Annual Salary Review Quick Reference for the Approver Role
-SRS 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 either the SRT (technical) or SRA (administrative)

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.

‘} Note: Remember to switch review types if necessary.

Q o
Click the List ASR button <, A

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

DLC Administrator has completed their review
and 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 forwarded it to Payroll.

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

button to return.

SAP User menu

Menu Edit Favorites Extrs

@O SHRER Anaos
SAP Easy Access - User menu for Irina Vains
B= | % | & Bl[2]] [ =]~

= {1 User menu for Irina Yainstock
b [ Role ZMIT

2 7ASR - Annual Salary Review Overview
b (O Role Z HRASR_DEPARTMENT
P (O Role Z HRASR_SR_COMP_OFFICER
1 Favorites

Select School or Area for Review

ASR Systern Help
g rH @@ CHE anLan BE @
Annual Salary Review

85 |2 |5

Annual Salary Review

Cyele |

Org. Unit

Fiscal Year 2005 Step 1

Department Overview screen

€ .8 caa o N0 @m
wal Salary Review - Department Overview
Lol
GEEg i m Sponeored Aessarch Staff .
Depanm Dupartreare = HE _ (Bae Amount A% % lAdreut Ameunt Duan_ [Agyunt Amessrd
| ) eCe pew [s330s00  ao00 sediss o0 Ba01ss
| [10000794 Mcrosystems Technology L New 4 22050000 200 E518.00 00 B61B.00
|_[1oo00200 Asranautics =00 Astormat pew @ [199,385.00 00 se0i0s 00 5,001 55
| 10000324 Mecnanic 3 Engineering Hew 4 19338500 300 BB01ES T BA01 85
|_|10000323 Ceean Engnesrng T ['s33ss00 @00 580188 3 005000 55
10000338 juniicial teligence L Hirw W [1s33esoo 300 580155 3 06 580158
|_[10000330 Lss for iformabion & Dec e {183,905 00 P00 spoiss 00 500055
b
Tota 1,380.910.00 41427 30 4142730
Surprs 000
Emﬁlozee Overview screen
@ '8 cue ¥ 38 chelolie] |
Annual Salary Review - Employee Overview
i Chwck Surphus | Subrt [ Agprom
) oce-Rembput  Eo ot cooripoal gcosova || 9 sSivd O S postadgewd
3 alwmF =aun O|@y]az= 0] o
10000299-Aeronautics and Astronautics

Blexspoon




Review ASR Summary Report Data:
Use the Summary Report to track and monitor changes and
adjustment as the ASR is in progress.

=  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.

» Note: Remember to switch between the SRT & SRA reviews if
you have both in your School or Area.

=  Click the Matchcode button (lEl 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 Summary Report button .

=)

=  Look to the right of the SAP Dept Number to view the Status
field.

= Scroll to the right to view the (Over) Under amount.

=  Scroll to the bottom to view the Total Amounts for your
School or Area.

» Note: The Summary report calculates the over/under amounts

against the pool % not the Dean Allocated %. You will have to scroll
to the right to see the over/under field.

=  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.

. To print the report: clicks the Print g button. Click the

Continue =ONHNUE | b\ 0N on the Print Screen List screen.

= Click the Back 'e' button to return.
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Making Adjustments During the ASR Process:
Part #1. Save & Release the ASR data

& Note: This releases the ASR file to the DLC Administrator.

=  From the SAP menu open the folder:
Role Z_HRASR_DEAN. (Approver Role)

= Select: ZASR — Annual Salary Review Overview.

«  Click the List ASR button <.

= View that the status field is New.

» Note: You can only change the white field (Dean %) on the
screen.

=  Optional: Change the Dean Allocation % field for specific
departments. (if you change the % allocation SAP will
Adjust Amount)

= Click the Enter key.

= Click the Save button.

=  Click the Select button to highlight the changed
department.

= Click Save & Release 'ﬁ button to save your changes
and release the file to the DLC administrator. The file status
changes to Released.

& Note: Your changes are then released to the DLC
Administrator. You have the option to release one
department at a time.

& Note: The % amount will not change at the employee level
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Part #2. Review, Adjust & Approve the ASR data

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

=  Select: ZASR — Annual Salary Review Overview.
. . >
=  Click the List ASR button <.,

» Note: You can adjust the individual employee amounts after
the DLC Administrator has submitted the data.

. Check to see that the status field is Submitted.

=  Double click on the Department field to see the ASR
amounts at the employee level.

= No Adjustment: Click the Select All button | Click the
Approve & Approve | ton,

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

= Click the Adjustment Amount field and change the
amount.

=  Press the Enter key. SAP will recalculate the percentage
and the department’s totals.

= Click the Save button.

& Note: After all the ASR changes are saved, you can
approve. Action will then be taken by the Compensation office.

=  Click the Select All button | (underneath the Department
Name) to select all employee records.

=  Click the Approve & Apprave | pton,

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

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

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