Mini Guide: ZHRLDSTR Labor
Distribution Report

South Carolina Enterprise Information System

Report Description: Displays the distribution of employee costs by wage type (employee/employer
contributions, benefits, retirement, for example), amount, period and cost objects such as Cost Center,
Fund, Functional Area or Grant.

Report Timing: Run the ZHRLDSTR Labor Distribution Report each pay period, on or after “blue” days
on the Comptroller General’s Office payroll calendar.

Who Can Run This Report: Employees with Display Payroll or Agency Payroll Administrator security roles.

Important Note: SCEIS users at large agencies, and those seeking a large amount of data
through the Labor Distribution Report should run the report in the background. Running the
report in the background will make the most efficient use of your computer’s system resources
and will allow you to continue working while the report runs. Instructions for running the Labor
Distribution Report in the background are included in this guide, beginning on page 9.

1. Log into SCEIS, enter ZHRLDISTR into the Command Field and click on the green Enter
button to access the report. This will take you to the Build a Preliminary Index screen
shown below.
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2. Complete the Preliminary Selection Criteria section (boxed in red in the screen shot
above) as appropriate.

Definitions: Preliminary Selection Criteria

*Posting Date Field: This is the date for which you would like to view results. It is used to build
the index of documents that contain financial entries related to the posting date, which is the
pay date. You can select a single date or a range of dates.

*Business Area: A Business Area is an agency code in SCEIS, so enter your agency code
here. This field is required.

*By-Pass Preliminary Index: Leave this box un-checked.
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3. Make sure the Document Status—Posted check box is checked (boxed in black in the
screen shot on page 1).

4. Once you have completed all of the appropriate Preliminary Selection Criteria fields, click
the Execute button (circled in red on page 1) to run your report.

5. When the report has run, the Navigation window (shown in the screen shot below) will
appear. Select the radio button indicating what you would like to do next, then click the
Continue button, which is denoted with a green check mark.

[E Mavigation [x]

O Proceed to Labor Distribution Selection Screen
O Produce Payroll Analysis Selection Screen
O Retumn to Preliminary Selection Screen

O Exitthe program

vlx]

Note: You can click the Back button denoted with a green sphere and a left-facing arrow on any of the
report results screens to return to the Navigation screen shown above. Once you reach it, you can
use the Navigation screen to access the upper three report types described in detail in this guide,

or select one of the bottom two options to Return to the Preliminary Selection Screen (described in
steps 1 & 2) or Exit the Program.

6. The View Preliminary Selection Report option, which is selected in the screen shot
above, identifies the posting runs based on your search criteria. A sample screen shot
of the Preliminary Selection Report is shown in the screen shot below. Remember, if
you entered a date range in the Posting Date Field when completing the Preliminary
Selection Criteria section, you may have to complete a special background execution
and populate screens manually to execute the report.

Preliminary Selection Report
GlaFT d BsamnE

Posting Date]  Posting Run #| Tex for Run |Run Informasion |smu| HR Doc. # FiDoc.#]  GrantsDoc#|  FundsDoc#| Controlling Doc#] Bus. Aveal]
020172011 1058 DOTLDI TEST | PArea SWOIZ011 633169 B100063322 633189 1003164258 1002543344 U120
020172011 1058 DOT LD TEST | Phrea SWOI2011 633150 B100063323 633180 1003164250 1002543345) U120

When you have finished reviewing the preliminary report results, click the green Back
button to return to the Navigation window.
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7. Next, select the Proceed to Labor Distribution Selection Screen radio button, as shown
in the screen shot immediately below, and click the Continue button denoted by the
green check mark to view the Display Payroll Posting Document Screen.

II:D Navigation

QO View Preliminary Selection Report

O Produce Payroll Analysis Selection Screen
O Return to Preliminary Selection Screen

O Exitthe program

8. You may refine your search criteria, but it is recommended that you leave the default
information in the Selection Criteria for Posting Documents and Editing Options sections.
Please also note that:

*The Posting Run Number(s) and Business Area are populated based on your
preliminary search.

*The Display Variant Field defaults to display “/EXP_ONLY,” meaning it displays only
expense-related data in General Ledger Accounts 5000000000 through 5999999999.

