FY 2005 PAYROLL LOAD INSTRUCTIONS

JUNE 15, 2004
“Payroll Load” is a process whereby the data from the budget development process is converted from “planned” to “actual” by 

· Using data from SRC budget development and from Excel files
· Editing the changes against salary management rules

· Allowing “clean” data to update HR Master Data records in SAP

· Identifying “problem data”  so users can know what did not go to Master Data

· Entering corrected data into SAP

We hope that 80 to 90% of all SRC and Excel data will be “clean”, but that still leaves a lot to correct.  These instructions will assist SAP HR users to ensure that the first payrolls of the new fiscal year will be successful.  See other documents on “Schedule” and “Salary Guidelines” available at http://uams.edu/ohr/Frms.asp under Supervisory Information
Fundamental to the process of diagnosing and correcting errors is the report “ZBUDREV” – “z” because it’s a customized report and “budrev” for budget review.

Sign on to SAP as usual

Enter “ZBUDREV” in box in upper left corner of R/3 screen

Press enter on keyboard or click green check
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“Annual Budget Load and Periodic Review” – 

Select GoTo > Variants > click on Get
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Select 


FY 2005 Load  “Payroll Load 7-1-2004”
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Change selections:

“Selection” – you may look at individual employees (sap number), groups (org unit), or chose “further selections” for personnel subarea (division) payroll area,  or other criteria: no selection brings up ALL org units where you have security access.

Dates:  for Payroll Load, select “today’s” date  (the date in the variant); Others should default as

· Fiscal year begin and end: 7-1-2004 to 6-30-2005
· Budget Year begin: 7-1-2004
· Biweekly begin: 7-6-2004
“Do you want to view…” section:

· Leave as “yes” to “view splits”
· Leave as “yes” to “show errors”

Click the “execute” clock/check icon to run the report.
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Sort:  the report will automatically sort by 

· Employees in SRC but now terminated  

· All active employees in SAP

· By org unit (if multiple units are selected)

· By employee name within org unit
Data:

· Employee name and PERS no.

· Columns for
· HR CURRENT as of  xx-xx-xx (date selected in “Date for HR current data”) – the example shows 6-15-04, as “today’s" date

· SRC Requested Change which is static, regardless of date.

· MESSAGES – to the right of SRC Requested Change

· Error messages
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NaME PERS No. HR CURRENT as of SRC Requested Change
MCHILLIAN , PAMELA F 00000638  06-15-2004
Position 50006570 50006570
Org Unit Text CLP Critical Care Nurseries CLP Critical Care Nurseries
Annual Sal 67536.00 67537.00
Pyrl Area/Subgroup o4 U2 o4 U2
Fund Ctr/Crnt Fund 3000388 113 3000388
Min Range 0.01 0.01
Hax Range 74418.00 76232.00
Pyscale Gp/Pyscale Area 6634 ou 6634 ou
Position Text CHARGE NURSE CHARGE NURSE
SRC File - YES  Grade/Py Lul/% FTE 100.00 100.00 =
Concurrent Payrate .00
C Cent  Fund F Cent  Fund TXT Order WS % Fnd % ant € Cent  Fund Fund Cent Fu
Begin Date: 07-01-2003 End Date: 07-03-2004
1090388 113 3000388  CLP Crit Care Nurser 100.00  67536.00 1000388 113 3000388 CL
Begin Date: 07-04-2004 End Date: 12-31-9999
1090388 113 3000388  CLP Crit Care Nurser 100.00  67536.00
NaME PERS No. HR CURRENT as of SRC Requested Change
HEHARG , ALLISON 00003688  06-15-2004
Position 50009250 50009250
Org Unit Text CLP Critical Care Nurseries CLP Critical Care Nurseries
Annual Sal 47402.00 47404.00
Pyrl Area/Subgroup o4 U2 o4 U2
Fund Ctr/Crnt Fund 3000388 113 3000388
Min Range 0.01 0.01
Hax Range 68036.00 69729.00
Pyscale Gp/Pyscale Area 6636 oy 6636 [
Position Text REGISTERED NURSE 11 REGISTERED NURSE I
SRC File - YES  Grade/Py Lul/% FTE 100.00 100.00
Concurrent Payrate .00
C Cent  Fund F Cent  Fund TXT Order WS % Fnd % ant € Cent  Fund Fund Cent Fu
Begin Date: 07-01-2003 End Date: 07-03-2004
1090388 113 3000388  CLP Crit Care Nurser 100.00  47402.00 1000388 113 3000388 CL
Begin Date: 07-04-2004 End Date: 12-31-9999
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Row Titles and meanings:

