Quick Reference Card - Infotype 0008 Locked Report
Spinifex Documentation in SAP - /SPIN/ER

Process: Utilize Spinifex reporting software to review Infotype 0008
Locked Report for employees.

PROCEDURES
Login to myUK with
your link blue ID and
password.
i I ®
Use your link blue ID and password below
Usemame
Password:

Click the IRIS option
to open the SAP
Easy Access menu.

Launch Pad Employee Self Service Employee Seff-Service (LK) Manager Self-Service
IRIS Systems

IRIS Systems

LaunchPad

From here you can select a system to launch.

‘lms <:|
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Once on the Easy
Access menu press
the Ctrl+Shift+F4
keys at the same
time.

This will bring up the
Manual entry of a
transaction screen.

SAFP Fasy Access
& z B ¢ea@ SHB &DLOD BE

SAFP Fasy Access
® 5 EB 2| v -

7 =4 Favorites [=]
PA20 - Display HR. Master Data [+]
Enter /spin/er in the P20 - Maintain HR. Master Data
transaction co d e Manual entry of a transaction
field. Transaction Code fepinfer <:
Hit enter which will E v %
add the Spinifex N o ey
Easy Reporter
transaction to your
Favorites section.
SAFP Easy Access
Double click on the & o dH Cegn BRE Shoao EHE
/SPIN/ER option to
open SpinifexIT Easy | A7 Fasy Access
Reporter. | & | & B & | v -
= 2 Favarites []
JSPIMJER - Easy Reporter E

PA20 - Display HR Master Data

PA30 - Maintain HR Master Data
S_PHO_4B000510 - Ad Hoo Query
PUOC_10 - Off-Cycle Workbench
PC_PAYRESIULT - Display Payroll Results
/SPIN/EHD - Easy Help Desk
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Click on the triangle
next to Company
Reports to view
options.

1 I (O Company Reports

[» (3 User Reports

[* (7 Draft Reports

[* [J SpinifexIT Pre-delivered

4
SP

Makes

inifex

HR/Payroll faster ¢

Easy Reporter

Click on the triangle
next to Payroll

~ 4 Company Reports

Reports to view
report options.

Double click on
Infotype 0008
Locked Report.

|4

= 3 Payroll Reports

Cost Distribution (ITO0Z7)

Employes Hours by Pay Period
Employes Pay to Pay Compatison 2.0
Employee Pay to Pay Comparison

IT 0008 Locked Report

LTDZ Ermployes Monthly Pay Period
Locked Payroll Report:

Payroll Preliminary Posting Repart

Pay Stub Paper Election

Prelirninary, Final Posting with Hours
Prelirn/Final Posting wf Hrs & Mgr Info

FER T dmbr e A AE i Adibimn =] F1m i dem

)
spi

Makes H

Easy R«
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The “i” tab provides
generic Pre-saved

(1] k Report Data Period Select Employees h Run the Report |

— ;

Variant options.

IT 0008 Locked Report

Click on the circle
under the Select
Variant option.

Once a variant has
been chosen click on
the Report Data

Select a predefined layout

Period tab.

B

Presaved Variant

Wariant Type

Crwrer Select Variant

1T 0002 Locked Report GLOBAL

ZLBERT1

/V

The Report Data
Period Tab will pre-

[l ' Report Data F‘eriu%Select Employess

k Run the Report |

variant chosen. ) Other period

I key Date

| Payrall Period |

0

Click on the Select

Alternative Dates |
Employees tab.

populate with the Period r
“Today” radio button @ Today (I Current ronth ) Current year
based on the Global Olup to today @57 ey

To
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Tab contains options
to pull data/narrow
results.

Enter appropriate
data in field(s).

External Person ID,
Personnel Number,
Organizational Unit
or Org Selection can
be used to pull data.

Box on right with the
yellow arrow allows
multiple entries.

To save variant with
desired changes click
the Save Report
Variant option.

r Reporter - IT 0008 Locked Report

8 | & Run in Window ¥ Run FullScreen ‘El Save Report variant 28 Ex

|1 | L Report Data Period ' Selec%rjnyees L Fur the Report |

Ernployes Selection V. \ ¥ 4
E Celection Type Cption |Walue
External Persan ID T
Payroll Area

Personnel Subarea
Carnpany Code
Personnel Murnber
Ernployes Group
Ermployee Subgroup
Personnel Area
Ernployrnent Status =
Crganizational Lnit
Org Selection

b B B K SL BL Br S S S L 1 4
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If a pre-existing
variant was used
please click the
Create New option.

Enter a Description
for the Variant.

Change the option
for Select who can
access this Variant
by clicking on the
paper icon in the
field and choose
USER / User Specific
Variant. This will
allow only you to see
and use the variant.

S

Do not leave the
Global Variant option
in the field as Global
variants allow access
to all users and
should only be
created by a central
office.

Once finished click
Save Variant.

Next, click on Run
the Report tab.

a5y F:_[:ujter - I |||:||E: |:ul=::euj Eeu:lrt

Save a variant

Crverwrite YWariant

It is possible to store the values Lise
simply enter a description and selec

\ available to evervbody or just wours This variant has previously been saved. Do you

N/

IT 0008 Locked Report

want to overwrite this variant or create a new

nter a Description for the Y ariant one?