[
Display Payroll Posting Document
Selection Criteria for Posting Documents
Run Type Frl=
Fosting Run Mumber 1058 to E
Posting Run Name to E
Document Number to E
Company Code to E
Posting Date 02/01/2011 to E
Editing Options
Archive Selection 3 asks whether to read archive
Display Variant fEXP_ONLY
| Costing Information
I Business Area 1z ta E
Cost Center to ?
Fund Center to E
Functional Area to E
Fund to E
Grant to i
WBS Element o o
GL Account ta E
Employee 1o E
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9. When you’re ready, click the Execute button to view your report, which will look like the
partial report shown in the screen shot below.

Display Payroll Posting Document
&) 2 (& [ =] ] o e I ]« ] ]
warninge Exist for TS Docusent
e S0D00T &5E [
Company Code =Lm &
Dacumant SOD06331 90
Pastinglurrency WLED
Referance PAYRLOGERE
Dt . Type FY
Fun Type P
Fasting Date 2rmizen
Decunent Type BIL Accdunt Document
Cocument Cate aarm d
But, Tranesction HEP1
Account Humber with Text Patmg Date|Doc. Date |Year Poﬂndl'lm Foan Mumber |Type| Rev. Doc. | Docusent Line |Line Type|BiL Pay . per | Bugh |Pers Mo. |Cost Cir
[ sofensonon DIRECTOR 02fE 2001 | earm e FY 1058 | PP E33100 5 SHENS0000| 201103 U120 Uizboooata
A SaenSanae
[ SE16SE0000) CLASSIFIED POSTTIONS | 02/81 /2041|0370 12811 FY 1058 | PP E33100 12 SONESB0000| 201103 W20 uvzooooata
g 51580000
[ Se1EE80000 UNCLASS FOSI1TIONS G220 | B3rm s e Y 1058 |FP E33180 4 SOVES0000G| 201103 W20 [Epkailililii )]
E S0 500000
[ 5018850000 GRANT EMPLOYEES BRIEN 200 1| B3 L3 L) 1982 |PP E33190 L) SEBESA000] 201103 w128 nnzhaagea
E S0 EE50000
] SeBTIA000) TERPORARY POSTTIONE |02 /8172001 | @370 /3611 L 1052 | PP B¥3190 E SEMaTI00aG| 201103 W20 Urzbaoaeig
& SHerioo0n
] SeBT300000 0T & SHIFT DTFFERENT |02/81 72001 83701 /2011 L} 1852 | PP E¥3190 3 SO1ATI0000( 201103 U120 Urzboooaia
& SHET3I0000
[ S0GT30004 OM-CALL PRY B2fENF 2001 | B3rm e FY 1052 PP E33140 7 SO1AT30004( 201103120 Uizboooaia
i SHET30004
[ 5138810000 RET-5AS B2fani 20| earm imn FY 1058 |FP 633180 18 5138010000 2011030120 Uizboooaa
G B1: 33010000
1513531 00060 SOCTAL SEC-ST ENFLYY |02/81/ 2001 | 9370 /3811 FY 1058 | PP B33100 1 S138G10000( 201103 U120 Uvzboooaia
& 512310008
151388160060 INE HEALTH-5ST ENPLY |02 /8172001 )| @370 /3611 Y 1058 | PP E33100 5139510000 201103 W20 urzooogeta
5 513510000
51 388700000 INE DENTAL= ST ERMPLY (02 /8172011 @3r01 /3811 Y 1653 PP £33190 2 S1305TR006| 201103 W20 urzbgogeIg
e 513570000
[ S138T10000) FRE-RET BTH=GT ERMP. |o2/@nr2001| @3 12801 L] 1053 PP 3190 ] S13aT10008] 201183 20 UNZBABRETE
z 5138710000
Anrual budget exceeded by 4,028,652 77 USD (FN FE Availadility Control) fTor docusent ites 00@02
Anrual budget exceeded by 53,743 83 USD (FH PB Availability Control) for document item 90004
Anewal budget excesded by 121,312.90 USD (FH PE Awvailability Comtrol) for several docusent itews from ttem 68203 on
Anrua] budget exceeded by 2,653 300 40 ED (FH PR Availadility Control) for several defusent itess Trom iles BDOD1 on
Anrua] budget srxceeded by & 083 33 USD (FM PE Awailability Control) for docusent ites @8005
Mmassages Tor Docusent AGSHGI1158
| el I on

The report includes the columns listed below:

e Account Number with Text *G/L *Functional Area
*Psting Date *Pay per. *Grant

*Doc. Date °*BusA *NP

*Year *Pers. No *Credit Amount
*Period *Cost Center *Debit Amount

*Type *Order *Co Account Assignment
*Run Number *Cost Object *Funds Center Text
*Type *WBS Element eCommitment Iltem Text
*Rev. Doc *Funds Center *Description
*Document *Fund *Posting Type

°Line *Number of *Functional Area Text
°Line Type *Amount Posted Commitment Item *Description
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10. If you double click on an item in the Account Number with Text column:

*The detail at the PERNR level is displayed for this particular posting run. The data
includes both debits and credits, revealing both the backed-out previous entry and the
new entry created as a result of the off-cycle posting.