· Position – position number
· Org Unit Text – name of the org unit owning the position
· Annual Salary—base salary 

· Clinical Bonus – planned physician/researcher, if applicable (wagetype 8003, IT 0014) 
· Annual Salary + Bonus – sum of base and planned bonus, if applicable.
· Payrl Area/subgroup – 01 is monthly; 04 is biweekly;
U1 is full/time salaried; U2 is full time/hourly; U3 is part time/salaried; U4 is part time/hourly; U5 is temporary salaried; U6 is temporary hourly
· Fund Ctr/Crnt Fund – Master cost center and fund from IT 0001
· Min Range – minimum of range on the “ as of date” chosen
· Max Range – maximum of range on the “as of” date chosen
· Pyscale Gp/Payscale Area –class code and group (faculty, classified, etc.)
· Position text – title of the position
· Grade/Py Lvl/% FTE –grade and paylevel as 01 to 26 for classified; A1, A7, A8, A9 for nonclassified;  FTE as percent time worked on IT 0007
· Concurrent Payrate – if this is a concurrent position.
· Account information – as C Cent, Fund , F Cent, TXT, Order, WBS, % FND, and % Amt. 
· Begin Date – as current splits (to 6-30-03), and as FY2004 splits (to 12-31-9999)
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Date: 06-15-2004 University of Arkansas for Hedical Scien
Page No: u Payroll Load Report
NaME PERS No. HR CURRENT as of SRC Requested Change
VACCOBY , SHHUEL 00000037  06-15-2004 Requested Increase % 3.0000
Position 50010526 50010526
Org Unit Text COM Hyeloma Research Center COM Hyeloma Research Center
Annual Sal 63603.00 65511.00
Clinical Bonus 344800
Annual Salary + Bonus 68959.00
Pyrl Area/Subgroup 01 U1 01 U
Fund Ctr/Crnt Fund 111 3000945
Min Range .01 0.01
Hax Range 115293.00 11775700
Pyscale Gp/Pyscale Area 00F5 02 00F5 02
Position Text ASSISTANT PROFESSOR-Prov ASSISTANT PROFESSOR-Prov
SRC File - YES  Grade/Py Lul/% FTE 100.00 100.00
Concurrent Payrate .00
C Cent Fund F Cent  Fund TXT Order WS % Fnd % ant € Cent  Fund Fund Cent Fu
Begin Date: 10-01-2003 End Date: 12-31-9999
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Messages:  Blank means that SRC Data has been accepted

Errors:  will show REJECTED – no portion of SRC data was loaded

· 0000, 0008, and 0027 remain as of the last actions processed

Messages: Please read all messages as clues to why the payroll load data was “rejected”:  These include but are not limited to

· Holder in SRC data now terminated –no SAP record to receive load
· Holder in SAP current was not in SRC data—no data to send to SAP 
· Position has changed – use PA40, position change
· Moved temp-to-perm or perm-to-temp – use PA 40, position change
· Payscale Group changed – “class code”: use PA 40, position change

· EE Subgroup changed – “full time/salaried”, etc - use PA 40, position change

· Org Unit changed – submit PAR to move position

· Percent of work (FTE) changed – use PA40, position change

· EE not 100% SRC pay split – use PA 40, funding allocation

· Fund/center/WBS/ locked – call Finance
How to correct errors:

Use PA40

· enter employee SAP ID

· enter the desired effective date (7-4-04  for biweekly;  7-1-04 for monthly)

· chose action as

· Salary Change 
· Funding Allocation

· Position Change

· Other as necessary

· Follow ordinary PA40 process to enter the change into SAP.

Special information and problems:

Salaries for Classified employees have been determined by the Chancellor’s formula, regardless of what SRC data says.   No change should be made in the COLA for any classified employee.
Non-Classified New Hires not in SRC

Employees hired since Budget was established may  not have an SRC record – any change will have to be by PA 40.

Promotions or transfers since Budget established

If the position and organizational unit are not the same in SAP and SRC, the upload is REJECTED.  The HR current (SAP) position, salary and org unit will not be changed.

Change in FTE  (including change in Employee Subgroup)


Such will be REJECTED: HR current (SAP) data remains unchanged.

Future dated transactions:

If you have entered transactions with a future effective dates, “payroll load” data has overwritten such transactions.  Check your data and use PA40 as necessary.

HR/Records staff will help you with both diagnosis and correction:

· Susan Harmon– 603-1307

· Patty Cavenor– 603-1309

· Norman Sward– 603-1303

· Kim Finne – 686-7076
OHR/nes/6-24-04
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