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Important Editor’s Note

The screen shots you will see on the following pages were all taken on
March 18™, 1997. At the time, these screens included social security
numbers as well as the ‘old’ account University account numbers. In
the ‘live’ Payroll/Personnel system these two pieces of information no

longer appear on the screens. Other than that, all system functionality

operates as indicated throughout the entire manual.
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Introduction
Salary Management is the database that houses detailed payroll information. The system allows you
to perform on-line inquiries of detailed salary transactions by account or by employee. In addition, the
Salary Management System provides the capability to produce summary and detail reports for the payroll
information requested.
Overview

Salary Query and Reporting contains salary information which can be viewed by employee or by account:

Query
e Account Detalil (ADET)
e Account Summary (ASUM)
e Person Detail (PDET)
e Person Summary (PSUM)

Reports
e Standard Reports Menu (RPTS)
e Person Detail (PERD)
e Person Summary (PERS)
e Account Detall (ACTD)
e Account Summary (ACTS)
e Earnings Type Detail (ERND)
e Earnings Type Summary (ERNS)
e Group - School/Home Department (GRPS)
e Group - COA Segment (GRPA)
e A21 Effort (A21E)

Reallocation

Reallocation is the process of adjusting General Ledger accounts to correct prior salary distributions
e Add Reallocations
e Browse Existing reallocations
e Update Reallocation

e Delete Reallocation

§~ Access to Salary Query/Reporting and Reallocation is determined by the user’s security file. Some

records may not be accessible to certain users.

Reallocations are processed with every weekly Payroll cycle on Monday night
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Logging on to Mainframe System

= 1]

Enter Your Userid:

Passuord: Hew passuord:
Application: cicszupn

Application Id required. Default is

| |YI‘I

|WFEYROCLC CICS REGION 1G:a@:27

CCCCCC ITIII CCCCCC 5353555 UL LUy 555555
CCCCCECE ITIII CCCCCCCC 55353555 UL L 55355555
CCCC CC ITI CCCC CC 3333 35 ULy 3333 35
CCC I1I CCC 3333 ] LILILE L 5555
CCC 111 CCC 5555 s LILLILILL 5535
CCCC CC I11 CCCC CC 33 5535 LU 33 5535
CCCCCECE ITIII CCCCCCCC 55355555 UL 55355555
CCCCCE ITIII CCCCCC 553555 UL 5353555

IBM-3277-2 15:32:12

o Type ‘cicszupn’
o Press [Enter]

o Press [Pause/Break] to remove CICS banner screen
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Logging on to Mainframe System (continued)

=| -]

C3EnN

SYSTEM: CICSEZUPN PAYROLL CICS REGIOMN
CICS 3YSTEM 3ECURED BY CAR-ACFZ-CICI 5.2
TERMIMAL: 8173

HODE: TCPBA173
OAY: TUESDAY

SYSTEM DATE: MARCH 1§, 1997
3YSTEM TIME: A3:33 PN

—» LOGOHIO: [ |
> PASSWORD:

HEW FPASSLORD:
(enter tuicel

nmn
nmn
Inn
R VY

CICS5~US - ACFZ  ¢3SYSTEM SIGHON-SIGHOFF FACILITY?

IBM-3277-2 15:35:42

e« Type ‘cssn’
o Press [Enter]
e At system prompt for LOGONID and PASSWORD, type your userid and password

o Press [Enter]

4-7

I | & [mancialTraining Department




Logging on to Mainframe System (continued)

=| ME

Message
appears here
if logon tries
invalid

L

ACFAL1137Y PEAZEYSE LAST 3YSTEM ACCESS 16.2Z25-83-14-9¢ FRON TCPABBAGA
ACFAE13S ACFZ-CICI: AASS SIGHOM COMPLETED: LOGOMID=PABZ7536 HAME=LOFLAND.J0O

L

ACFE1137 PAAZ2YS6 LAST SYSTEM ACCESS 16.25-A3-14.-97 FROM TCPABBAGE
ACFAE139 ACF2-CICS: AASS SIGHOM COMPLETED: LOGOMID=PABZYS& MAME=LOFLAND. JO

L

I IBM-3277-2 I]B:BE:J!?I

o The system displays information about the session including a ‘signon completed’ message and
the logon ID and name of the user

o Press [Pause/Break] to clear the screen

e Type ‘umis’

o Press [Enter]

I | & [mancalTraining Department  4-8




Logging on to Mainframe System (continued)

-1-]

SALMGHMT  SALARY MAMAGEMENT

UMIs - THE ABOUE APPLICATIONS ARE AUAILABLE TO YOU.
APPLICATION %0U WISH, OR DEPRESS PF9 FOR HELP.

=|

A3.-18.-97 MANAGEMENT SY3TEMS ONLIME APPLICATIONS DIRECTORY 15-48-29 UMHEARA1
APPL. IO DESCRIPTION APFL. IO DESCRIPTION

COAINO] CHART OF ACCOUMTI IHQUIRY PAYROLL MEW PARYROLL SYSTEM

UMISHEWS AOMINISTRATIUE EBULLETIM EBOARD

OR PF12 TO SIGH OFF.

TYPE IN THE HAME 0OF THE

I IBM-3277-2 15:42:1 HI

o The system displays the UMIS Main Menu with ‘Payroll’ and ‘Salmgmt’ as options

o Type ‘SALMGMT’ to access Salary Management main menu
o To access Payroll/Reallocation, type ‘payroll’
o Press [Enter]

« Salary Management main menu is displayed

EEE—— &
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Common Function Keys

Press Function Key To

PF1 Get Help (Screen Help)
PF2 Get FHelp (Field Help)

Return to Previous Screen or
PF3

Return to Standard Reports Menu
PF7 View Previous Page
PF8 View Next Page
PF9 Go to SALMGMT Main Menu
Exit application and ‘CICS’

PF12

Go to UMIS Main Menu

. % Financial Training Department 4-10




Salary Management T

Main Menu

=| -1-]

snea1an UMIVERSITY OF PENMSYLUANIA OATE: B3-21.-97
SALARY HMANAGEMENT TIME: 15:58:13
MAIN MEMU
TRAN DESCRIPTION REQUIRED INMPUT

SALARY QUERY

ADET ACCOUNT DETAIL CEMTER A Z6 DIGIT COA & DATE>
AN ACCOUNT SUMMARY CEMTER A Z6 DIGIT COA & DOATEX
POET PERSOM DETRIL CEMTER A 35M OR HAMED
PSUM PERSON SUHHARY CEMTER A 35H OR HAMEX
REFORTING
RPTS STANDARD REFPORTS CEMTER TRAMS CODE OMLY?
t TRAM: ____ EMPL/COA: N o o e OATE: BYA196 TO B&3897
Enter-PFl---PFZ---PF3--"RE4-—-PF5---PF6-—-PF7---PFG---FF9---PF1A--PF11--PF 12 g
1 HELP FHELP CORZA quiT

IBM-3277-2 15:52:05 3

« Fields to be entered on this screen are:
1. TRAN - Type of transaction
2. EMPL/COA - Employee name or ID/SSN, or the new 26 digit COA, depending on type of

query
3. DATE - Dates in the format ‘mmddyy’ (defaults to current Fiscal Year if left blank)

S~ From any screen, type in the transaction required in the TRAN field to execute the
transaction. Returning back to this menu is not necessary.

