Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Print Remuneration Statement (ZPYRO001)

Trigger: Agency has a requirement to print check stub information (remuneration statement).

Business Process Procedure Overview: The preferred method for printing check stubs is through
Employee Self Service (ESS.) This transaction allows for central printing of the remuneration statement
for users that are not able to print and for agencies that will initially print this statement. A designated
agency user will be able to print the check stubs for a group of employees.

Tips and Tricks

e Pre definition of a group of people for whom the pay stub is to be printed is very important. This pre
definition can be in the form of an Organizational Unit or Personnel Number.

e Every pay period you must receive a new ldentification Number and Run ID for pay stubs printing from
your HR contact in order to print the pay stubs. Ensure that you get this information every pay period.
Also refer to page no. 3 in this BPP document which explains what the Run ID and date mean.
Currently Beacon is in the process of finalizing the details regarding distribution of the Run Id.

e Inorder to print pay stubs for your Organizational Unit, or for your group of employees, you must have
the required authorization.

e Additional knowledge of the Agency’s Organizational structure/units and its relationship with individual
personnel will be very useful.
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To print pay stubs, it is important to understand the definitions of the above selection field/parameters.

e Run Date- Run date is the date on which the payroll team (Shared Services) has processed the
payment run which either transfers money to bank (direct deposits) or prints a check based on the
employee master data setting. Before a check stub can be printed, it is important that Shared
Services must first run a payment run for that period and communicate the information to each
Agency HR contact person. In turn, each Agency will have to provide the run date to all persons
responsible for printing the check stubs for their group of employees.
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¢ Identification — The identification number is used to distinguish between several payment runs with
the same reconciliation key date. There will be at least two different identification numbers per pay
period as there are two payment methods, direct deposits and checks. The responsible person will be
required to process at least two print runs every pay period, one for direct deposits and one for
checks. If there are additional payment runs for off cycle payroll then more identification numbers will
be created.

¢ Important: Shared services will inform the Agencies Payroll Administration folks of all the run
dates and identification numbers for that pay period.
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Organizational Unit — Using Organizational Unit the local HR representative will be able to print the
check stubs for all employees under their Organizational Unit (that are in positions that belong to that
particular Org Unit). The Agency HR should communicate to each of their HR representatives the
Organizational Unit(s) for which they will be responsible for printing check stubs.

NOTE: Organizational Unit is a master data field and each employee is assigned to a specific
Organizational Unit. Each local HR representative will be able to maintain documentation for their
assigned organizational units.

Please note the following:

1. There is a checkbox underneath ‘Personnel Number’ that allows you to include subordinate
Organizational Units (checkbox selected) or to exclude subordinate Organizational Units
(checkbox deselected) when you print the remuneration statement. By default this checkbox
is selected so that if you enter a value in the Organizational Unit field it will include all the
subordinate Organizational Units.

2. This allows flexibility when selecting the group of employees for which you want to print
remuneration statements.

3. Examples of how the selection options can be used:

» Print remuneration statements for employees in a single Org Unit A (the 8 digit
number for this Org Unit is 12345678). If you have 10 employees that belong to
Org. Unit A and you want to print their statements you will enter the number of this
one Org Unit, deselect the checkbox so that no subordinate Org Units are included
and print the statements. See screen print below:

Selection
Run Date 31242008
Identification aY&25P
Drganizational unit 12345678
Personnel Mumber E
[Inciude Subordinate Org Units

If you do not know what the 8 digit number for the Org Unit is you can use the search

button @ next to the Organizational Unit field to look this number up. Click on the
button, drill down in the structure until you find the Org Unit you are looking for, select and
double click and the number will be pulled into the field.

