
the Administrator has submitted the data. Org. Unit

. Check to see that the status field is Submitted.

=  Double click on the Department field to see the ASR Department Overview screen
amounts at the employee level. —
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= No Adjustment: Click the Select All button!=* (on a MAC o gnersses s s
the button is not labeled but is located in the same space). e e e e e
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Click the Approve & Apprave | pton,

= Adjustment: Click the Check Surplus ' # Check Surplus
button to see the department’s Surplus Amount.

Employee Overview screen

= Click the Adjustment Amount field and change the
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=  Press the Enter key. SAP will recalculate the percentage
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& Note: After all the ASR changes are saved, you can
approve.

=  Click the Select All button | (on a MAC the button is not
labeled but is located in the same space) to select all
employee records.

=  Click the Approve & Apprave | pton,
Department Overview screen

ry Review - Department Overview
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salary Review - Department Overview

& Note: You have to Approve one Department at a time.

=  Click Back e button. You return to the Departmental
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Overview screen.
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& Note: That the Status has changed to Approved.






