Annual Salary Review Quick Reference for the Administrator Role
-SRS Annual Salary Review-

Select the Department for Review: SAP User menu

Ivlenu  Edit  Favarites Extras
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=  From the SAP menu open the folder:
Role Z_ HRASR_DEPARTMENT. (Administrator Role)

SAP Easy ."-'u:c'esg\§ - User menu for .
B = | == | & Z|| [=|[=~

*  Select: ZASR - Annual Salary Review Overview. — geég?:%fg”wm B

2 ZASR - Annual Salary RewiEw Overview
[ Role Z_ HROLC_EDUCATION
[ Role Z_ HROLC_EMERGEMCY_COMTACT
[ Raole Z - HRDLC_ETHMIC_& MILITARY _DATA
[ Raole Z - HRDLC_ FAC CHAIR_APPTS
[0 Role Z HROLC TEL DIRECTORY UPDATE

=  Click the Matchcode button @ (El on a MAC) to select
Fiscal Year/Cycle/Step. The year changes each cycle year.
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= Select either the SRT (technical) or SRA (administrative)
review. Select Department for Review
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» Note: If you know the SAP Org. Unit number you may enter it

Awinual Salary Review

directly in the Org. Unit field. 2@
=  Click the Matchcode button @ (E on a MAC) to search for a Annuallslanleriey
SAP Org. Unit.
Tip: See the Matchcode Search Quick Card if you do not know e BllE Aeeesr B sienl
the specific number and need assistance. org. unit
a K
= Click the List ASR button <.

= The Status field is right next to department name. Department Overview screen
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Annual Salary Review - Department Overview
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» Note: You are looking for the Released status.

New Created by Compensation Office. e — AR R L
- , T P o e O - T |
Released The Approver completed initial review and saved
& released the ASR data for the DLC

Administrator.
Employee Overview screen

Submitted The Administrator has completed their review and e — ST
saved & submitted the data in SAP. ‘Annual Salary Review - Employee Overview
B ChaciiSupha | B Sume
Approved The Approver has completed their final review of I O O DR i1 e —"

the ASR data and approved |t 10000289-Aeronautics and Astronautics
E-:“;; :m; :~ s‘;;\wnmlnmrmﬁ ;wtglver:lnrwtnm '_‘A‘;IJI:: _ﬂfu "
oD | 3 semnr |OeGeorpedi0? Smwmﬁeumnm | 1:..0
Activated Compensation Office activated the ASR data in | |82 |- et scamontr— Spomandesenthsa 7301 o

SAP and it can be seen by HR and Payroll as

soon as it is activated. )
New Column called Saved has been added in

= Double click on the Department field to see the ASR amounts  €sponse to departments concerns about not knowing

at the employee level. whose record they had changed prior to submitting.
The column has a yellow triangle to indicate an
% Note: The window lists the department's employees who are employee’s record has not been updated or saved.
eligible for the ASR. To sort or change the layout, refer to the ~ \When you make a change to the record and save it
Quick Card on Changing/Saving Layout. the yellow triangle becomes a green circle. This

helps departments to know where they left off the
last time they worked on the review.



Employee Overview screen
Making Adjustments: Employee Overview screen
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Annual Salary Review - Employee Overview
*  Change the Adjust dollar Amount for an employee. D Cropumn B 2
ot A ] T T P e el BT s Tk ol U e
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. C“Ck the Enter key : 10000299-Aeronautics and A_simnauhcs N
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" Clickthe Save %=1 button. = — (L et i e
E b‘ | * 15338500 « 4. = 1982198
» Note: SAP will recalculate the New Total. .
Employee Detail screen
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= Click the Select All button =% to select all employee records. Annual Salary Review - Employee Detail
) ] fearizoas  Cyoe SAA Step 1 Start
= Click the Save button. oo e Naarsoer o
. . . Appoiraments .
Making Adjustments: Employee Detail screen e e e T e
=  Double click on the employee name field to view the
Employee Detail screen.
s_ir..azn-{_a_\qunlmu» for Solectod Appaintminnt
| [N‘l.l Adjusirment Type .Nnuunl Pel :l—_ﬂ.UMe "Vald to Comment
. .  |psAI Annual Satary increase |1, 622.13 2.50  01/01/2005012/31/9999
To Remove an employee from the list: Click the Matchcode
button in the Comment Field.
=  Double click on your comment choice from the Hit List. Er Comments Hit List 5
= Click the Enter key. e —
E1 Remove from ASR - Terminating (0)
2 Remowe from ASR - Retiring (D)
03 Femove from ASR - Changing Department (D)
. [ ] temove from ASR - anging Fayro Categor:
- Click the Save & button, [ A B R o
oG Remove from ASR - MNegotiated Salary (D)
or Review no Increase - High in Range (*)
o8 Review no Increase - Below Expectations (*)
. i) Deferred Morat Performance (H)
=  Click the Back & button to return. If you are ready to return to | fa ()
the Employee Overview screen. 50 | TS Ecrasasy o e s
14 Review no Increase - Other (*)
15 Other Academic Only - Reappoint with Increase (15)
. . 16 Other Academic Only - Reappoint without Increase (10)
% Note: That the Adjustment Amount field for that employee is £ | e o AR Y
0.00. The ASR Pool will decrease; the money can not be re-allocated.
Insert &
To add a Lump Sum: Delete Line
. . E: . buttons
=  Click the Insert Line button on the Employee Detail | =
screen.