¢ Print remuneration statements for employees in a number of Org Units where
there is a hierarchical relationship with subordinate units. In this example Org
Unit A is the highest Org Unit in the hierarchy (10 employees) and Org Unit B (6
employees) and C (5 employees) both report to Org Unit A. To print remuneration
statements for all 21 employees you will enter the number for Org Unit A in the
Organizational unit field, select the checkbox to include subordinate Org Units and
print the statements. See screen print below:
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Selection
Run Date p341202008
[dentification AY&25P
Organizational unit 12345673 H
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Note: This is the way DOT has been printing their remunerations statements so nothing is
changing for them. They should leave the default selection of the checkbox and enter the
values as they have been doing since go-live on SAP.

e Print remuneration statement in a number of Org Units that are not related via a
hierarchy. You may have a situation that you want to print statements for employees
that belong to Org Units in separate areas of your organization. If you have this
requirement you can select individual Org Units and print statements for the
employees that belong to these Org Units. Say you have Org Unit Z (10000001), Org
Unit Y (10000002) and Org Unit X (10000003) but they do not report to each other.
You can still print statements for the employees that belong to these org units by
entering the org units separately in the selection screen as follow:

Complete the Run Date and Identification fields and deselect the checkbox to include
subordinate Org Units. See screen print below:

Selection
Fun Date 104292087

|dentification 17R30P

Organizational unit |

Fersonnel Mumber
[JInclude Subordinate Org Units

Click on the E button next to the Organization unit field and enter the Org Unit numbers
in the screen that appears as shown below: (This screen should contain all the Org Units
numbers you want to select)
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Note: You may also search for Org Units by clicking on the button and then drill down
in the Org Structure until you find the Org Unit(s) you are looking for. Simply select such
an Org Unit by double-clicking on it.
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Step 3: Click on the copy button to return to the previous screen. You will notice that

the ‘multiple selection’ button EI now looks as follow |£| - which shows you that you
have selected more than one Org Unit:

Selection Multip_le
selections
Furn Date 31242008 (active)
|dentification ATR25P

Fersonnel Mumber

Organizational unit 10868001
E

[(Jinclude Subordinate Org Units

e If you are a group 2 agency that wants to print remuneration statements for a group
of temporary employees you can also use the Organizational Unit field. Since all
temporary employees are paid bi-weekly there will be a separate Run Date and
Identification value for this group of employees each pay period. To print the
statements for these employees simply enter the applicable Run Date and
Identification fields, select the Organizational Unit or Units to which these employees
belong and print the statements.

For example, if the Department of Environment & Natural Resources wants to print
the remuneration statements for all their temporary employees. They will simply
select the correct Run date and Identification (received from Shared Services), enter
the highest Organizational Unit (20000039 — Environment Natural Resources) and
ensure that the checkbox to include subordinate org units is selected. See screen

shot below:

Selection
Fun Date A3417 42008
|dentification 18574P

Organizational unit 2'3”3”3”3”3'39|
E

Fersonnel Mumber
Include Subordinate Org Units

e Personnel Number - This is the lowest level of selection parameter for check stubs. Check stubs
can be printed for an individual employee or for a group of employees as shown below.
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Selection
Fun Date B3¢12/2008
Identification O7&e25F
Organizational unit E
Personnel Nurnber 123456

Include Subordinate Org Units

= muttiple Selection far Personnel Number
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Examples of how the Personnel Number field can be used to print remuneration statements:

e Print a remuneration statement for a single employee. After you have entered the
Run Date and Identification fields you can just enter the personnel number for the
particular employee directly into the field and then proceed to print the Pay Statement.
If you need to search for the Personnel Number there is a search help feature you
can use, following the steps described below:

Click on the button next to the Personnel Number field (if you do not see this button
just click in the Personnel Number field and it will appear). You will see the next search
help screen:
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I=

Last name - First name

Lazst hame E | Cioe |
First name E | JF |

| |H = |

This screen offers several options to search for an employee, represented by several

different tabs bl stz - FIRIGETE | o gy top of the screen. The most frequently used
options are the one shown here (using the Last name and First name fields) and the other