T~ If a new TRAN code is keyed over an old one, the system will treat all field values still
present as input parameters
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Salary Management Query

Person Summary (PSUM)

Jneal1an UHIVERSITY OF PEHMSYLUANIA OATE: B3-Z1.97
SALARY MANAGEMENT TIME: 15:43:24
MAIN MEMU
TRAN ODESCRIPTION REQUIRED IMPUT
SALARY QUERY
ROET ACCOUNT DETAIL CEMTER A Z6 DIGIT COA & DATEX
ASUN ACCOUNT SUMMARY CEMTER A 26 DIGIT COAR & DATEX
PODET PERSON DETAIL CEMTER A 35M OR HAMED
P3UN PERSON SUMMARY CEMTER A 35M OR HAME?
REFPORTING
RPT3 STANDARD REFPORTS CEMTER TRAMS CODE OMLY?
TRAN: psum EMNPL-COA: 9a___________ __ _ _ ___ _ ___________ OATE: BYAL196 TO B&3897
Enter-PF1---PF2---PF3---PF4---PF5---PF&6---PF7---PF&---PF9---PF18--PF11--PF12---
HELP FHELP CORZa QuiT

I IBM-3277-2 15:5!]:21'

o Type ‘PSUM’ in TRAN field
« Type first couple/few letters of the person’s last name in EMPL/COA field (e.g. ‘ga’)
o Press [Enter]

« Name search function is invoked

& ID/SSN can be entered instead of a name, in which case the name search routine will not

be invoked
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Name Search Window

#%%xMAMNE SEARCH»== Sneaaan
FERSONMEL HANE EMPL IO PHONE MAIL DEPT# HOME DEPARTHENT
BALAMTI. JUDITH 79R655889 SeZ2  eY72 11255 ADMIN AFFAIRS O
GALWAY , WIMIFRED Glez?7e69 SeZ2  eyvZ2 11255 mADHIN AFFAIRS D
GARAFOLA, DONATO 62396385 aB22  eyvYE 11258 mAONIN AFFAIRS O
GAROMER . HELMUT BS1277125 SeZ2  BY7Z2 11855 MANAGENENT
Cursor GARRAWAY . FRED 759645395 SeZZ2  BYFZ2 11855 MANAGEMEMT
GATES. TRACY S1le458115 Se22  evyvE 11258 nADNIN AFFAIRS D
GAUIN, JASPER G27E238233 9622 BYFYE 11855 HMANAGENENT
GAYLORD. ANTHORY 918337511 SeZ2  eY7EZ 11258 mOMIN AFFAIRS O

HEXT MAME:
PF2=CANCEL PF&=FHELP PF?=PAGE EBACKWARD PF3=PAGE FORWARD PF9.-Z1=HELP

IBM-3277-2 15:41:38

e Cursor can be moved using arrow keys
« Name search list can be scrolled backward or forward using PF7 or PF8 respectively
« Position cursor on the name ‘Galanti, Judith’

o Press [Enter]

& Name Search list displays all names in the system, even though the user may not have

access to all employees
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Person Summary (PSUM) Screen

SHARSAN UNIVERSITY OF PEMMSYLUANIA DATE: B3-17.-97
SALARY MANAGEMENT TINE: B9:13:27
PERSON SUMHARY
EMPLOYEE: P9A-£5-5889 DATE RANGE: B7-A1.-96
GALAMTI, JUDITH TO B6-38.-97
PTOD ACTUALS PTD ACTUALS
JUL 95 /.88 B JuL 95 26,182 . A8
Employee AUG 95 .88 AlG 95 15,9682 . A&
ID/SSN SEP 95 /. AR SEP 95 15. 982 . A&
OCT 95 /. @A OCT 96 23,482 . A8
HOU 95 /.8 HOU 95 15. 982 . A&
DEC 95 .88 DEC 96 15,9682 . A&
JAN 96 /. AR JAN 97 24 322 A8
Employee FEE 96 ELE FEE 97 16,827 . 88
Name MAR 96 /.8 M&R 97 B. 68
HPR 96 /. AR APR 97 8. AA
MAY 96 . AR MAY 97 8. 6A
JUN 96 /. A8A JUH 97 8. 84
TOTALS: /. AR 154, 256 . 64
TRAN: PSUM EMPL-COA: PY9RGSSBAS_______________________ DATE: B78196 TO BE3AYT
Enter-PFl-—--PFZ-—-PF3--—-PFd4-—-PFS-2FF&-——PF7———PFEB--—PF9---PF18-~-PF1 I\-FF12-~-
HELF FHELP PREY PDET FYSUM FYDET MEHNU COAZE uIT

IBM-3277-2

Date Fields

« Person summary screen opens, showing monthly and fiscal year totals of the actual payments
for the employee selected
« Date field can be used to request one week, one month, etc. up to two years of data within the

last five years. A maximum of five years of data is stored by the system effective 07/01/96.
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Fiscal Year Summary
(FYSUM) Window

=] 11
Sneasan UHIVERSITY OF PEHMSYLUANIA OATE: B3-17.97
SALARY MAMAGEMENT TIME: B9:13:27
PERSOM SUMMARY
EMFLOYEE: #9B-65-5889 OATE RANGE: B7-A1l-96
GALAMTI.JUDITH 0 A6-38.-97
PTD ACTUALS PTD ACTUALS
JUL 95 a.8a JUL 96 26,182 .88 Encumbrance
|T ———————————————————————— FISCAL YEAR SUMMARY-———————————————m oo Amount
1 1
i FYTD ACTUALS + ENCUMBRAMCE = TOTAL SALARY i
L e e e ——— 1
i JUL 95 - JUN 968 -3 A. a8 A .88 A.aa i
| JUL 96 - JUN 97 —-3 154,256, 64 BB, 365 .33 228,624 .97 |
1 1
i PF3=FREV i
Fm——————_———_— +
JUH 98 a.8a JUNH 97 a.a8
TOTALS: A .88 154,256 64
TRAM: PSUM ENPL-COA: V9B&SS@689_______ ____ _ ___________ OATE: BYAL196 TO B&3897
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF&---PF9---PF18--PF11--PF12---
HELP FHELF PREV PDET FY¥3UR FYDET MEHU  CORZ& QuiT

I IBM-3277-2 l]El:ZH:dEI

o PF5 from Person Summary screen opens Fiscal Year Summary (FYSUM) window
« The actual amounts displayed are fiscal year-to-date. The encumbrance amount is either fiscal

year-to-date or project-to-date (5 funds only).

& Encumbrance amounts are available for the current fiscal year only. All other years will

be always be zero.
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Fiscal Year Account/Object Detail (FYDET) Window

=

ULl P ———— FISCAL YEAR ACCOUNT/OBJECT DETAIL----—----———=-- + 3/17./97
i | 9:34:49
1 1

EMPL | JUL 96 - JUN 97 FYTD ACTUALS + ENCUMERANCE = TOTAL SALARY | 78196
e | 6./30./37
| DBJECT - 5B11 !
! COA - 320-3285-1-AOBARB-5A11-4235-0ARA !
: 1,848.00 2,760.00 4,608.08 |
! —_—EmEEEEEEEEE= —EEEEEEEEEE= —_EmEEEEEEEE=E= !
i 1,840 .00 2,760 80 4. 6pB AR |
1 1
| OBJECT - 5100 i
: COA - 320-3212-1-A13201-51A0-200A-AA15 :
! 7.5a8 . B0 B . B8 7,508 88 |
1 1
i COA - 320-3212-4-52146P-51A0-20BA-PA15 i
: 7,508 . B0 P .Ba 7,508 88 |
! SEEEEESEEEEE SEEEEESEEEEE ============ |
i 15, @a8 . 6a a.@a 15, @08 A0 |
1 1

TRAN: | OBJECT - 5@1@ | 0 P63897

Enter~ |  PF3=PREU PF7=BACK PFB=FWD | —-PF1z-—-

oo — oo + QuUIT

I IBM-3277-2 l]H:3?:l]1|

PF6 from Person Summary screen opens Fiscal Year Account/Object Detail (FYDET) window

The actual amounts displayed are fiscal year-to-date. The encumbrance amount is either fiscal

year-to-date or project-to-date (5 funds only).