Display revision information for posting document
@) Display summarizeo | | ||| | ] || %) == | b0 (<3 (][] | 8 st || | (1] [« [ > |[M1]

Account Number with Text CO Accnt Wage Type Long Text Debit Amount| Credit Amount|Croy
5010520000 ELAESI%IED POSITIONS |CCtr U120000010)|1008 Regular Salary.. 2,462 .66 UsDh
(] 5810580000 CLASSIFIED POSITIONS |CCtr U120000010|1000 Regular Salary.. 1,166,98 UsD
(] 50810580000 CLASSIFIED POSITIONS|CCtr U120000010|10068 Regular Salary.. 1,241.56 UsDh

* 5010520000 CLASSIFIED POSITIONS |CCtr U120000010 (1008 Regular Salary. 4,871.20 Ush
] 5610580000 CLASSIFIED POSITIONS|cCtr U120808018[1118 Salaried Non-E.. 708.65 UsDh
I|:| 5010580000 CLASSIFIED POSITIONS |CCtr U120000010(1110 Salaried Mon-E.. G658 .54 usD
(] 56810580000 CLASSIFIED POSITIONS [CCtr U120008810 (1118 Salaried Mon-E.. 2. 047 .60 UsDh
(] 5810580000 CLASSIFIED POSITIONS |CCtr U120000018(1110 Salaried MWon-E. 933 .54 usD
] SB10580000 CLASSIFIED POSITIONS |CCtr U120000018(1110 Salaried Won-E. 710.56 UsD
(] 5810580806 CLASSIFIED POSITIONS |CCtr U120000010)|1118 Salaried Mon-E.. 1,804 .95 ush
[ ] 5010580000 CLASSIFIED POSITIONS [CCtr U120000010)1110 Salaried Mon-E. 1.145 .54 UsD

* 5010580000 CLASSIFIED POSITIONS|CCtr U120000010(1110 Salaried Non-E.. 2,019.38 ush
[] 5010580800 CLASSIFIED POSITIONS [CCtr U120000010)|1268 SHNE-Paid Strai.. 35.85 usp
(] 5810580808 CLASSIFIED POSITIONS |CCtr U120000810)|1268 SNE-Paid Strai.. 41 .GE UsDh

* 5010580000 CLASSIFIED POSITIONS |CCtr U120000010(1268 SNE-Paid Strai.. T7.51 ush

Ea 12,968.04 ush

*The detail at the Employee’s Payroll Results and Posted Amounts for a Period display
for all wage types as shown in the screen shot below.

Disp & gn information for posting document

(Lony Posteaage Tyves )
o Proyee’'s Payroll Results and Posted Amourts
For a Period
Display of A1l Wage Types, Unsummarized
Pars.No. | Sequence Nusber Status Ind|IN:Payroll Area| IN:Period| IN:PayTyp| INCID IN:Date | FOR:Payroll Aris|FOR:Period FOR:From  |FOR:To FOR:PayTyp |FOR:1D) FOR:Date
L ] 93 2811 Ll B3 2011 o1rezrzent | mitdizen

Payroll Results (Table RT)