Organiz menk

option is to search by (organizational assignment) -

shown later.
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Enter the Last name / First name and click on the E button. You will get a list of all the
employees with the last name ‘Doe’ and the first name starting with a ‘J’ (in this example
there was only one hit)

I@Persnnnel Mumber {13 1 Entry found

Lasgt name - First name

PDC emar indicator { Per:
i

EONBEREEIE
Last name|First name|TitIe|Pers.N0. |5tart Date |En{| [Date
Doe Jane 01085337 041815962 12/31/9999

Select the appropriate employee by double clicking on the name in the list (You can also

select the employee with a single click and then click on the E In the example below

Selection
Fun Date N3 2/2003
Identification Ar525P

Organizational unit
Personnel Murmber 91085337

[Jinclude Subordinate Org Units

The system will enter the selected Personnel Number in the field and you are now ready
to print this individual’s pay statement.

¢ Print a remunerations statement for a group of employees using the Personnel
Number field and a series of selection options. If you want to select a very specific
group of employees in your organization (other than in a particular Org Unit or Units)
you can use other selection options that are to be found in the Search option next to
the Personnel Number field. To do this follow the following steps:

Complete the Run Date and Identification fields and deselect the checkbox to include
subordinate Org Units. See screen print below:

Selectian
Run Date A3f122008
|[dentification A7R25P

2rganizational unit

Persnnnll Murnber |

[JInclude Subardinate Org Units

olo
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Click on the EI button next to the Personnel Number field and then on the

Multiple selection. | button at the bottom of the pop-up screen that appears (see below):

II:E’MuItipIe Selection for Personnel Mumber

Sinogle va

| (]

=]

[
(@)
|

[« ]

]l |[«][»] Multiple
Selection...

F6

| Multiple selection..

Version:
Last changed on: 02/26/13 11:28 AM Release: Master Document
File Name: Page: 10 of 29
PrintRemunerationStatement.doc3 Last changed by: J Wessels



Title: Print Remuneration Statement
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In the following screen click on the ‘Organizational assignment’ tab and use the fields
(selection options) on this screen to narrow down / select the group of employees you
want to print statements for, e.g. employees in a certain employee group or employees in
a certain Payroll Area or a combination. In this example | have selected all the employees
in Personnel Area 1401 (OSC), in Payroll Area 01 (Monthly) whose Last Name begins
with a ‘W’

IIIj Restrict value Range (13
/ Fart-time emplopees [ -l Sickneszs cert.data [&] Organizational aszighment

Personnel area 1401
Perzonnel subarea

Employee group

Employee subgroup

Paprall area 01
Company Code

Cozt Center

Oraanizational unit

Crganizational key

Adrminiztrator group

Time adminiztrator

Last name IE iu"-r”

Firzt name

| | < |||

Click on the Iﬁl and you will get a list of these employees upon which you can select
some or all of them.
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Title: Print Remuneration Statement

Functional Area: Human Resources

Sub Area: Payroll

a) Only use this option when there is a need to print check stubs for a limited number of individual
employees. The Personnel number will be required in order to print a check stub for that

individual.

b) Use only one value for either Organizational Unit or Personnel number (do NOT enter values in
both fields). If you enter both, the system will provide an error message.

Required and optional fields:

Field Name

Description

R/O/IC

Values

Run Date

Run date is the date on which the payroll
team (Shared Services) has processed the
payment run which either transfers money
to bank (direct deposits) or prints a check
based on the employee master data
setting. Before a check stub can be
printed, it is important that Shared Services
must first run a payment run for that period
and communicate the information to each
Agency HR contact person. In turn each
Agency will have to provide the run date to
all persons responsible for printing the
check stubs for their group of employees.

Enter value in Run Date.

Example: 10/09/2007

Identification no.