Display is grouped by Object Code in ascending order and sorted by COA in ascending order

within each object group

=

SHAD+ — -~ m e FISCAL YEAR ACCOUNTAOBJECT DETATL--——mmmmmmmmee + 317597
i 94981
1 1

EMPL | JUL 96 - JUN 97 FYTD ACTUALS + ENCUMBRANCE = TOTAL SALARY | 78196
o ofutoatdd bbb | 6307
: COA - 51A-5129-1-AARAARA-5A10-ANAA-ARAA
: B B0 B an B o8 |
1 1
i COA - 51B-5129-1-ABBABE-5010-6200-A0AE
: 2317560 18, 360 AR 33,475 @@ |
! SEEEEESEEEEE SEEEEE=EEEEE ============ |
i 23.175.0@ 16,3808 @0 33.475.08 |
1 1
| OBJECT - 51A@ !
: COA - 51P-5129-1-AARAAA-51AR-ANAA-ARAA
| B G B an 8 an |
1 1
! COA - S51B-5129-1-AAAARA-51A0-62AA-ARAA
: 114,241 64 5338833 167,549 97 |
I SEEEEESEEEEE SEEEEESEEEEE SEEEEEEEE===

TRAN: ! 114,241 64 53,308 33 167,549 97 | 0 863897

Enter- |  PF3=PREU PF7=BACK PFE=FLID | C_PF1zo—-

e + QuIT

I IBM-3277-2 I]!]:51:I]1|

Press PF8 to scroll forward
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Person Detail (PDET) Screen

=| || *I
SHEE4EH UNIUERSITY OF PEMMSYLUANIA DATE: 831797
SALARY MAMAGEMENT TIME: ©9:41:43
PERSOM DETAIL
EMPLOYEE: 798-65-58A4 Posted
GALANTI, JUDITH DATE FANGE: B7 B1-96 - B7.-3 COA
BJECT CHE DATE POSTED CO# HUMBER AMOUNT
518 B7./31./96 51A-5129-1-AAABEA-5A1A-AAAA-AEEA 2,575.80
518-5129-1-AFAEEE-501A-00AA-AAEE 2. 575 .88
Employee
Name Si@8 B7.-31.796 51A-5179-1-AAABEA-51 AA-ARAA-AEES 7.675. 08
A/ 51A-5129-1-AAAAAA-51 AA-AAAR-ABEA 13.327.85
7 B *I
SHOO+ ————————————— FISCAL YEAR ACCOUNTOBJECT DETAIL------———————o + 31797
! ! 9:49:81
1 1
EMPL | JUL 96 - JUN 97 FYTOD ACTUALS + EMCUMBRANCE = TOTAL SALARY | 78196
o D Ll | 63007
i COA - 518-5129-1-AAAAAA-5A1A-ARAA-BAAA i
! A.Aan A8 |
Month | COA - 518-5129-1-ABAAAA-SA1A-A2A0-BAAA
Selected i 23,175, 08 18,388 . 668 33,475,608 |
! T H1T 1 HT !
! 25,175 .88 18,366 66 33,475 @A |
1 1
| OBJECT - Si@@
! COA - 518-5129-1-ARAAAA-51AA-ARAA-BAAA !
! . aa A ae A.88 !
1 1
| COA - 518-5129-1-ABAAAA-51AA-4ZAA-BAAA |
! 114,241 64 53,385 53 167,549 97 |
! S SS SRS ES SSSSEESEESEE ============ |
TRAN: ! 114,241 64 53,308 33 167.545.97 | 0 BA3A97
Enter- |  PF3=PREU PF7=BACK PFE=FWD | ——PF12-—-
e S S S + QuiIT

I IBM-3277-2 0951 :I]1I

« Position the cursor at any month and press PF4 (PDET) to obtain additional detail about that
month

o PF4 from Person Summary screen invokes Person Detail (PDET) screen

« Person Detail screen shows Payment distribution for selected employee for selected month

« Payment distributions are grouped by Object Code in ascending order, and sorted by COA in

ascending order within each Object Code group
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Salary Query
Person Detail (PDET)

-]

JUL 95
AUG 95
SEP 95
QCT 95
HOU 95
OEC 95
JAH 96
FEE 2&
MAR 26
APR 9&
MAaY 96
JUH 96

TOTALS:

EMPLOYEE: 798-65-5889
GALANTI. JUOITH

=|
SMeasan UMIVERSITY OF PEMNSYLUAMIA OATE: B3-17.97
SaLARY HMAMAGENENT TIME: B89:58:32
FERSON SUMMARY

PTD ACTUALS

JUL 96 26,182 BE
AUG 9& 15,982 85
SEP 98 15,982 85
OCT 928 23,482 .88
HOL 96 15,982 85
OEC 9& 15, 982 85
JAH 97 24 322 .88
FEE 27 le, 522 .88
MAR 37 A .88
APR 37 A.8a
HAY 97 a.ea
JUH 37 A .88

154, 256.64

A

oS DA SIS S D

ag

TRAN: Pdet EMPL/COA: 798655889
Enter-PF1---PF2---PF3---PF4---PF5-="PF&---PF7---FF8---PF9---PF18--PF11--PF12---
HELP FHELF PREU PDET

F

OATE RAMGE: A7 B1.-96
0O BAe&-38-97
PTD ACTUALS

OATE: BPE196 TO BA3AI7

Y30 FYDET NEHU  CORZE auIT

I IBM-3277-2 I]!]:EE:EII]I

o Type ‘PDET in TRAN field

« Type an employee ID or name in EMPL/COA field

« Date field defaults to current fiscal year. The date field may be overridden but may not exceed

five years.

o Press [Enter]
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Person Detail (PDET) Screen

Jnea4am UHIVERSITY OF PEHMSYLUANIA OATE: B3-17.97
SALARY MAMAGEMENT TIME: B89:53:89
PERSOM DETARIL
EMPLOYEE: 798-&5-5889

AZ-21..97 91B-51Z9-1-BAABEA-5E1A-BEAA-BAAA
518-5129-1-PAABBA-S5R1A-08AA-BAAE

L9275 .8a-
L5275 . Ba-

GALANTI. JUDITH OATE RAMGE: A7~-81.-9% - Ba-38-97
OEJECT CHE DOATE POSTED COA HUMBER SALARY AMOUNT
Sa18 B a7-31-96 91B-5129-1-BAABEA-5E1A-BEAA-BAAA £.575.068
518-5179-1-PAABEA-5H1A-BEAA-RAAAE 2,575 .08
A8 53896 SiB-5129-1-0AAO00A-SH18-62A0-BAAE 2,575 .08
893896 218-5129-1-0AB00B-5018-6200-0888 Z2,575.608
1831796 21B-5129-1-BAABEA-5B1A-62A8-BAAA £.575.068
1172796 518-5129-1-PAABBA-5A1A-02A8-BAAE 2,575 .08
12-28.-96 SiB-5129-1-0AAO00A-SH18-62A0-BAAE 2,575 .08
A1.-31.-97 21B-5129-1-BAABEA-5B1A-62A8-BAAA Z£.575.668
Z
2
2

S1A-5129-1-AARAAA-5A1A-62AA-AAAA (575 Ba
TRAN: PDET EMPL-COA: 79@6SS@AS_______________________ DATE: A7@196 TO BEIAI7
Enter-PFl---PF2-—-PF3-—-PF4-——PF5___PF&-—-PF7---PFG---PF9--—FF1A--FF11--PF12-—-

HELF FHELF PREU DETL SUBT COA-9 BACK FWD  MENU COAZ6 QuUIT

I IBM-3277-2 DH:EE:IBI

« Person Detail screen shows payment distributions for the selected employee
» Payment distributions are grouped by Object Code in ascending order, and sorted by COA in

ascending order within each Object Code group

SHea4aH UMIVERSITY OF PEHNSYLUAHIA OATE: B3-17-97
JALARY MAMAGENENT TINE: B9:55:18
PERSOHN DETAIL
EMPLOYEE: 7Y98-a5-58089