Wage Type|Wage Type Long Text Asount |Crey Posted: Debit Posted: Credit k

et Total gross 2,462 .66 |USD

nez 401 (k) Wages 2,462 .66 [usD

Heg ER bemefit contributions 327.28 [UsD

(kL] Net payments/Deductions 219,87 - |UsD

i Baze wage for BSI 2,462 66 [USD

194 SCRS Ret Wages 2,462.66 [usD

196 Retirensnt Wages 2,462 66 |usDh

13 T6 Withholding Tax 4,925.32 [usD

1383 T6 EE Social Security Tax 2,462 86 |ush

1384 T6 ER Social Security Tax 2,462.66 [usD

1385 T6 EE Medicare Tax 2,462 66 |usD

1386 T6 ER Medicare Tax 2,462.66 |usDh

1310 T6 ER Unesployment Tax 4,925 32 |Ush

| TX Withholding Tax 483 .16 USD

1a@3 TX EE Social Security Tax 163,43 |UsD

e Ti ER Social Security Tax 152.68 [UsD

1465 i EE Medicare Tax 8.7 |usb

1466 TX ER Medicare Tax I/ |usd

1550 Statutory net 1,835.36 |ush

1559 Paynent 1.625.29 |usp 1,625.29

1560 Anount to be paid 1,625.29 |usd

15PY Good Money 2,462.66 |UsD

1500 Tot EE tax 627.30 JusD

1501 Tot ER tax 188,30 [UsD

1503 Nusber of paid period .80 |usD

15UK Gon Tarable Aaount 2,462 66 |USD

1508 Tax base wage 2,462 .66 [usD

1516 Tax gross wage 2,462 66 [USD

150H Worked Hours for SUL .80 (usD

15UN Morith 1 indicator SUI 0.80 |UsD

sur Actual Worked Hours 8.80 |usp

1500 Taxable Hours 0.80 [UsD

15U Nusber of weeks for SUI 8,80 fush

168 T8 Withholding Tax 4,605.18 |ush

1683 TB EE Social Security Tax 2,462.66 [usD

16e4 T8 ER Social Security Tax 2 462 86 |ush

16E5 T8 EE Hedicare Tax 2,462.66 |UsD

1686 T8 ER Medicare Tax 2 462 66 |ush
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11. To view only the posted wage types, the view shown in the screen shot below, click the
Only Posted Wage Type button (circled in red in the screen shot on page 5).

Display revision information for posting document
[ 20 Wage Trows |7}

EX08/ 01 Employes’s Payroll Results end Posted Assunts
For a Period

Pisplay of Posted Wage Typed, Uniusaaried

Fers Mo, Geguence Nusber Stalus IM'II:M'H“ Araa | INPericd) INPayTyp | IN. 1D N Date FOR:Payrell Ares FOR: Period FOR.Froa  |FOR:Te FOR:PayTyp | FOR: D) FOR:Day
Oee{ad 1 | & &N 3 b 3 M i sarin

Payrol) Results (Table RT)

Wage Type |Wige Type Long Text Ascurt | Crey Poated: Debit Fotled. Credit

1559 Faymont 1.62%.29 |USD 1.625.19

Fan 0T Parking 500 Juth 5.8

J00 Ben-S0ES EE Pre-tan 180 07 usd 168 87

L Ben - GLES [R 121.%9 ush 1219

4500 Ben-SORL Group LYfe [R 1.6 b 144

Filal 11 FER Withedlding Tan ¥).1T jush wymn [—
#Fd Tt € FICA Taxes 193,43 Jush 103 .43 ¢
FIFS 1T Ef medicore Tan BN U N

15 11 &€ EE nithholding Tan 1.3 (D 1.9

ward Tr ER FICA Tax 152,68 Jusd 152. 84

eod 71 ER Medicare Tao B Jush »nn

bl bed Pr Fee -CLA 0. 20 Juth 0.

#0005 bed Pr Fea -AFLAL 0.2 |UsD o]

Wi VColonial Life dAccident 24 B UsD 24,80

oS WN-AFLAL 19,80 Juh 9.8

1000 Eeguler Salery [ueapt 2,082 .64 (usd 1l 2.062.88

w0 11 OR Sacial Secwrity Tax 152 .88 JushH 152 .68

0L Tt [k madicare Tao BN Juss »nn

e Ben-50ES [R Cxpenie 12].%9 jush 121.9%

bl Ban - SORRGrpL A [R Expinds 1,85 i 1.88

12. The third report view, called the Payroll Analysis Report, is designed to show different
views so that you can analyze the payroll results based on items you select. This
version of the Labor Distribution Report allows for multiple views based on the data you
enter into the Produce Payroll Analysis Selection Screen.

To access the Produce Payroll Analysis Selection Screen, click the Back button several
times until you reach the Navigation screen shown below. Select the Produce Payroll
Analysis Selection Screen radio button and then click the Continue button, which is
denoted with a green check mark.

[S Navigation

O view Preliminary Selection Report

O Proceed to Labor Distribution Selection Screen

i@ Produce Payroll Analysis Selection Screen

O Return to Preliminary Selection Screen

O Exit the program

I
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13. When you reach the Payroll Analysis Report screen shown below, complete the fields
as needed to search for the specific data you need. Once you have completed all the
appropriate fields, click the Execute button (circled in red in the screen shot below) to
run the report. Once executed, the report will look similar to the screen shot on page 8.