The identification number is used to
distinguish between several payments runs
with the same reconciliation key date.
There will be at least two different
identification numbers per pay period as
there are two payment methods, direct
deposits and checks. The responsible
person will be required to process at least
two print runs every pay period, one for
direct deposits and one for checks. If there
are additional payment runs for off cycle
payroll then more identification numbers
will be created. Again Shared services
will inform Agencies HR contact
personnel of all the identification
numbers for that pay period along with
the run date associated with same.

Enter value in Run Date.
Example: 10255P

Organizational
Unit

Organizational unit is master data field and
each employee is assigned to a specific
organizational unit. Each local HR
representative will be able to maintain
documentation for their assigned
organizational units.

Enter value in
Organizational Unit
Example - 70227938

Personnel no.

This is the lowest level of selection
parameter for check stubs. Check stubs
can be printed for an individual employee
or for a group of employees as below.

Enter Value in Personnel
No. (Orbit no.)

Example - 1501777
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Note- You can not enter values in both the Organizational unit and personnel number fields. The system
will give an error message if both values are entered. Only use Organizational unit as provided by
your HR office.

Press ENTER or Click Enter button.

The system validates the values you have entered. If there are any errors in your selections, review the
selected values for each field and if values are correct, contact your Agency HR technician.

Click Execute (F8) button and wait until printer selection screen is displayed as shown below.

I Frint

output Device FLocL
Mumber of copies 1
Fage selection

Spool Request

Mame SCRIPT|LOCT|JYED

Title Run D= 1917 3F Run Date= 10/05/2007 Org Unit= 00000000
Authorization

Spoal Contral Cover Page Settings

[ Print immediately SAF cover page H Print &
[ Delete After Output

[ Mew Spool Request Recipient

[ clase Spool Reguest Department

Spoal retention pd 8| Day(s)

Storage Mode 1 Print only |

Print Preview HQ Print” Cancel |

[ .1 )
\\i) Information:

A) Most of the values for the above selection are populated automatically based on
the settings prepared for you by selecting the printer (e.g. ZLOCL = local printer set
for you in Beacon). NB — Must be ZLOCL (LOCL does not print correctly)

NOTE to DOC and DHHS (for printing of large quantities of remuneration
statements to Mainframe Printers).

Please follow the following steps to select the correct printers for mainframe printing (do
not use ZLOCL):
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Sub Area: Payroll

Title: Print Remuneration Statement
Functional Area: Human Resources

Click on the drop down next to the ‘Output Device’ field:

IE:'SF]EIEIlZ Cutput device (1)

[=] ]

Output Device @ | *

Shart name I:I

Location |

|v | |||

Put a * in the Output Device field and click on
You will see a list of available printers:

III?SF:H::DI: Cutput device (1) 6 Entries found

=

va[H][B[=E]2][S][&]

OwmtpunDevice "|5hrtName| Location.ﬁgatus Messa

LocL LocL
Z_MASSPRINT _DHHS_FRD Z_MB

Select the appropriate printer from the list: (for DHHS = Z_MASSPRINT_DHHS_PRD and for

DOC = Z_MASSPRINT_ITS_PRD)

Version:
Last changed on: 02/26/13 11:28 AM Release:
File Name:
PrintRemunerationStatement.doc3 Last changed by: J Wessels

Master Document
Page: 14 of 29
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1. Click on the ‘copy’ button:

I= Print
Cutput Device £_MASSPRINT_DHHS_PRD
Humber of copies 1

Fage selection

Spool Regquest
Marme SCRIPT|LOCT |[9000EA23

Title Fun 1D=07525P Run Date= 031 252008 CQrg Unit= 00000000
Authorization

Spool Control Cover Page Settings

L] Print immediately SAF cover page Do Mot Print l
[] Delete After Output

[ ] Mew Spool Reguest Recipient

[]close Spoal Reguest Departtment

Spool retention pd 8| Day(s)

Storage Mode 1 Print anly et

| PrintPreuieng Print || Cancel |

2. You have selected the correct printer for Mass Printing to the Main Frame

B) The above example shows the process to use for large quantity print (over a hundred
check stubs). You will select print and then release it from the print spool which will be
shown on the following pages. However if you only have a few statements to print, check
the Print immediately box under Spool Control in this pop up spool window. The
statements will go directly to the printer and you are finished.