GALANTI, JUDITH OATE RAMGE: A7P-B1-9% - BE-30-97
OBJECT CHE OATE FOSTED COA HUNBER SALARY AMOUNT
s81a BZ 2197 SlB-5129-1-000088-SB10-6200-8808 Z,575.88
BZ- 2897 218-5129-1-HAABBA-SA1A-62A0-AAB0 £.575.88
SEil Ai-31.-97 3ZB-3z205-1-BABoAA-SAl1-4233-A800 S9zZ8. a8
B, 2897 JEB-3Z05-1-0080088-5811-4233-8808 928,88
s1@a B7-31.-96 218-5129-1-8HAA0BA-5180-B8A0-AABA 7.B25. 08
Sie-51z29-1-pAB0AA-S160-B8A0-AAB0 13,327 .88
A3 3896 21B-53129-1-PAABEA-51AA-62A0-AABA 13,327 .83
893896 218-5129-1-HAABEA-51AA-62A0-AABA 13,327 .83
183196 32B-3212-1-813281-51688-2880-8815 ¢.588.88
TRAN: POET ENPL-COA: V9BGSS869_______ ____ _ ___ ________ OATE: B¥AL196 TO AR3AIT
Enter-PF1---PFZ---PF3---PF4---PF5---PF&---PF¥---PF8---PF9---PF18--PF11--PF12-—-
HELP FHELP PREVU DETL SUEBT COR-9 BACKE FLID MEMU CORZE& ouIT

I IBM-3277-2 I]!]:EE:EBI

o Press PF8 to scroll forward
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Person Detail (PDET) Screen (continued)

=| -]
SMea4an UMIVERSITY OF PEMNSYLUAMIA OATE: B3-17.-97
SALARY HMAMAGENENT TIME: B89:55:33
PERSON DETAIL
EMPLOYEE: 798-65-5889
GALANTI. JUOITH OATE RAMGE: A7-81-9% - BE-38.-97
OBJECT CHE OATE FOSTED COA HUNBER SALARY AMOUNT
s1@a 18.-31.-96 218-5129-1-HAB0AA-5188-6200-A880 13,327 .88
11,2796 SlB-5129-1-0000BA-5180-6200-8808 13,327 .83
12,2896 218-5129-1-HAABEA-51AA-62A0-AABA 13,327 .83
Al-31.-97 3ZB-3212-4-521468-5180-28A0-8AA15 7.588. 88
Sie-5129-1-pAB0AA-S160-6200-A800 13,327 .88
BZ- 2197 SlB-5129-1-0000B6-5160-0880-8808 7L.B20. 88—
21B-5129-1-HAABEA-51AA-BAAR-AABA 13,327 .83-
218-5129-1-8AA0AA-518A-62A0-A8080 7.B25. 08
Sie-51z29-1-pAB0AA-S160-62A0-A800 13,327 .88
BZ- 2897 218-5129-1-PAABBA-5160-62A0-AAB0 13,327 .83
TRAH: PDET EMPL-COA: 7P98GSS@89______ _ _______ ________ OATE: B¥A196 TO BAE3A97
Enter-PF1---FPFZ---PF3---PF4---PF5---PF&---PF¥---PF3---FF9---PF18--PF11--PF1Z-—-
HELP FHELP PREL DETL SUBT COR-9 BACKE  FLID NEHU  CORZE auIT

I IBM-3277-2 I]!]:E?:23I

o Press PF8 to scroll forward

% Financial Training Department 4-20




Additional Details Window (PDET)

SHE848an UMIVERSITY OF PEMMSYLUAMIA OATE: B3-17.-97
SALARY MAMAGEMENT TIME: B9:53:89
PERSON DETHIL
EMFLOYEE: 7P90-65-5889
GALAMTI. JUDITH ODATE RAMGE: B7~81.-96 - BE-38-97
OBJECT  CHK DATE POSTED COA MUMBER SALARY AMOUMT
SAa18 B 873196 51A-5129-1-A00ARA-5A18-A00A-AAAA 2,575 .88
518-5129-1-A00BRA-5A18-A00A-AAAA 2,575 .88
A5 30.-96 S516-5129-1-A0RBRAA-SA18-62RB-AAAA 2. 575 .88
= -1
SHead4an UMIVERSITY OF PEMMSYLUAMIA OATE: B3-17.-97
SALARY MAMAGEMENT TIME: B89:57:54
PERSOHM DETAHIL
TRAM: POET EMPLOYEE: ¥98-65-5889
Enter-PF1-- GALANTI.JUDITH OATE RAMGE: B7~-Bl-98 - BY-31-96
HELF - ADDITIOMAL DETAILS--—-----———mmmmmm e +
1 1
=1 |
{  POSTED COA MUMBER: 2-11259-12A-08A 51A-5129-1-AAORAA-SA1P-AABE-ARGEA |
{  REQUESTED COA HO.:
1 1
E HOME DEPT..........: 112585 ERRMINGS TYPE.........: SAL
{ JOB CLASS.......... ¢ 2BGE45 PaY PERIOD EMD DATE...: BA7-31-95
{  REALLOCATION FLAG..: REALLOCATED A2l CERTIFICATION DATE:
| REALLOCATION REASOH: A3
i ERROR CORRECTION; DATA ENTRY ERRORA. i
1 1
E FF3=PREU E
T T +
TRAM: POET EMPL-COA: 9@8ESS@@9________ ___ _ _ ___________ OATE: B7AL196 TO AG3AIY7
Enter-PF1---PF2---PF3---PF4---PF5---PF&---PF¥---PF5---PF9---PF18--PF11--PF12-—-
HELF FHELP PREVJ DETL SUET COAR-9 BACK FLIO MEMU CORZE QuIT

I IBM-3277-2 ﬂH:EH:d?I

« Move the cursor to a payment distribution and press PF4 to select Additional Details window

o PF4 from PDET screen opens Additional Details window

« Additional Details window displays COA numbers, the reallocation status and reason, the

employee’s home department, job class, earnings type and the pay period end date of the

payment distribution selected
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Additional Details Window (PDET)

=| -1-]

Snea4an UMIVERSITY OF PENMSYLUANIA OATE: B3-21.-97
SALARY HMAMAGEMENT TIME: 17¥:21:44
PERSOM DETAIL
EMPLOYEE: #Z58-37-361z2
GEMTILE. JEMHIFER OATE RANGE: A7-81.-9% - B&-38.-97
- AODITIONAL DETAILS--—-----------—————— +
POSTED COA MUMEBER: S518-5145-1-88008A-2581-08A0-BAABA
REQUESTED COA HO.: 3-451Z6-143-082 S18-514353-1-0800868-0EJT-1411-8888
HOME DEPT..........: 11258 EARNINGS TYPE.........! RNO
JOE CLASS. . ... .....: 256838 PaY PERIOD EMD DATE...: AP-14.-98

REALLOCATION FLAG..: REALLOCATED Azl CERTIFICATION DATE:
REALLOCATION REASOM: A3
ERROR CORRECTIOM: DATA EMTRY ERROR.

PF3=PREU
B ittt +
TRAN: POET EMPL-COA: S28373612_______________________ DATE: B78196 TO BE3A97
Enter—PF1---PF2---PF3---PF4---PF5---PF6---FF 7---PF&---PF9---PF1B8--PF11--PF12-—-
HELP FHELP PREU [DETL SUBT COA-9 BACK FWD  MENU COAZE QuUIT

I IBM-3277-2 1?:23:55'

« Posted and Requested COA numbers appear only if there has been an error in the requested
account number. The ‘Posted COA' is the account nhumber the payment distribution has actually
been posted to (suspense account), when the ‘Requested (entered) COA number’ was incorrect

or invalid

& This payment must be reallocated to a correct account from the suspense account
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=yl
S renn
Salary Subtotals Window

Jnea4am UHIVERSITY OF PEHMSYLUANIA OATE: B3-21.97
SALARY MAMAGEMENT TIME: 17:21:44
PERSOM DETARIL
EMPLOYEE: &25-37-361z2

GENTILE. JENHIFER DATE RANGE: A7-81./96 - B6/30-97
e ADDTITIONAL DETAILS——-—mmmmmmmmmmmmmmmmm e +
POSTED COA NHUMBER: S1A-5143-1-AARAAA-95A1-AAAR-AGAA
REQUESTED COA NO.: 3-45126-145-A82  S1A-5143-1-AABAAA-0BJT-1411-BEAR
J0B CLASS..........: Z5AA@3A PAY PERIOD END DATE...: A7.-14.96

REALLOCATION FLAG..: REALLOCATED AzZ1 CERTIFICATION DATE:
REALLOCATION REASOH: 83
ERROR CORRECTIOMN; DATA EMTRY ERROR.