Payroll Analysis Report
@&in
i Selection Criteria for Posting Documents
Run Type ER
Posting Run Number io58 [=) to =
Posting Run Name to =
Document Mumber to =
I=a
Company Code to b
Fosting Date 02/81/2011 to o
Business Area U120 to o
Functional Area to b
Cost Center to =
Internal Order to =
GL Account to &
Fund to L2
Funds Center to =
[
Grant Number to &
WBS Element to o
Employee to =
[
Sequence Mumber to &
e
Symbalic accaount to =
Amount to =
[
Worker's Comp Code to e
Position to =
| Wage Types
OwWage type application
@ Wage type to Gf’i
| Gutput Options
Display Variant
All Records X
[Jce_1018
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14. The Run St (meaning Run Status) column (the third column from the left in the screen
shot below) displays a letter value for each entry, which indicates the age of the payroll
result. The indicators’ meanings are:

*A: The payroll result was generated by the most recent payroll run.

*P: The payroll result was replaced by a new record during a retroactive accounting run.
It becomes the predecessor of the current record.

*O: The payroll result has been replaced by two or more retroactive accounting runs,
meaning it is no longer current and is not the predecessor of the current record.

Payroll Analysis Report
o BE aev = e mEsaTel B8
(B Accourn Mumiber wan Tea | sen_[Run _[Emp JRunmumeerd Ja_JE [ev. [Matchcose [ Line numberdwT | Numiber off BUr| amound]crey [Esp |- E= ]|
}?ﬂlﬂﬂlmﬂﬂ ACCRUED PRYROLL 14 A 1058 FC HET 12549 959, 90- | USD
| 2100000001 RETIRE-SRE EE DED 1A n 1058 [FC  |WOD4 113400 ®0 52 USD
| 2110000002 SRE-EMPLOVER CONTR 14 A 1058 FC  EBI0 5 4400 160.86-[USD
.!11 10000007 FRE DEATH-5RE-ER 14 A 1058 |FC EB4 6 4500 207 UsD
| 2100000007 FED ING TAXWIH EE 18 X 1058 |FC |WDD1 8 01F1 162.32-[USD
[ |11nnmmnﬁso-c SEC WH EMPLOYEE 14 A 1058 FC W03 10 91F3 AT B4 |USD
| 2100000005 80C SECYWHEMPLOYEE 14 & 1058 FC | WDO3 10 91F5 19.97-|USD
_€21nnmmmmﬁ MG TAXWiH EE 1n & 1058 FC | WDOZ D 77.64-|USD
'2110@”[" S0CIML SECURITY-ER 1A A 1058 |FC EB&S T 92F4 25,38 |UsD
[ 2110000001 SOCIAL SECURITY-ER 1A n 1058 Fc|  |EBa T 92FE [% 19.87- USD
| 5130710000 PRE-RET OTH-5T EMP 1A [n 1058 ¢ GRT2 4 8RS0 1.07 [USD
]5130F1WDOPPE-HETD'T}+STEI’ 14 A 1058 |C GPT2 4 9RS0 1.00 UsD
| 5130010000 RET-5RS 1In [n 1058 G oPd1 3 9R0 9312 |USD
| 5130010000 RET-SRS 1A A 1058 |G GR41 3 9RM &7.84 (USD
| 5130210000 SOCIAL SEC-5T EMPLY 18 & 1058 ¢ GP4D 2 408 10.28 [USD
] 5130310000 SOCIAL SEC-ST EMPLY 18 & 1058 |C GP4D 2 8406 963 USD
|| S13031 0000 SOCIAL SEC-ST EMPLY 14 A 1088 € GP40 1 9404 4304 |USD
|1 5130210000 SOCIAL SEC-ST EMPLY 1 1058 G GP4D 2 0404 4145 UsD
[ 5010580000 CLASSIFIED POSITIONS 1x A 1058 |C 1C |GPOZ 11110 16.00 708,65 [USD
i 010580000 CLASSIFIED POSITIONS 18 A 1058 ¢ ¢ |GPO2 11110 BER.54 |USD
| 2100000002 STATE INC TAX Wi EE 18 A 1058 FC | WDOZ s 7242 USD
_‘§11WMMM500 SEC ¥WH EMPLOYEE 14 A 1058 [FC WD 10 9F5 18.61- USD
2100000005 S0 SEC ¥YWH EMPLOYEE 14 A 1058 |FC WO 10/ 91F2 54,49-|USD
| 2100000007 FED ING TAXWH EE 1 [N 1058 |FC|  |WDD1 8 B1F1 16113 [UsD
10000007 PRE DEATH-SRE-ER 1A A 1058 |FC EBX4 6 4500 1.85 USD
[ ] 2110000002 SRE-EMPLOYER CONTR 1a |a 1058 FC  |EBID 5 4400 170,48 [UsD
|| 2100000001 RETIRE-SRS EE DED 1n A 1058 |FC  |WDO4 113400 84,33 USD
| 11ﬂlﬂMWWAD¢HUEDPMDLL 14 A 1058 FC HET 12549 90613 |USD
5_15130F1wmrﬂs-nfrmsrew 18 A 1058 |C GPT2 4IRS0 195 USD
[ 15130010000 RET-3RS 1A [a 1058 ¢ GR41 38R0 170,48 USD
| 1513031WD€ISO'UIH.BEE>ETEHFLY 14 A 1058 |C GP4D 2 9408 18.81 UsD
[ 15130210000 SOCIAL SEC-5T EMPLY 1In A 1058 G oPL0 2 0404 8044 (USD
r 010850000 GRANT EMPLOYEES 14 A 1058 (¢ 48 |GPO2 131110 BT.50 1,297.41 USD
[ 12110000001 SOCIAL SECURITY-ER 18 A 1058 FC  |EB49 T 03FE 18.81.[USD
[ 2110000001 SOCIAL SECURITY-ER 1 [n 1058 FC  |EBMS 7 aFd 20.44-USD
' 2110000007 FRE DEATH-SRE-ER 14 A 1058 |FC EBI4 G 4500 156 UsD
|1 2100000007 FED ING TAX'WH EE 18 A 1058 FC | WDD 8 o1F1 70.71-UsD
[ 12100000005 SOC SECWHEMPLOYEE 14 A 1058 FC | WDO3 10/ 01F3 90,55 USD
i 2100000005 0L SEC YWH EMPLOYEE 14 A 1058 |FC WOo3 10 91F5 3.37-|USD
|| 2100000008 STATE INC TAX Wi EE 1A & 1058 FC | WDOZ 9 8150 142,63 |UsD
|| 2110000001 SOCIAL EECURITY-ER 18 & 1058 Fc ERes L agF4 14635 usD