= Click the Enter & button on the Adjustment Type Hit List.

= Enter the correct amount in the Lump Sum Line.
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& Note: The Lump Sum is a one time increase and does not affect
the New Total for the employee.

= Click the Save B button.

=  Click the Back & button to return. If you are ready to return to
the Employee Overview screen.



What If Scenario in Excel: provides an option to use %

» Note: You can download the employee data to an Excel
spreadsheet (before making adjustments in SAP). The final dollar
increase amounts must be entered & saved & submitted in SAP.

=  From the Employee Overview screen click the Export @.

. Select the Local File option. Export Button
Er R

=  Select Spreadsheet.

= Click Enter @ button.
] Enter a File name. save as .xls
. Click the Generate button.

= Goto the Local File and open the Spreadsheet.

Excel Spreadsheet Formatting:

= Delete the 1% & 2" blank columns.
] Insert 3 columns to the left of column D.

= Enter the following column headings in bold text.

D: What if % E: What if Adj Amt F: What if Total

] Resize the columns.

‘} Note: To re-size columns 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.

= Enter the following formulas in columns E & F to calculate the
What if Adjustment Amount & What if Total:

Column E: =D#/100*H# Column F: =E#+H# (#=row number)

‘} Note: Column E should show zeros and column F should
show the Adjustment Base from column H.

= Enter a formula for the Total What if Adjustment Amount in
column E: (On the same row as the totals for H, I, & L)

How To: Click in the cell in column F in the total row. ™
Choose Insert »Function. In the pop-up window choose SUM. In the next
pop-up window, check that E7: E# defaults in the Number 1 field, if not fix the
data. Click OK. Can use Auto Sum

=  Enter a formula to calculate the Remaining Allocation Amount
in column E below the Total What if Adjustment Amount.

Total Adjustment Amt — Total What if Adjustment Amt =
Remaining Allocation Amt
=I#-E#

Emﬁlozee Overview screen
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preadsheet
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In which format should the list
he saved 7

" unconverted

Transfer Data to Local File

File name CATeEmph &

Transfer | %

Unformatted Excel Spreadsheet
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Formatted Excel Spreadsheet
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Submitting the ASR Data:

& Note: 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.

=  From the SAP menu open the folder:
Role Z_HRASR_DEPARTMENT. (Administrator Role)

= Select: ZASR - Annual Salary Review Overview.

=  Click the Matchcode button (E on a MAC) to select
Fiscal Year/Cycle/Step.

‘? Note: You need to submit both the SRA & the SRT reviews.

=  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.

. Click the List ASR button Jﬁ.

=  Double click on the Department that you want to Submit.

‘? Note: Once the data is submitted changes to the amounts
can only be made by the Assistant Deans.

= Click the Select All button to select all employee records.

- Click the Submit # Submit | b vion

‘} Note: the Exception column for each employee displays the
“yellow light”. You can submit one employee at a time.

= Click Back & button. You return to the Departmental
Overview screen.

& Note: That the Status has changed to Submitted on the
Department Overview screen.

SAP User menu

Menu  Edit Favorites Extras  System  Hels
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SAP Easy Access' - User menu for .
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= ‘3 User menu for JUDYR DP
> L1 Role ZMIT
< {3 Role Z HRASR _DEPARTMENT!
) ZASE - Annual Salary Review Cverview
P (ORaeZ  HRDLC_EDUCATICHN
b CRoeZ - HRDLC_EMERGENCY _CONTACT
b [ RoeZ . HRDLC_ETHNIC_&_MILITARY_DATA
P [ RokeZ . HRDLC_FAC_CHAIR_APPTS
P (ORoe Z HROLC TEL DIRECTORY UPDATE

Select Department
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Annual Salary Review

Cycle Fiscal Year 2005  Step 1

Org. Unit

Deﬁartment Overview screen
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Annual Salary Review - Department Overview
f R
[ Asromautics sn Astronantics Spansorad Mesearch Staff .

Daparim | Deparmant Status MG |Base Aot Dsan  Desn Ameunt
‘ 1 (OG99 ARronautics and Adrona Feeased 4 193,385 00 250 W fd 63

Emlo ee Overwew screen
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Department Overview screen
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Annual Salary Review - Department Overview
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(1500355 Aeronautics and Astronaulics

Sponsored Research Staff

Departm_. |Dipastrment |Stubus HC  [Hase Amount  |Dewn . [Dean Amoust

5 and Astrona. 4 193,385.00 2.50 14,834.63