1
1
1
1
1
1
1
i
{  HOME DEPT.......... v 11258 EARNINGS TYPE......... + RNO
1
1
1
1
1
1
1
1
1
1
1
1

PF3=FREU
B ittt et ettt e +
TRAN: PDET EMPL-COA: 828373612_______________________ DATE: A7@196 TO BEIAI7
Enter-PFl1---PF2-—-PF3-—-PF4-——PF5___PF&-—-PF7---PFA---PF9--—FF1A--FF11--PF12-—-
HELF FHELF PREU DETL SUBT COA-9 BACK FWD  MENU COAZ6 QuUIT

I IBM-3277-2 1?:23:55'

« PF5 (SUBT) from Person Detail screen opens salary subtotals per object code and check date for
an employee
« Salary amount for each check date may consist of one or more detail transactions (as on PDET

screen) and these are reflected as Subtotals, one per check date
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Account Number Window (9-Digit)

SHAA4AM UNIUERSITY OF PEHNSYLUANIA DATE: A3-17.97
SALARY MANAGEMENT TIME: 1@:@1:31
PERSON DETAIL
EMPLOYEE: 798-65-S@A%
. GALANTI. JUDITH DATE RANGE: A7/81-96 - B 30,97
e — +
! ! POSTED COA NUMEER SALARY AMOUNT
| ACCOUNT SUB PDS | =—=mm—mmmmmmmmmmmmmmmmmmmmmmmom oo
| 2-11259-12@ AAA | 51A-5129-1-AAAAAA-5A1A-ABGA-AAGA 2.575.00
! 2-11259-12@ AA2 | 51A-5120-1-AAAAAA-SA1A-AAEAA-AAAA 2 575 @A
! 2-11259-12@ AAZ | 51A-5120-1-GAAAAA-SA1A-626A-REAA 2 575 @8
! 2-11259-128 B2 | 518-5129-1-0E0REE-5010-6200-8060 2.575.00
| 2-11259-12@ AA2 | 51@-5129-1-AAAAAA-5A1A-6260-AAAA 2.575. 00
! 2-11259-12@ AAZ | 51A-5120-1-AAAAAA-SA1A-G2AA-RAAAA 2 575 @A
! 2-11259-12@ AAZ | 51A-5120-1-GAAAAA-SA1A-626A-RAAA 2 575 @8
! 2-11259-12@ AA2 | 51A-5129-1-AAAAAA-5A1A-6260-AAAA 2.575.00
! 2-11259-12@ AAA | 51A-5129-1-AAAAAA-5A1A-ABAA-AAAA 2.575. Af-
! 2-11259-12@ AA2 | 51A-5120-1-AAAAAA-SA1A-ARAA-RAAAA 2 575 @A-
! Z-11750-12@ B@A | 51A-5129-1-ARAARA-SA1A-AZAA-AAGA 2 575 AR
1 1
1 1
TRA | PF3=PREU ' Se@9________________________ DATE: A7@196 TO AGIAGT
Ente +-—-——mm——mmm e + 4——_PFE_-"PF&---PF7---PFB---PF9-—-PF1A--PF11--PF12-—-
HELF FHELP PREU DETL SUBT COA-9 BACK FWD  MENU COAZE QUIT

I IBM-3277-2 1I]:l]3:2l]|

« PF6 (COA-9) from Person Detail (PDET) screen shows corresponding 9 digit account numbers for

all the 26 digit account numbers on display
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Salary Query
Account Summary (ASUM)

SHEE4aH UNIVERSITY OF PENNSYLUAHIA DATE: B3.-17.-97
SHLARY MAMAGEMENT TIME: 18:83:17
PERSOM DETAIL
EMPLOYEE: 798-55-5889
GALANTI, JUDITH DATE RAMGE: B7-B1.-96 - A6.-30.-97
OBJECT CHE DATE POSTED COA MUMBER SALARY AMOUMT
518 A7-31-96 +--DATA ENTRY FOR COA HUMBER--+ BBEA ?.575 .88
! ! BEER % 575 @A
A8.-38.-96 | EMTER THE FOLLOWIMG FIELDS: | ABAEAE 2 575 0@
A9.-38.-96 | CHAC: Eie | BEEE Z.575 .08
18.-31.-96 | ORGANIZATION: 5133 | BEER # 575 . BA
1127796 ! BUDGET COMTROL: 1 ! BEER 2 575 9@
COA Entry 12720796 | FUND: BRAEBAA | BAAA 7 575.AA
Window ! . . OBJECT: 511@ | BB 2 575 98
FZ1.-97 | PROGRAM: 1411 | BEBR Z 575 . @8-
| CENTER REFERENCE: AAAE ! BBER 2 575 @@-
: ! ABEE 2 575 @@
! ENTER=PROCESS PF3=CANCEL !
TREM: ASUM EMPLACOR:  #——————mmmmmmmmmmmmmmm + DATE: A78196 TO B&E3A97
Enter-PFl-—-PF2-——PF3-—-PF4---PF5-——-PF&-——PF7-——PF8---PF3-——PF1B-—PF11--PF12---
HELF FHELP PREY DETL SUBT COA-9 BACK FWD  MENU COAZ6 QuUIT

IBM-3277-2 10:05:18

« Type ‘ASUM' in TRAN field

o Enter 26-digit COA in the EMPL/COA field (with hyphens after each segment)
OR
Press PF10 to open COA data entry window

o Press [Enter] to close the window

« Enter Date range if a period other than the current fiscal year is desired
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Account Summary Screen (ASUM)

=| -]
SMEa3an UMIVERSITY OF PEMNSYLUAMIA OATE: B3-17.97
SALARY HMAMAGENENT TIME: 18:18:87
ACCOUNT SUMMARY

COA HUMBER.: 518-5133-1-AAABAA-51168-1411-6884a OATE RAMGE: A7 B1.-96
DESCRIPTIOMN: GRAD PERIODONMTIC 0O BAe&-38-97

PTD ACTUALS PTD ACTUALS

JUL 95 A.aa B JUL 95 4.619 .65

AUG 95 a.a8a AUG 9& 6,597 .75

SEP 95 a.aa SEP 98 4.67V8.59

QCT 95 a.a8a OCT 928 4.394.95

HOU 95 A.aa HOL 96 9.527 .55

OEC 95 a.aa OEC 9& 3.818 .96

JAH 96 a.ea JAH 97 4.151 .48

FEE 2& a.a8a FEE 27 3.31e.32

MAR 26 A. a8 MAR 37 g36 .23

APR 9& a.a8 APR 37 A.8a

MAaY 96 a.ea HAY 97 a.ea

JUH 96 a. a8 JUH 37 A .88

TOTALS: a.aa 37.971.75
TRAH: ASUM EMPL-COA: S18-5133-1-0A0086-51168-1411-8888 DATE: 878196 TO A&E3A97

Enter-PF1---PFZ---PF3---PF4---PF5---PF&---PF¥---PF3---FF9---PF18--PF11--PF1Z-—-
HELP FHELP PREVL ADET FY¥3UR FYDET NEHU  CORZE auIT

I IBM-3277-2 1I]:11:55|

« Account Summary screen displays monthly and Fiscal Year totals for the account number entered
» Date field defaults to current fiscal year. The date field may be overridden but may not exceed

five years.
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Fiscal Year Summary (FYSUM) Window

=| -1-]