15. To return to the Navigation screen click the Exit button (denoted with a yellow sphere
and an upward-pointing arrow) twice.

To exit the program and return to the SAP Easy Access screen, select the Exit the
Program option, then click the Continue button.
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Running the Labor Distribution Report in the Background

SCEIS users at large agencies, and those seeking a large amount of data through the Labor
Distribution Report should run the report in the background. Running the report in the
background will make the most efficient use of your computer’s system resources and will
allow you to continue working while the report runs. Below are instructions for running the
Labor Distribution Report in the background.

1. From the top left portion of the Display Payroll Posting Document screen, select the
Program drop down menu and click on Execute in Background, as shown in the screen

shot below.
; Brogrem Gioks  Byulem  [iaip
 ceos n | ES06 DNE Sno0 EE em
Fusc e wred Pond P
.‘IJ:IP " e " Iocument
L B GraEg a

Bata Bon Coteria ar Peribng Docusents
i Typs F[E
Pecibrey Flus Kb
Pkt Fun Hame
DoEurns] e
GGy Cie
b i [FELLIE L]

FEFET
[sl=]=]e]=

£ DpBen
AP B b 1w b (e A
Diaplig Vanasl JTF_OL Y

CORIng TR
Bbnas Aes (LEL)
Lo
Fugre) omdad
Furdnansl Aes
Figra)
Drang
i Element
AH AL gt
Ervalre

FTFTETTEEFET
Lo el K el 0 K0 K K

2. The Background Print Parameters window will open as shown in the screen shot below.
Click on the Properties button to set the correct parameters to run the report.

(=4
Erograrn  Edn  Goto  Syatem  Help
L&/ o AH SEa D8 BT o 0 EE &
Display Payroll Posting Document
(& Background Frint Farameders [=3
Duripat Dvce LOCL
Mumber of coples 1
HNumbar ofpages
3 Prind all
2 Peind from page a Tao (1]
[w][ Froperses |[x]iEH]
Cos] Confer o
Fund Center L
Fun<Bonal Angm Ao
Fund o
Qarant |
WHZ Elarmant o
GIL ACCOun 1o
Emplovee 0
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3. The Spool Request Attributes window, shown below, will open. Double-click on Print
out immediately under the Parameter Value column to change the location of where the

report will display.

