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Use this job aid to: help you navigate to, customize, and save your report.

Running a Summary of Gross Salary (Combined) Report

You need to run a Summary of Gross Salary (Combined) report to see if any salary is rolling to control.
This will show you the process from A-Z.

Navigate to the workspace (Summary of Gross Salary (Combined))

1. Click the Enterprise Reporting tab.
2. Click the Open Analysis link.
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The link will launch the Business Objects Launchpad.

3. Click the * plus sign to expand the Enterprise SAP BW folder.

4. Click the * plus sign to expand the Human Resources folder.

5. Click Finance Admin.

6. Double-click the Summary of Gross Salary (Combined) workspace to open it.
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Input the variables in the Prompt screen

1. Enter the mandatory variables first. They have a red asterisk (*) next to them. Type the fiscal
periods and fiscal years into the Period/Fiscal year fields. (For instance, type 01/14 in the first
field and 6/14 in the second field, and then hit “Enter” on your keyboard.)

2. Click the * expand arrow to add optional values for Cost Center.

Change Between to Equal.

4. Type the 10-digit cost center number into the Cost Center field and then click the Plus button
*to add another row of Cost Center data.

5. When the new row opens, change Between to Equal.

6. Type the 10-digit cost center number with the last two digits replaced by a 99, and then hit
“Enter” on your keyboard.

7. Check the Save prompt values with workspace checkbox.

8. Click the OK button to launch the report.

w

w Welcome: Training BEEEEEN = Appications ™ Preferences  Help menu™
] T ———
Home | Docments | Summary of Gross 5., # & © | Tab for workspace :
B E B T T2 G o 5 X @
(o o |G| D M| x| | Prompt: : | [ 31 | Reguired || Gptions! Varimnts- | v " o Update’
s | " ZPY_MC03_QOS2 [SAP Business Warehouse] = = Pariod/Fecal Year (Selection Option, Required) —————
*  Period/Fiscal Year (Selection Opti 02| [ tndude v | values [Between = Recommendation_
Business Area (Selection Option, - ’
Cost Center (Selection Option, Ot | T ] Olafens jo & Hit “Enter” after
Internal Order (Selection Option, Oy Area (Sefection Option, Cptional) .
WBS Element (Selection Option, w@ t Conter (Selecbon Option, Optonal) 3 completlng or
T W FIT Sasnt O actin Opton, Quton) |20?3:m l"' :A-E ol 5 correcting
.. L 1 1 ! .
e T Joclill ——"Fh, | mendsmoryvaraes
|
e e e yee: |mmm 16 X & o activa g e
ket et i data e button. This also
* Internal Order (Selecton Opton, Optional)
» WES Bement (selecton Gpton, Optons) serves as your data
* Grant (Selection Option, Optional) h k
» Fund (Selection Option, Optional) Check.
* Funds Center (Selection Option, Optional)
+ Employes
i / The report will not Iy
launch until you click the =04 8 |
OK button. 4




JOHNS HOPKINS

UNIVERSITY & MEDICINE

JOB AID: Summary of Gross Salary (Combined)

Report layout tabs

Open workspaces each have their own tab. Users can have multiple tabs (reports) open at once.
For best performance, close tabs when not actively using them. Hovering over a tab will reveal the

full name of the tab.

Er Key Figures.
¢, Payy Period Salary Amt
. Fringe Amount
£ Prev Commitments

2. Commitments Balance
£ i Auth-to Date
# 7 Business area
# i Commitment item
# % Cost Center
# T Cost Center Dept
# (T Cost Center Sub Dept
# [T Employes
# 75, End of Pay Period

Report layout - The three sections

Cost Center

1207310001

# Cost Center

# Internal Order

¢ Cometment iem
< End of Pay Period
-5 Postng date
o huth-to Date

Internal Order

90030666

Commitment item

MHEN[611001 : SAL-FACLATY FTFT

HEN[612001 : SAL-ADM STAFF FTFT

JHENS20001 1 FRINGE BEN EXP FT/PT

End of Pay Posting date
Period
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] ﬁ;.:: Hovering over a tab will reveal the full name of the tab. | '
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Auto Update

Fiscal year/period Key Figures
0012014

Pay Period Salary  Fringe Amount Commitment
Amt Balance
$1,763.00
$ (641.53)
$(1,150.55)
$2,742.00

$(222.74
§ (408.45)

$1,554.24

A workspace has three main sections. They are called the Data panel, the Layout panel, and the Results panel.

Each section can be closed to provide more screen “real estate.” Sections can be reopened at any time.
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Add free characteristics

Add the name of the employee to your report.