SMeasan UMIVERSITY OF PENMSYLUANIA OATE: B3-17.-97
SALARY HMAMAGEMENT TIME: 18:18:87
ACCOUNT SUMMARY

COA HUMEER.: 518-51353-1-FAABEA-5116-1411-8688 OATE RANGE: BY.-Bl-96
OESCRIPTION: GRAD PERIODONTIC 0 Ae-38.-97

PTD ACTUALS PTD ACTUALS

JUL 95 A .88 JUL 96 4,619,865

- FISCAL YERR SUMMARY---------"-"-"-""""""""—- +

F¥TD ACTUALS + ENCUMBRAMCE = TOTAL SALARY

JUL 95 - JUN 96 --3 A @a ! .68 |
JUL 96 - JUN 97 -->  37,971.75 13,388.55 51,352.30 |
1
PF3=FREU i
e +
JUN 96 ! Jun 97 A
TOTALS ! 37.971.75

TRAN: ASUM ENPL-COA: 518-5133-1-APABAA-511A-1411-AB6E DATE: A78196 TO BE3A97
Enter-PF1---PF2---PF3---PF4---PF5---PF6---FF?---PF&---PF9---PF18--PF11--FF12-—-
HELF FHELP PREU ADET FYSUM FYDET MENU COAZ6 QuUIT

I IBM-3277-2 1I]:12:53|

PF5 from Account Summary screen opens Fiscal Year Summary (FYSUM) window

Fiscal Year Summary window displays Actual and Encumbrance totals for the fiscal years entered

& Encumbrance amount will only be displayed for the current fiscal year. All other years will

be Zero
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Fiscal Year Detail (FYDET) Window

=| -1-]

SMeasan UMIVERSITY OF PENMSYLUANIA OATE: B3-17.-97
SALARY HMAMAGEMENT TIME: 18:11:43
ACCOUNT SUMMARY
COA HUMEER.: 518-513353-1-B6000A-5116-1411-0688 OATE RANGE: B7.-Bl-96
e e S e FISCAL YERR DETAIL-—----------——-m +

OATE RAMGE -» JUL 96 - JUH 97
EMPLOYEE ID EMPLOYEE HAME F¥TD ACTUALS + ENCUMERAMCE = TOTAL SALARY

795-61-5318 YOUTH.PATRICIA G971 .28 3.2688 .68 18,171 .28
g11-69-5841 DONLEY,CARL JOHH g.989 25 4,872.585 12,982.18
§32-47-5711 SCOTTON,.COLDIMHERE 13,742 .13 6,187.78 19,549 83
d33-59-6793 [AKER.ARNNA f,.369.51 B.68 6,369 .51
837-37-3522 O0'NEAL.KAREN 1,979 .36 B.08 1,979,386

PF3=PREW PF?=BACK PF8=FuWD

I IBM-3277-2 1I]:13:33|

« PF6 from Account Summary screen opens Fiscal Year Detail (FYDET) window for current fiscal

year
« This window shows Actuala and Encumbrances for each employee paid out of that account,

sorted by Employee ID in ascending order
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Fiscal Year Detail (FYDET) Window

TOTALS:

[ac]

HELP FHELF PREV rADET FY¥3UR FYDET

=|
Jneasan UHIVERSITY OF PEHMSYLUANIA OATE: B3~Z21.97
SALARY MAMAGEMENT TIME: 17¥:35:85
ACCOUMT SUMAMARY

Cop HUMEBER.: 51B8-5135-1-0ABB00A-5118-1411-06888 OATE RAMGE: B7-Bl-96
ODESCRIPTION: GRAD PERIODONTIC T0 A&-38.-97

PTD ACTUALS PTD ACTUALS

JUL 95 a.8a JUL 96 4,819,865

AUG 95 a.8a B auGc 26 6,597.75

SEP 95 A. a8 SEFP 96 4,6873.59

OcT 95 A. 88 ACT 9& 4,394 .95

HOu 95 a. 88 HOU 96 5.527.55

DEC 95 a.8a OEC 26 3.,818.96

JAN 96 A. a8 JAN 97 4,181 .48

FEE 9& A.8a FEE 27 3.316.32

MAR 96 a. 88 MAR 97 g36. 25

APR 26 A. a8 APR 27 a.aa

MAY 96 A. 88 MnAY 97 A.aa

JUH 98 a.8a JUNH 97 a.a8

@ .
TRAM: ASUM EMPL-COA: 518-5133-1-APABAA-511A-1411-AB08  DATE: A70196 TO BAE3AD7
Enter—PF1-—-PF2-——PF3-—-PF4-——PF5———PF§-—-PF7-——PF&-——PF9-——PF1B--PF11--PF12-—

37.971.75

MEHU  CORZ& QuiT

I IBM-3277-2 1?:35:52'

« Position the cursor at any month and press PF4 (ADET) to obtain additional detail about that

month
« Sorted in ascending check date/employee-ID order
o Press PF3 (PREV) to return to FYSUM
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Salary Query Account Detail (ADET)

TOTALS:

HELP FHELF PREV rADET FY¥3UR FYDET

=|
Jneasan UHIVERSITY OF PEHMSYLUANIA OATE: B3-17.97
SALARY MAMAGEMENT TIME: 18:1Z:58
ACCOUMT SUMAMARY

Cop HUMEBER.: 51B8-5135-1-0ABB00A-5118-1411-06888 OATE RAMGE: B7-Bl-96
ODESCRIPTION: GRAD PERIODONTIC T0 A&-38.-97

PTD ACTUALS PTD ACTUALS

JUL 95 a.8a JUL 96 4,819,865

AUG 95 a.8a AUG 26 6,597.75

SEP 95 A. a8 SEFP 96 4,6873.59

OcT 95 A. 88 ACT 9& 4,394 .95

HOu 95 a. 88 HOU 96 5.527.55

DEC 95 a.8a OEC 26 3.,818.96

JAN 96 A. a8 JAN 97 4,181 .48

FEE 9& A.8a FEE 27 3.316.32

MAR 96 a. 88 MAR 97 g36. 25

APR 26 A. a8 APR 27 a.aa

MAY 96 A. 88 MnAY 97 A.aa

JUH 98 a.8a JUNH 97 a.a8

il .
TRAN: adet EMPL-COA: E16-5133-1-APABAA-511A-1411-AB08 DATE: A70196 TO BE3AD7
Enter—PF1-——PF2-——PF3-—-PF4-——PF5———PF§-—-PF7-——PFE--—PF9--—PF1B--PF11--PF12-—

37.971.75

MEHU  CORZ& QuiT

I IBM-3277-2 1I]:14:4H|

. Type ‘ADET in TRAN field

o Enter 26-digit COA in the EMPL/COA field (with hyphens after each segment)

OR
Press PF10 to open COA data entry window

o Press [Enter] to close the window

« Enter Date range if a period other than the current fiscal year is desired

! % Financial Training Department 4-30




Account Detail (ADET) Screen

Cursor

=|
Jneazan UHIVERSITY OF PEHMSYLUANIA OATE: B3-17.97
SALARY MAMAGEMENT TIME: 18:13:483
ACCOUNMT DETAIL
COp HUMEBER: 518-5133-1-08AB00-5118-1411-8888 GRAD PERIODONTIC
OLD HUMBER: 3-4z893-158 OATE RAMGE: A7~-81.-9% - Ba-38-97
CHE OATE EMPLOYEE ID EMPLOYEE MAME SALARY AMOUMT
B 97-85.-96 g3Z-47-5¥11 SCOTTOM, COLDINHERE 7413
g32-47-5711 SCOTTON, COLOINHERE 296 .54
§33-59-6793 MAKER. AHMNA 269 .23
871296 735-61-5318 YOUTH,PATRICIA 48, 88
735-61-5318 YOUTH.PATRICIA 46 .88
735-61-5318 YOUTH.PATRICIA 128,88
G11-69-6841 OOMLEY, CARL JOHH 254 .55
g3Z-47-5¥11 SCOTTOM, COLOINHERE 381.73
333-99-6793 MAKER. AHMA ZB9 .23
§37-37-3522 0°MEAL. KAREN 214 .84
871996 735-61-5318 YOUTH,PATRICIA ZBB . a4
TRAM: ASUM ENPL-COA: S518-5133-1-0A6A0EAA-5118-1411-A86068 0OATE: 87196 TO BR3A97