[t -3
Program  Ldd  Qolo  Oyabm  pekn

e N SO DM B AR 1 il
Display Payroll Posting Document
.
B
Ji5- Backpround Prict Feamaesars
st Dwice LOCL

Fumbar of coples 1

[2]a]al2]s

Humber of pages
L] To L]
[Fararetar name Parsmator Value |
= G4 Gonorsl Properbes
Prenst il ireene Qiateny
H_65_00

megerrndl

E Coubie-Ciick & Line s Changs & Valus
Wi £an copy up 1o 10 valuss i the eetisl scman
T five prind paramelers gS Sefaull, Choose
“Crirfaun value s

o] Enerim e |[x]

4. The Other Properties Time of printing box will display. As shown in the screen shot
below, from the Time of print drop down menu, select Send to Spooler Only for now.
Click the Continue button, which is circled in red in the screen shot below.

" Progesm @oE el Syviem el
Lt El SO0 OB DDo5D 101 G

Display Payroll Posting Document
i

D hgrrmgrad Pord Parsrmatars

Fatviond OF £ isiok &

?
-5

o
o
[
s Friparied Time of pretag”
e ot g T =
End to BAP Spocker Onlrle row |
AT
A
B Bbeitie] Pyt Pasamainis 56 Fousl Bisesn
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5. The Background Print Parameters window will re-open. Click the Continue button, which
is circled in red in the screen shot below.

=
Brograen Edf  Qole  Sypstem  Help
] 9B DB anLoa EE @E
Display Payroll Posting Document
e
(& Background Print Pammeles
Oripul Davic o LOCL
urmiber of copies 1 B
=
Humber o peges :
! Prird al
) Pried o g a Ta 8 e
(;)';;e,;aaé; I3 L
YRGSl Cerier o =
Fed Cribér L 2
=1
Fursc@onal Area ] =
Furd ] B
ean L =
=1
WHS Elernint I | =]
GL Actound o =
Employs L 1]

6. The Start Time window will open. Click the Immediate button, which is circled in red in
the screen shot below.

Display Payroll Posting Document

I stat Time =

" Daterfime | [ Afterjob | |  Amerevent | [ At operation mode |:|
p —

DratedTirme

After job | [Atoperation mode

After event

» check ||[H]|3¢]

Page 11




Mini Guide: Labor Distribution Report (ZHRLDISTR)

7. The Start Time window should now look like the screen shot below. Click on the Save
button, which is circled in red below.

. Display Payroll Posting Document
22l
= 3anTime =

|mmm||:r.n] Dratai i ] At ot AT dlnt A operEtion miede | e

CrarlTime

Aftet job Al oparation mode

[_] Parodic oty

:f Check E Ferod values ” Restricions x|

8. You will be returned to the Display Payroll Posting Document screen. At the bottom,
left-hand corner of the screen you should now see the message “Background job was
scheduled for program ZRPCIPS00,” as shown in the screen shot below. This message
lets you know that you have successfully run this job in the background.

r
Display Payrall Posting Document
&
Buhaeton Critoms (o Posting Dooumants
Fun Type FFl=

Posiing Foun Humber i =
Poanng Fun Mama B =
Documand Numess ] =
Company Code B =
Poatng Date 021672081 ™ i

Ediling Oplions L
Aschivg Salaction 3 Ak Wi 10 e Shihe
Driplay Varart FEIF_DALY

Casting Information
Business Aes [T ™ =
Cosl Canber 1] =
Fund Canter Ll o
Funcionsl Area i =
Fund 5] i
Frard B =
WEBE Elerment (5] =
L, AL ol ™ o
Employes L] o

ﬁ Bt kgrownd job wiad scheduled for program ZRPCIFS00

Page 12




Mini Guide: Labor Distribution Report (ZHRLDISTR)

Viewing a Report that You Have Run in the Background

1. To access your Labor Distribution Report after you have run it in the background, click
on Menu in the toolbar at the top of the screen bar, then select System, and then Own
Jobs and from the drop down menu (circled in the screen shot below).

=
Menn  Fdit | Fawnriteas  Fefras Syatem Help

e | = 4 Crgate Session VoA

Eng Sesslon
SAP Easy Access User Profile :

Cll:l |:|[ Servces

Liijities
] Favorites
|= T3 SAP menu List
B C] Ofice Savices for Object
I [ Cross-Application Compor, My Objects
E E}I Logistics O Spool Regquests
Accounting
B [ Human Resources rons
b O Infarmation Systerns Shon Message
B 1 Tools Status..,
Log off

2. The Job Overview screen, shown below, will display. To access your report, place a
check mark in the box next to the appropriate job and then click on the Spool button,
which is circled in red in the screen shot below.