Click Print button.

Once you click print button, you will get the following screen
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=4 HEE
Program  Edit Goio  System  Help

|& 10 eee 0HE HhLs BE on

Mass Print of Remuneration Statements

Selection
Run Date 31272008 [5)
Identification |07525P |
Organi unit 20004384 [2]
Personnel Number |

[¥lInclude Subordinate Oty Units

[ U s0000023 B betgatzz [Ns | 7
74 start E @7 77 6mneme.. oS e 5 Logon 710 to. @ snag €3 iTunes L T O ol [l 100% &) B e S

Choose the “System” option from the top menu bar

g
Frograrn  Edit Goto Systern Help
\

& NI B @@@ QHE S000 EHE @ HE
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Print Remuneration Statement

Mass Print of Remuneration Statements

=4 =
Program Edit Goto  System  Help
| & Create Session QHB ATO0 BE QB
R End Session
Mass Print of Re - nts
User Profile
@ [ [1=( senices
Utilifies(H)
election -
Run Dat Services for Object OWn spOOI
un Date - R
equests
Identification 7 eI=EE — 1 a
Organizational unit oS nooliesiiesls
Fersonnel Mumber Own g2bs
Short Message
Status...
Log off
[& Eitner enter PERSONNEL NUMBER or ORG UNIT o AGENCY not all b[ETD ) 200 B ketoaniz (s [ [ 7

s | 2 &) €] €] 1

Choose “Own Spool Requests” option under system menu to get the following screen

|® & 063 R W@ e et ” [ e | €& S@adENad Bl JOSE 14 am
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Title:
Functional Area:
Sub Area:

Print Remuneration Statement

Human Resources

Payroll

Mass Print of Remuneration Statements

=
Spool Reguest

| &

Edit Goto Utilities()

2]

Settings

Systern  Help

dESE@  SHE H0a80 EE @ m

Output Controller: List of Spool Requests

S DMl

(=]

Spoal no. | Type|Date Time |Status |Pages|Title or name of spool reguest
] 11716| [5] |12/03/2007(12:562 12 [Run ID= 19173P Run Date= 10/09/2007 Org Unit= 0000000
] 11716| [ |12/03/2007[12:51 - 12 |Run ID= 19173P Run Date= 10/09/2007 Org Unit= 00OOOE0O
] 11714| [ |12/03/2007(12:03| Compl . 12 [Run ID= 19173P Run Date= 10/09/2007 Org Unit= 0000000
] 11712| [3]  |12/03/2007(11:23| Comp . 12 |Run ID= 19173P Run Date= 10/09/2007 Org Unit= 00OOOE0O
] 11711| [5]  |12/03/2007[11:19| Compl . 12 [Run ID= 19173P Run Date= 10/09/2007 Org Unit= 0000000
] 11606|[E [12/03/2007(11:15|Waiting 1 [LIST1S LOC1 ZPYREE1_PJYE
] 11605| &) [12/03/20087|11:15 - 12 [Run ID= 19173P Run Date= 10/09/2007 Org Unit= 0000000
] 11718| [ |12/03/2007(11:14| Compl . 12 |Run ID= 19173P Run Date= 10/09/2007 Org Unit= 00OOOE0O
8 Spool reguests displayed
3 Spool reguests without output reguest ‘%
1 Spool reg. heing proc. %
L

4 Spool

reguests completed successfully

Information: Check the date and time for the appropriate print file. Select the item that
looks like a document icon under TYPE. This will allow you to review the documents in the
print spool as shown on the next few pages. Select the box next to the spool request and
select the print icon to print the documents
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Print Preview of ZLOCL Page 00001 of 00010