Enter—PF1-—-PF2-——PF3-—-PF4-——PF5———PF&-——PF7-——PF&--—PF9--—PF1B--PF11--PF12-—
HELP FHELP PREU

DETL

BACK  FLD MEHU  CORZ& QuiT

IBM-3277-2 10:16:33

Account Detail screen shows payments made from the account

Sorted in ascending check date/employee-ID order

=
SHeBzaM UMIVERSITY OF PENMSYLUAHIA OATE: B3-17-97
SALARY MAMAGEMENT TIME: 18:25:53
ACCOUNMT DETAIL
COr HUMEBER: 518-5133-1-BRAABA-5116-1411-8888 GRAD PERIOOONTIC
OLD HUMBER: 3-4z895-158 OATE RANGE: A7-81.-9 - B&-30.-97
CHE OATE EMPLOYEE ID EMPLOYEE HAME SALARY AMOUNT
B 871996 gll1-69-6841 DOMLEY, CARL JOHAN 2B3.63
dl11-69-6841 OOHLEY, CARL JOHH 58,92
g32-47-5711 SCOTTON, COLDINHERE 381.73
§32-47-5711 SCOTTOM, COLDINHERE 1a.91
§33-99-6793 MAKER. ARMA 269,23
d3r-37-35Z2 0°HEAL . KAREN 214 .84
g37-37-3522 0*MEAL. KAREN 18.149
BY- 2696 795-61-5318 YOUTH,.PATRICIA ge. 54
735-61-5318 YOUTH.PATRICIA 1153.58
dl11-69-66841 OOHLEY, CARL JOHH S58.92
G11-69-6841 OOMLEY, CARL JOHH 283 .63
TRAM: ADET ENPL~-COA: 5168-5133-1-0ABE0A-5118-1411-A86868 0OATE: B7YA196 TO AR3A97

Enter—PF1-—-PF2-——PF3-—-PF4-——PFS———PF&-——PF7-——PF&-——PF9-——PF1B--PF11--PF12-—
HELF FHELP PREU

OETL

BACK  FLIO MEMU COARZE& quiT

Press PF8 to scroll forward

I IBM-3277-2 1I]:2?:4E|

! % Financial Training Department 4-31




Account Detail (ADET) Screen (cont’d)

=] 11
SHEAZAM UHIVERSITY OF PEHMSYLUAMIA OATE: A3~17.-97
SALARY MAMAGEMENT TIME: 1R:26:153
ACCOUMT DETAIL
COA MUMBER: 51RA-5133-1-AAAAAA-511A-1411-8AAA GRAD PERIODOMTIC

OLD MUMEBER: 3-42B935-15A OATE RARNGE: BY~B1-9% - AA-3A-97
CHE DOATE EMPLOYEE IO EMPLOYEE HAME SALARY AMOUNT
BY . 26,96 G3z2-4¥-5711 SCOTTOM, COLODIHHERE YH. 35
532-47-5711 SCOTTOM, COLODIMHERE 3A5 . 38
833-59-6793 MAKER . AHHA 269 .23
g3v-3v-3522 0" HEAL ., KAREN 214 .04
HE.-B2.-96 Y95-/1-531A YOUTH.PATRICIA ZHA . BA
g811-69-5H41 OOMLEY . CARL JOHH ZH3 . B5
G11-69-6A41 OAOHLEY . CARL JOHH E@ .98
g3z2-4¥-5711 SCOTTOM, COLODIMHERE 3RS . 38
G32-47-5711 SCOTTOM, COLODIHHERE 7h. 35
833-59-5793 MAKER . AHHA 269 .23
837-37-3522 0*HEAL . KAREH 214 14

TRAM: ADET EMPL~COA: S518-51353-1-0AAARRA-511A-1411-A0AA DATE: BYA19% TO AGIA9Y

Enter-PF1---PF?2---PF3---PF4---PF5---PF6---PF¥#---PF8---PF9---PF18--PF11--PF12---
HELF FHELF PREWL DOETL BACEKE  FlLIDO MEHU COAZA QuiIT

I IBM-3277-2 1I]:23:l]2|

o Press PF8 to scroll forward
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Additional Details (ADET) Window

= - AI
snaazan UHIVERSITY OF PEMH3YLUANIA OATE: B3-17.-97
SaLARY MANAGEMENT TIME: 18:13:48
ACCOUNT DETAIL
COA HUMBER: 518-5133-1-6666806-5116-1411-08688 GRAD PERIODOMTIC
OLD HUMBER: 3-4Z893-158 OATE RAMGE: BY-B1-9%6 - Ao 3897
CHE DATE EMPLOYEE ID EMFLOYEE HAME SALARY AMOUNT
B 678595 g3z2-47v-5711 SCOTTON, COLDINHERE Fd4.13
g32-4v-5711 SCOTTON. COLOINHERE 296 .54
833-59-6793  MAKER. ANNA 269.23
A7/ 129 2oCc c1 Coi@ MOLITL DaTOTCTo AR GG | I I
EA1S - CAMMOT SCROLL BACk. ALREADY AT TOP
Sneazan UMIVERSITY OF PENMSYLUANIA OATE: B3-17.-97
SALARY MAMAGEMENT TIME: 18:286:36
A7 199 ACCOUMT DETAIL
COn HUMEBER: 518-5133-1-088800-5116-1411-8888 GRAD PERIODONTIC
TRaH: asudl OLD HUMBER: 3-42895-158 OATE RANGE: B7. Bl 9% — BE6-58.-97
b e o ADDITIOMAL DETAILS———-m———mmmmm e mmmm oo +
1 1 T
I I
i EMPLOYEE. . ....... v B3E-47-5711 SCOTTON,. COLDINHERE
i HOME-DEPT........: 11253 i
{  PO3STED COA MUMBER: 3-4Z893-158-88Z 518-5133-1-006AA0-5116-1411-0668 |
i REQUESTED COAR HO.: i
i JOBE CLASS. .. .......: 4156828 EARRHNINGS TYPE.........: UAC
{  REALLOCATION FLAG..: HEUER PaY PERIOD EMD DATE...: A&~ 3895 |
| PREALLOCATION REASON: A21 CERTIFICATION DATE:
1 1
i i
| |
| PF3=PREU |
S e e S e e S e + 97
Enter-PFl1---PF2---PF3---PF4-—-PFS-——PFG-—-—-PF7---FF---PF3---PF1A--PF11--PF12-—-
HELF FHELP FREL DETL BACE  FlD MEHU COAZ& QuIT

I IBM-3277-2 1I]:23:4EI|

Move cursor (Up/Down arrow keys) to selected line

Press PF4 to show additional details

Additional Details window displays the employee name and ID, the posted and requested COA
numbers, the reallocation status and reason, the employee’s job class, home department,

earnings type and the pay period end date of the payment distribution selected
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Salary Management Reports

=] 11
SMea1an UMIVERSITY OF PEMH3YLUAHNIA OATE: B3-17.97
JALARY MAMAGENENT TINE: 18:38:16
MAIH MENU
TRAN DESCRIPTION REQUIRED IHPUT
3ALARY QUERY
AODET ACCOUNT DETAIL CEMTER A Z&6 DIGIT COA & DOATED
ASUN ACCOUNT SUHMARY CEMTER A 26 DIGIT COA & DATE?
POET PERSON DETAIL CEMTER A 35H OR HAMED
F3Un FERSON SUMMARY CEMTER A 35M OR HAMEX
REFORTING
RPTS 3STANDARD REFORTS CEMTER TRAMS CODE OMLY>
TRAH: rpts EMPL-COA: W OATE: B7A196 TO AR3IAIT7
er-PF1---PF2---PF3---PF4---PF5---PF&-—--PF?---PF8---PF9---PF1B8--PF11--PF1Z---
HELF FHELP COAZE QuUIT