1. Click, drag, and drop Employee from the Data panel to the Layout panel under Rows. You are
able to position your free characteristic by dropping it where you want it displayed.
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You have now added Employee to the report.
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# T Fiscal year fperiod Rt _ " s { sisa) ¥
i 1215:Hd, HEN|511001 : SALEACLLTY FTPT o73y3 | oA = £355.00
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NOTE: If you need to enlarge the rows area, hover your cursor over the dots _«<«<« _ until you see S and

then drag to resize the area.
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Change row order

Change the order of the data in your report by dragging Commitment Item above Employee.

1. Click, drag, and drop Commitment Item above Employee in the Rows area of the Layout panel.

| Data - | ¢l
& & O prompts |1l Columns
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* Key Figures Cost Ce
12073
| Drop
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Changing the display of Employee data - Sort by Text instead of Key

To have Employee data sort by last name instead of Pernr, do the following:

1. Right-click the Employee column heading. This will bring up a context menu.
2. Select Sort.
3. From the Sort drop-down menu, select Text.

Right-click in the I_r.n}$m fndafn~.  Posting date Auth-
Filter »
header area.

I — = 2l ETYY: = NOTE: If the drop-down
K X Totals 3 2} zwoa = menu shows that the data
4 = is sorted by text but the
R e Text N results show that it is still
y Key = sorting by Key, repeat the
Disgiay 25 o i S . e ey
i = o= steps for Key first an en
1 Move to » 3 07/26/2013 = Text.
Move before L 07/26/2013 3
Move after 4 08f27/2013 #
Swap with g 08/12/2013 #
Attributes Y3 osjz7013 =

1 3 07/26/2013 =
v X Remove

L] ATME AR -

The Employee field will now be sorted alphabetically.

Cost Center Internal Order Commitment item a; |[Employee ay

90030666 JHEN/611001: SAL-FACULTY FT/PT 1215: Hul,
Russel
1040 : Newman ,
Kenneth

" 1207310001

Result
JHEN/612001 : SAL-ADM STAFF FT/PT 1230 : Farris ,
Wyatt

1073 : Loyd ,
Kerry

Remove fringe amounts and commitments balance

1. Resize a column or columns by dragging the vertical bar in the header area of the columns so
you can navigate to the Key Figures.

Fiscal year/period Key Figures

001/2014
Cost Center Int |Order C it titem 1, Employee 1, End of Pay Posting date
’ “ Period A
: G* — — Left-click and drag
1207310001 90030666 JHENf611001 : SAL-FACULTY g to resize the Commitment item column )3 .
KErneT 08/15/2013 8/12/2013 * I to resize columns.
1215 : Hul , 07/31/2013 07/26/2013 = T
Russel
08/15/2013 08/12/2013 =
08/31/2013 08/27/2013 =
Result Result Result Re| %1,763.00 _'(
JHEN/612001 : SAL-ADM STAFF FT/PT 1073: Loyd, 06/15/2013 07/26/2013 = | §(411.42) =
Kesry 07/31/2013 07/26/2013 % S50
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2. Right-click the Fringe Amount header area.
3. From the context menu, select Remove.

Fiscal year/period Key Figures
0
Cost Center Internal Order  Comia; Employee 3, End of Pay P Right-click in the =" = -
item “ Period
S s St | e— | e | header area. t sort ,
1207310001 90030666 JHENft 1040 : Newman, 07/31/2013 04,00 95' S <
Kenne £ Ti
%p? o 08/15/2013  08/12/2013  # =
1215 : Hul, 07/31/2013 07/26/2013 # $359.00 f_,j' Conditional Formatting *
08/31/2013  08[27/2013 % &
Result Result Result Re $1,763.00 =] Dynamiccaladaon  *
JMHEN/t 1073:Loyd, 06/15/2013  07/26/2013 = § (41142 = Custom calculation ’
SAL-AL
STAFF [ 07/31/2013 07/26/2013 B $ 249.00
Mﬂmﬂ = Pivot With 4
08/15/2013 08/12/2013 #
08/31/2013 12013 = Reorder Members 4
lmtE Farris , 06/15/2013 07/26/2013 * §(230.11
wya 06/30/2013  07/26/013  # $(1,150.55
07/15/2013  08/27/013  # Sumplnk ,
07/31/2013 07/26/2013 # §2,493.001
08/15/2013  08/12/2013 =
Result Result Result Re $949.92 I *  Remove I

4. Repeat steps 2 and 3 above for the key figure, Commitments Balance.
The Results area only shows Pay Period Salary Amt now.