=4
Text Edit Goto Systern  Help

| & 1aH eee CHE fnon B @B

Print Preview of ZLOCL Page 00001 of 00010

- [
e beacon

Horth Carcling
Ciffice of the Smte Controller

@ Only page 1 to page 10 of 12 displayed

Click Next Page (Page down) 43 button.
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Print Preview of ZLOCL Page 00002 of 00010

=4
Text Edit Goto Systern  Help

& A H @@ ERE BDOo0 EE @D

Print Preview of ZLOCL Page 00002 of 00010

- [
e beacon

Horth Carcling
Ciffice of the Smte Controller

Click Back (F3) & button to go back to spool list as below,
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Title: Print Remuneration Statement

Functional Area: Human Resources

Sub Area: Payroll

Output Controller: List of Spool Requests

|E7

Spool Request Edit Goto  UtilitiesiM) Seftings  Systern  Help

| & 100 @G0 SHEB Do B @B

Output Controller: List of Spool Requests

S DMl

(=]

Title or name of spool reguest

Spoal no. | Type|Date Time |Status |Pages
11714| [ |12/03/2007(12:03 - 12
11712| [ |12/03/2007(11:23| Compl . 12
11711| [5]  |12/03/2007[11:19| Compl . 12

11606([E |12/03/2007(11:15|Waiting 1
11605( [&] |12/03/2007(11:15 12

I O 53

Run ID= 19173P Run Date= 10/09/2007 Org Unit= DOOOOEOO
Run ID= 19173P Run Date= 10/089/2007 Org Unit= DOOOOEOA
Run ID= 19173P Run Date= 10/09/2007 Org Unit= DOOOOEOO
LIST1S LOC1 ZPYROE1_PJYE

Run ID= 19173P Run Date= 10/09/2007 Org Unit= DOOOOEOO

1718 [ |12/03/2007[11:14 Com;;'l. 12 [Run ID= 19173F Run Date= 108/09/2007 Org Unit= 00000800
6 Spool reguests displayed
2 Spool reguests without output reguest ‘%
1 Spool reg. heing proc. %
3 Spool reguests completed successTully e
Click Spool no. checkbox, example [] 11714
Click print icon (or Ctrl+Shift+F8)
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Print

Print j ﬂ
Printer

M ame: | YhscoscBODNbeacons j

Status: Feady
Type: HF Lazerlet 4350 PCL &

Wwhere:  F-315

Comment: Lazer)et printer w/duplesing -

Frint range Copies

o+ Al MNumber of copies: 3
) K

- LIk

o] |

Note- A Printer (name) will be automatically selected if user has a default printer set (Make sre this
is the correct printer)

Clck OK buton.
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Output Controller: List of Spool Requests

|E7

| &

Spool Reguest

Edit Goto Utilities()

2]

Settings

Systern  Help

dESE@  SHE H0a80 | HEE @ m

Output Controller: List of Spool Requests

S DMl

(=]

Spoal no. | Type|Date Time |Status |Pages|Title or name of spool reguest
v 11714| [T  [12/03/2007[12:03|Waiting 12 |Run ID= 19173F Run Date= 108/09/2007 Org Unit= DOOOOOEGO
| 11712| [ |12/03/2007(11:23| Compl . 12 |Run ID= 1917¥3F Run Date= 108/09/2007 Org Unit= DEOOOOEG
| 11711| [5]  |12/03/2007[11:19| Compl . 12 |Run ID= 19173F Run Date= 108/09/2007 Org Unit= DOOOOOEGO
| 11606 |5 124037200711 15[ Waiting 1 [LIST1S LOCH ZPYROE1_PJYE
| 11605| [ 12/03/2007)11:15 - 12 |Run ID= 19173F Run Date= 108/09/2007 Org Unit= DOOOOOEGO
] 11718| [ |12/03/2007(11:14| Compl . 12 |Run ID= 19173F Run Date= 108/09/2007 Org Unit= DOOOOOEG
6 Spool reguests displayed
1 Spool reguest w/o output reguest ‘%
2 Spool reguests being processed %
3 Spool reguests completed successTully e
@ Qutput requests created
Click Back (or F3) < button.
The system task is complete.
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Sorting:

The program will sort the remuneration statements using the following fields in order:

First using the short description field of the Organizational Unit (12 characters). Each
agency determined the values they wanted to capture in this field. Usually the first two digits
indicate the agency. For example: If one looks at the Best Shared Services organization in
OSC it looks as follow:

—E= 501100080888 O05C BEST Shared Serwices

Short
Description
(12 characters)

A

SO11028000068 OSC BEST SHARED SERWICES Human Res
—3= 5011040000008 0OSC BEST SHARED SERWICES Payroll & Time

SE1104010088 05C BEST SHARED SERVICES PY & T Process
——o@1104030000 05C BEST SHARED SERMICES PY & T Accting

501103000068 OSC BEST SHARED SERWICES Benefits
SE11E1800068 OSC BEST SHARED SERVICES Call Center

In the example above the short description for OSC BEST Shared Services is 501100000000.

Secondly the statements will be sorted by the Last Name of the employees in each Org Unit
in alphabetical order.

Setting up and using variants for Mass printing purposes:

A. Setting up the variant:

Step 1: Once you have gathered the data you want to use for printing the Remuneration statements in
your Agency you enter it into the selection screen (after you have entered T-Code ZPYRO001).

In the example below you have decided you want to print the Remuneration statements for all employees
in Org Unit (# 12345678 and all the subordinate Org Units). You have also received the Run Date and
Identification detail from BEST Shared Services, namely 03/12/2008 and 07525P:

Mass Print of Remuneration Statements

Selectian
Run Date A3f1202008
ldentification A7eR25P

Fersonnel Murmber
Include Subordinate Crg Units

Organizational unit 123455T8| H
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Step 2: Since you will always be printing the Remuneration statements for all the employees in this Org

Unit (# 12345678 and all its subordinate Org Units) you want to save these values as a variant so that
you do not have select these values every time you run the report. To do this hit the button at the top
of the screen. The following screen will appear:

=4
Wariant Edit Goto Enwironment Systern  Help

& DA SCE@ CHB Othan BE @
Variant Attributes

&7 Copy Screen Assighment

Variant Name

Meaning | Sern Assignm
[ Cnly for Background Processing H 1000
[ Protect wariant
[ only Display in Catalog
Systerm Yariant (Automatic Transport
&l=m8|
Ohijects for selection screen
Selection SEmSlF\Ehﬂ name |TypE|Prmectﬁeld| Hide ﬁelleil:IE field ‘BISIBEVE field without valuesl Switch GPA DdeEqUWEIj ﬂell:llBe\ectinn variah\elOptmnIName of Variable {Input Onlky L
1,000 |Run Date 5 O O ] O ]
1,000 | Identification 3 0 0 [ 0 =]
1,000 Organizational unit 5 O O O O O
1,000 | Personnel Mumber 5 =] =] ] =] =] H

Now you have to enter the Variant attributes so that you (or other co-workers) will recognize this variant in
future when they want to use it. You have to complete the following fileds:

1) Variant Name (Use a naming convention for your agency / group)
2) Meaning (Give a description of the content of the variant)

Note: Since the first two fields in the report are required you have to complete them to save the variant.
But since these two fields will change every pay period (you will get new values to enter) you may not
want to save them permanently in your variant. SAP has a way of saving a field without values (at the

bottom of the Variant Attributes screen).
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Select
meaningful
names

Step 3: Complete the Variant Name and Meaning fields, mark the checkboxes for ‘Save field without
values’ next to the ‘Run Date’ and ‘Identification’ fields and hit the button again.