Crverwrite Cancel

|| Create Mew "3@
AN

~ |

¥|Lock the Vatiant so that only savable by the original userid

Select who can access this Yariant
GLOBAL Global Wariant

Save Wariant Cancel

/\

& Funin window &P Run FulScreen || % Save Report variant | 99 Execution Options | [ Mot

[ h Report Data Period h Select Emplovess h Additional Selections k Run th/e\Repu:urt |

9
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Tab is used to
process reports in
the foreground or
background.

For a small selection
of employees use
the Execute Report
in Foreground, Run
in Window or Run
Full Screen options.

Report will display
on screen. (To
download report
proceed to page 10)

For a large selection
of employees users
are required to
utilize the Execute
Report in
Background
(immediately)
option.

Proceed to next
slide.

JWrarr

asy Reporfer -IT 0008 Locked Reporf
<\ 2/ A0 CRG SHE OO
Easy Repa& - IT 0008 Lock

N2 | & Runin window | & Run FulScreen 8 Save Report variant | |28 Execution Options

eporf

" Run the Report: |

7% [ L Report Data Period h Select Ermplovess

| Execute Report in Foreground || Execute Report in Background (Irmmmediatel, I

fr (I

[l ]]
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To review the
processed report
type /nsm37 in the
transaction box and
press enter.

This will take you to
the Simple Job
Selection screen

Easy Reporter - IT 0008 Locked Repork
ol 2 A0 & SHE DD O™
Easy Rept;&f 0008 Locked Reporf

1 & | & Run in Window | G Run FulScreen | [ Save Repart variant | 29 Execution Options

¥ E [ h Report Data Period h Select Employess " Run the Report |
| Execute Report in Foreground || Execute Report in Background (Immmediatel, lE
[4] I
E T -—u—||:
L1 4[]l e

Screen will populate
with your User ID,
job status field
completed and
today’s date.

Click Execute to go
to the Job Overview
screen to review
reports.

Simple Job Selection
2 B3 €@ CHE OO0 F
Simple Job Selection

':I'} Execute '_y Extended job selection Information

Job Mame V% i

Lzer Marme 1TSER. ID

Job Status

[|Sched. Relzased Ready Active Firished Canceled

Job Start Condition

From 0] 06/12/2017 To A5 06/12/2017

From (5 Tao {*

or after event: il
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On the Job Overview
screen choose one
report at a time by
clicking the box on
the left which will
place a check mark
in the box.

Click on the Spool
option to open the
Output Controller:
List of Spool

Requests display.

Job Overview
S refresh |/ Release | @ T | 8 Spool r@’ Joblog & Step &F Job detais

Job owverwview from: O5/03/2015 at:

to: 0570372018 at:
Selected job names: ¥
Selected user names: ZLEERT1
Jobs for client : 300
Scheduled ¥ Released ¥|Ready ¥l hotive ¥ | Finished |¥|Canceled
Event-Driwven Event ID:
ABAP program Program name :
JobName Job CreatedE| 5p|Status Gched. sta| Sched
=> EMPLOYEE LOCKED REEORT ZLEERT1 ‘2| Finished 05/03/2016( 10: 20

On the Output
Controller screen
choose one report at
a time by clicking
the box on the left
which will place a

Output Controller: List of Spool Reguests
Q0e @& | ® & @.2 W EaTEETE

check mark in the A
bOX. Jpool no. |Type|Date Time |3tatusz|Pages|Title Author
I::> B9N0GS 05/03/2016( 10:20| - 2 |LIST1S LFO1 /ALG/GENTE B
Click the eyeglass
option (display) to
review your report.
Scroll to review -
data. Infotype 0008 Locked Report
Report run dates: 05/03/2018 - 05/03/2018 B

IF‘ersu:nn __‘|Organizatiuna| Lriit |Organizational unit ShortText|Organizatiunal unit Diesc|Last Marne|Personnel N|
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To save data in Excel
locate the download
icon and click.

This will bring up
save options. For
Excel choose the
Text with Tabs
button and click the
check mark.

o

&

Choose the icon at
the end of the
Directory field to
bring up the Save As
screen.

=

CLsers Zlbert 1\ Docurments SAPYVSAP GUD

| Generate || Replace || Extend |

10
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Complete:
1. Choose Save

report location.

2. Enter report
name.

3. Choose Excel
Save as type
from drop
down menu.

4. Click Save
option.

5. Click Generate
option.

6. Report has
been saved.

7. Report
example
below.

Save I , ORCs b ] n
L‘ """"" Name | Date modified [ Type
i e i J Pay to Pay Compare 6122017 0:28 &k File folde
{Recent Places | J Payrall Prelir Posting 6122017 3:40 PR File folde
! | DWERXFER 61172017 8:59 PM File folde
Diesktop
w=
Librarias
i
LY
CormpLter

pu ™
| /.
"'%k ) | K17/
L Report Mame b &l

EXCEL Files [* =] Cancel

File name:

Save as type:

Graphical display of spoal request 40513 in =y

Directary C:hLsersizlbert 1 Deskton!,

File Mame Report Marne,xls

0.0

:\VGenerate Replace | Extend 38

Infotype 0008 Locked Report

Report run dates:

Person|d Organizational unit ~ganizational unit ShortTe  Organizational unit Desc

11111111 30000001

05/03/2018 - 05/03/2018

22222242

Last Mame Personnel Mumber Fosition Fosition - Description

Payroll Services Wildcat 11223344 50150101 Student/Mon-work Study

11