I
Job Overview
[ Reesse |[@) (AU spool YR Job tog ][ step || [ Anpication server || B[] &) &)
e

Job Spool |Job Doc |Job CreatedB| Status Start date|Start time|Duration{sec.)|Delay (sec.)
] ZRPCIPSOD LCAFRID Finished 0372011 |10:35:35 1 a
Q ZRPCIPSED LCAFRID Finished B3/1782011(10:37:32 1 o
v ZRPCIPSEE IEI LCAPRIO Finished B3 TI2011|10:38:39 1 a
] ZRPCIPSEE LCAFRID Finished B3ATI2011)11:50:12 ] 1]

"Summary 3 1]

Note: Jobs you have run that contain data will be denoted with a spool symbol in the Spool column,
as shown in the screen shot above. The spool symbol is boxed in black above.

3. The Output Controller: List of Spool Request window will display. Place a check mark in
the box next the appropriate job and then click on the Display in Maximum Width button,
which is circled in red in the screen shot below.

! Output Controller: List of Spool Requests

AR @] WD el E) =)&) ) =]

Spool no. | Type |Date Time | Gtatus|Pages |Title

3 4861 | (] |ear1Ti2001(10:38 . 1 |LIST15 LOCL ZRPCIPSBALLCA
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Report, which you ran in the background.

4. The Graphical display of spool request (spool number) in system (client) screen, shown
in the screen shot below, will display. You will now be able to see your Labor Distribution

Graphical display of spool request 4861 in system ECQ

8341712011 Posting Document

Warnings Exist for this Document

SlialelBll= BT ] setngs.. |

-xuﬁ””"|l

This report contains multiple runs/documents:

Account Mumber with Text Pstng Date|Doc. Date |Year|Period|Type|Run Number |Type| Rey. Document Line|Line Type
[ 50108150080 DIRECTOR 82701 /2011 | @3/81 /2011 PY 1058 | PP 633190 5
[/ SO18580888 CLASSIFIED POSITIONS|02/01/2011|83/01/72011 PY 1058 |PP 633190 12
[ 5010580000 CLASSIFIED POSITIONS|02/01/2011|03/M17/2011 P 1142 | PP BEE256 2
[ 50108600000 UNCLASS POSITIONS 82701 /2011|8381 /2011 PY 1858 | PP 633190 4
[ S010550000 GRANT EMPLOYEES a2/01/2011| 8340172011 PY 1058 |PP 633190 B
[ 5010650000 GRANT EMPLOYEES B2/01/2011| 031772011 PY 1142 | PP BGE256 8
[ 5818710800 TEHPORARY POSITIONS |@2/01/2011|@3/701 /2011 PY 1858 | PP 633190 g
[ 5018710688 TEMFORARY POSITIONS |(02/01/2011|083/17/2011 PY 1142 |PP BE6256 1
[ 5018730808 OT & SHIFT DIFFERENT |02/01/2011|03/01/2011 PY 1058 | PP 633190 3
[ SO18730868 0T & SHIFT DIFFERENT |02/01/2011|83/1772011 PY 1142 |PP BEB2SE 3
[ SO18730004 ON-CALL PAY 02701/2011|93/01/72011 FY 1858 [FP 533190 7
[ 5018730004 ON-CALL PAY 02701 /2011|317 2011 PY 1142 | PP GEE256 4
[ 5130810888 RET-SRS a2/01/2011| 8340172011 PY 1058 |PP 633190 10
[ 5136010888 RET-5RS B2701/2011| 031772011 PY 1142 PP BGE256 B
[ 51383108080 SOCIAL SEC-ST EMPLY |[@2/01/2011|83701 /2011 PY 1858 | PP 633190 11
[ 5138310800 SOCIAL SEC-ST EHMPLY |e2/01/20011|0351772011 PY 1142 | PP GEE2SE 7
[ 5130610800 INS HEALTH-ST EMPLY |02/01/2011|03/01/2011 PY 1058 | PP 633190 1
[ 5138670800 INS DENTAL- ST EMPLY |@2/01/2011|83/501 /2011 PY 1858 | PP 633190 2
[ 5138710880 PRE-RET DTH-ST EWP |@2/01/2011|83/501 /2011 PY 1858 | PP 633190 g
[ 5138710680 PRE-RET DTH-ST EMP  |02/01/2011|83/1772011 PY 1142 |PP GEG256 5