(L=
Variant Edit Goto  Environment  Systern Help

] D AH @@ S EE anaa FEE @

Variant Attributes

|ﬁ Copy Screen Assignment I

Variant Mame HHS_01
Meaning

All employees in Org Unit 1 Scrn Assignm,

|§ Created |Selection Scrns
Only far Background Pracessing | | 1000

[ Protect Varjant
Conky Displkin Catalog
Systern Wariant (Autormatic Transporf)

&|<0]8)]

Select these
2

checkboxes
Ohjects for selection screen /|
Selection Scr_ |Field name [Ty | Pratect fietd|Hide field] Hide field BIS| Save field without values] 5~ —F# of| Required field 5
1,000 Run Date 5 O O O
1,000 | Identification 5 O | O [ |
1,000 Crganizational unit g O O O O O
1,000 Personnel Mumber g [l O [l O [
1,000 Include Subordinate Org Units | P [l O O [l
Note: You have to scroll down to find the 2 applicable fields (Run Date and Identification) in the list of
fields
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Title: Print Remuneration Statement

Functional Area: Human Resources

Sub Area: Payroll

Step 4: You will get a message at the bottom of the screen that the variant (Name) has been saved:

=4

Prograrm  Edit Goto  Systern Help

LV 1 AE @ DHE Hhan HE @
Mass Print of Remuneration Statements
Selection

Run Date 03/12/2008

Identification BT525P|

Organizational unit h23455?8 :il)

Personnel Mumhber

Include Subordinate Crg Units

[& variant HHS_01 saved
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

B. Using the variant:

Next time you want to use this variant to print remuneration Statements you can access it as follow:

S Step 1: Enter T-Code ZPYRO001 to a start the program. On the first screen you will see this icon
et

variant

icon Mass Print of Remuneration Statements

Selection

Run Date |

Identific ation A

Organizational unit

Fersonnel Mumber
Include Subordinate Ory Units

Step 2: Click on the ‘Get variant’ icon. The next screen will appear:

III?’Find wariant
Variant | =
Enviranrment E
Created by 90000023 B
Chanoged by ?

2

Qriginal language

The field ‘Created by’ will contain the User Name of the person who logged in to SAP to execute the
program (in this example it is 90000023). If you want to see the variants that this person has created you

will simply hit the @ button. However, if you want to see ALL the variants you have to remove the User
Name as it acts as a filter. That way you will see variants created by other users as well.
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Title: Print Remuneration Statement
Functional Area: Human Resources
Sub Area: Payroll

Step 3: Hit the @l button and you will see a list of all existing variants:

III?'AEIAF': Yariant Directory of Program ZPYRO01 _PAYSLIP
B E =)
Wariant catalog for program ZPYRO01 _PAYSLIF
Wariant narme |5h|:|r1 description |E|F'|Cha
HHS_101 All employees in Qrg Linit 01 A ]

JAAP_TEST_01  Pernr00793973 A
JARARP_TEST_02  Org Unit 20006824 no Subs A
JAAP_TEST_03 Org Unit 20006324 with Subs A
JAAP_TEST_04  Org Unit 20013233 no Subs A
A
A

JAARP_TEST_05  Pernr973763 DEMRE
JAAP TEST_06 DEMR O-Unit 20003886 no Subs

o] | [OD

You can see the variant that we saved at the top of this list (you may have to scroll down to find your
variant if there is a long list)

(10>

Step 4: Select the variant by clicking on it (will highlight in yellow), and then hit E The values you have
saved will default into the selection screen — see below:

Selection

Run Date |

Identification [+

Drganizational unit 123456748
Perzannel Mumber E
Include Subordinate Org Units

Note how the first two fields are empty (since we saved the variant without values) but that the Org Unit
field contains the value we selected and the checkbox to include subordinate Org Units is also selected.

All you have to do is to enter the Run Date and Identification and you are then ready to print the
Remuneration Statements.
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