Filter for the Cost Center ending in 99 to display any unsupported salary amounts

1. Right-click the Cost Center header area.
2. Inthe Context menu, select Filter.
3. Then select By member...

Right-click ¥ )

in the ) Y e | §
By member... I

header l 120 2+ Sort C ey

Z Totals »

BEx Conditions »
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4. Inthe Filter “Cost Center” popup, confirm that the Individual Selection radio button is selected.
5. Uncheck all cost objects except cost centers ending in “99.”
6. Click OK.

ia Individual Sele Select
{_) Range Selection

[ﬁ v
Display ~ Show Selected
[] select Everything
Member (Key)
|[#] 1207310099
s »
Save Filter oK Cancel

The report now just shows those salaries that have rolled to control for the period.

Fiscal year,fperimi Key Figures
001/2014 002/2014 003/2014
Cost Center Internal Commia, Employee 3 End of Pay Posting date  Auth-to Date  Pay Period Salary  Pay Period Salary  Pay Period Salary
Order  item ° “" period Amt Amt Amt
1207310099 & JHEN/E1  169470:Fmn,  09/15/2013  09/10/2013 = ; [ $266.64
SALFAC Lo
FTRT 1040 : Newman , 07/15/2013 08/12/2013 = $ (8,647.00)
ety 09/15/2013  08/10/2013 = $6,061.91
1337 : Skaggs , 07/152013 07/26/2013 = $(2,946.42)
Rert 09/15/2013 09/10/2013 = $870.82
1434 : 08/15/2013 09/10/2013 = $3,182.98
Workman , ; .
Donnel 08/31/2013 09/10/2013 = $3,182.98
09/152013 09/10/2013 = $4,541.09
Result Result Result Result $ (2,946.42) $ (8,647.00) $ 18,106.42
JHEN/61 1376 : Guy 09/15/2013 09/10/2013 = £120300

Add subtotals by Employee

1. Right-click in the column to the right of Employee (in this report, End of Pay Period).
2. Inthe Context menu, hover over Totals.
3. Then select Show totals from the drop-down menu.

Fiscal year/period
001/2014 002/2014

Right-click in

2 3 Pay Period Salary  Pay Period Sala
the header area ployee 3 E d of Pay Posting date  Auth-to Date

z Amt Amt
of the column Filter | L 1
- 51 sort »| #
to the right of =i Z
Employee‘ 1040 : Newman 5 0;[‘ E Tﬂm » m tom A
enneth - A
09/, . Hide totals W
1337 : Skaggs , 07/ » Hide totals if only one member is available

T ~w v
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4. Right-click the Fiscal year/Period header.

5.

In the Context menu, hover over Totals.

6. Select Show Totals from the drop-down menu.

Right-click - Filter » !
001/2014 P , €
r show totals N\ % Totals »
= TIOE Otas
3 Hide totals if only one member is available »
Result Result b
13 08/12/2013 # Display as »
113 09/10/2013 *
Result Result Move to 4
113 07/26/2013 2 $(2, Move before »
13 09/10/2013 = Move after :
. i L]
Result Result $(2,€ Swap with
113 09/10/2013 *
X Remove
Lk} na/ininiz £
The Results area will now show totals.
Fiscal year/period Key Figures
001/2014 002/2014 003/2014 Overall Result
Cost Center Internal Commis; Employee a, End of Pay Posting date Auth-to Date Pay Period Salary  Pay Period Salary  Pay Period Salary  |Pay Period Salary
Order item °© “ Period Amt Amt Amt Amt
1207310099 # JHEN/61 169470 :Finn, 09/15/2013 09/10/2013 2 $ 3 $ 266.64
SALFAC Hillary it it it
FTPT Resu Resu Resu % 266. % 266.64
1040 : Newman,  07/15/2013 08/12/2013 > $(8,647.00 $ (8,647.00
Kenneth
09/15/2013 09/10/2013 = $6,061.91 % 6,061.9
Result Result Result $ (8,647.00) $ 6,061.91 $ (2,585.09
1337 : Skaggs, 07/15/2013 07/26/2013 2 $(2,946.42) $ (2,946.42
B 09/15/2013 09/10/2013 = £870.83 $ 870.8.
Result Result Result $ (2,946.42) $ 870.82 $ (2,075.60
1434: 08/15/2013 09/10/2013 = §3,182.9 $3,182.9¢
Workman , = 93
bt 08/31/2013 09/10/2013 2 $3,182. £2ea.0d

Save the workspace to your Favorites and/or export to Excel

Please refer to job aids:

e Saving a Favorite
e Exporting Data to Excel

Exit the workspace and log off

Click the X on the workspace tab to close the workspace and click the Log off link to exit Analysis.
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