TRAN

IBM-3277-2 10:32:24

o Type ‘rpts’ in the TRAN field
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Reports Menu

=] 11
SHA4BBMA UHIUERSITY OF PENHSYLUAHIA DATE: B3-17.-97
SALARY MANAGEMENT TIME: 18:31:14
STANDARD REPORTS HMEHU
TRAN DESCRIPTION
PERD PERSON DETAIL
PERS PERSON SUMMARY
ACTD ACCOUNT DETAIL
ACTS ACCOUNT SUMMARY
ERND ERRMINGS TYPE DETAIL
ERNS EARMINGS TYPE SUMMARY
GRPS GROUP - SCHOOL-HOME DEPARTHENT
GRPA GROUP - COA SEGHMENT
AZ1E Az1 EFFORT
TRAH: [@erd
ENTER-PF1---PF2---PF3---PF4---PF5---PF§---PF?---PF8---PF9---PF18--PF11--PF12
HELF FHELP HEHU QUIT

IBM-3277-2 10:33:08

Field
« Menu displays types of transactions available for reporting
o Type ‘perd’ in TRAN field to access Person Detail Report

e Press [Enter]

& If a network printer is not assigned, the report will not print anywhere. A network printer 1D

must be provided on the SALMGMT Request Form.

& 7o return back to this screen, press PF3 from any of the report parameter screens
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PERD/PERS Parameters Screen

=| -]

UMIVERSITY OF PEHNSYLUAHIA OATE: B3-17-97
Sna41an SALARY MAMAGENENT TINE: 18:44:27
PERSOH DETAIL PARAMETERS

OATES - FROM: @87 .~ a1l ~ 98 TO: Bz »~ 28 »~ 97
EMTER 35K OR PARTIAL HANE:
35H HAME C(LAST HAME. FIRST HAMED

TRGN: ____ T T TTTT o TTTTTTTTTTTTTTTmTmTmTmmmmmTmmTTTT
EMTER-FF1---FFZ---PF53---PF4---PF5---PF6---PF7—---PF&---PF9---PF1B--PF11--PF12
HELP FHELF PREV HSRCH LOEL HMEHU SUE quiT

I IBM-3277-2 1I]:4E:25|

e Required fields are
o ‘FROM’ and ‘TO’ dates (mm/dd/yy)

e At least one SSN or Full/Partial employee name
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Entering SSN/NAME

=| -]

UMIVERSITY OF PEHNSYLUAHIA OATE: B3-17-97
Sna41an SALARY MAMAGENENT TIMNE: 18:49:15
PERSOH DETAIL PARAMETERS

OATES - FROM: @87 .~ a1l ~ 98 TO: Bz »~ 28 »~ 97
EMTER 35K OR PARTIAL HANE:
35H HAME C(LAST HAME. FIRST HAMED
1» ¥98 &5 S@@es ___ o ___
Z) 918 39 1454 ROMDEL . JESSICA MELLISA

TRGN: ____ T T TTTT o TTTTTTTTTTTTTTTmTmTmTmmmmmTmmTTTT
EMTER-FF1---FFZ---PF53---PF4---PF5---PF6---PF7—---PF&---PF9---PF1B--PF11--PF12
HELP FHELF PREV HSRCH LOEL HMEHU SUE quiT

I IBM-3277-2 1I]:51:I]1|

o Enter a value in the ‘FROM’ and ‘TO’ date fields
e« Type SSN
OR

Type a last name (can be partial) and press PF5 to invoke name search routine
« Move to next line and type another SSN or name for a maximum of ten employees in the report
o Press PF8 to erase/delete the line at cursor position
o Optional function:
« [Enter] edits date ranges and verifies security access to requested SSNs

o [Enter] does not submit report
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Submit Report

=] 11
UMIUERSITY OF PEHMSYLUANIA OATE: B3-17.97
SMa41am SALARY MAMAGEMENT TIME: 18:49:15
PERSOM DETAIL PARAMETERS
OATES - FROM: B7 »~ 81 .~ 96 TO: B2 ~ 28 »~ 97
EMTER S5H OR PARTIAL HAME:
33M NAME ©LAST HAME. FIRST HAME
1» V98 &5 S80S  ____ o __
£) 918 39 1454 ROMDEL, JESSICA MELLISA__________
3 . . .
4 L . .
S L L .
B L . .
Ty o o o o __ B +
8)  ___ __ ____ _______ |
L i
18 ___ __ ____  _______ i i
TRAM: ____ {  PLERSE ENTER °*%¥* TO COMFIRN SUBMIT |
EMTER-PF1---PF2---PF3---PF4-—-PF5---PF | L
HELF FHELF PREU H3RCH P O +

I IBM-3277-2 10:51 :EHI

e Press PF10 to submit report

o  Submit Confirmation window opens

« Type Y’ and Press [Enter] to submit the report

o Type ‘N’ and Press [Enter] to cancel request and close window

&

PERD’ and ‘PERS’ reports share same parameters and differ only in the contents of the

report, They are always in alphabetical order when printed regardless of how SSNs are Entered

on the screen.
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Report Status

UMIVERSITY OF PEHH3YLUAHIA OATE: B3-17.97
SMa41an SALARY MAMAGEMENT TIME: 18:49:15
PERSOHM DETHIL PARAMETERS

OATES - FROM: @87 .~ a1l .~ 9& TO: AZ ~ 28 »~ 9¥

EMTER 35H OR PARTIAL HANE:
33H HAMNE CLAST HAME. FIRST MHANED

1» 798 w5 Se@Y  ___ o __
£) 918 39 1454 ROMDEL . JESSICA MELLISA

1
TRAN: ____ | PLEASE ENTER *Y’ TO CONFIRM SUBMIT
ENTER-PF1---PF2---PF3---PF4---PF5---FF | Yo Y

HELP FHELP PREU e I +

I IBM-3277-2 1I]:51:59|

« After validating user’s access to all employees Entered, report is submitted for execution

o A message at the top of the screen informs the user that the request was transmitted
successfully

o Arequest ID number is generated for each report request to identify a user’s report among all

reports submitted by multiple users (detailed explanation in appendix)

& For samples of Person Detail and Person Summary reports see appendix
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ACTD/ACTS/GRPA Parameters Screen

UHIVERSITY OF PEHMSYLUANIA OATE: B3-21.97
SALARY MAMAGEMENT TIME: 15:21:56
ACCOUNT DETAIL PARAMETERS

TO: BZ »~ 28 »~ 97 CHMA-OD0-%Y D

Sne4zamn

OATE RAMGE: A7 .~ B1 »~ 96

ENTER THE COm SESMENTS: T From/To
' Dates
CHAC ORG B.-C FUND
1» 518 5129 1 BAABAA
2 L ______
c 3 I
4y ____ _ ______
COA
Segment

TRAN: ____
ENTER-PF1---PF2-—-PF3-—-PF4-—-PFS-——PFi--—PF7--—PF8---PF3---PF1A--PF11--PF12
MENU  SUEB QUIT

IBM-3277-2 15:24:47

HELF FHELF PREU

« Enter ‘FROM’ date (for ACTD/ACTS)
o CNAC is always required, all other segments are optional.

The segments Entered are Center Net Asset Code(CNAC), Organization(ORG), Budgetary

Control(B/C) and FUND segments.

& If the user does not have access to an organization, an error message Is displayed
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Report Confirmation Window

=| -]

SMBa4zan UMIVERSITY OF PEMNSYLUAMIA OATE: B3-21.97
SALARY HMAMAGENENT TIME: 15:29:35
ACCOUNT DETAIL PARAMETERS

OATE RAMGE: 87 .~ 8l »~ 95 To: 82 » 2§ ~ 99 (MA-D0-%YD

o DI

TRAN: ____ PLEASE ENTER °¥’ TO CONFIRM SUBHIT
ENTER-PF1---FF2---PF3---PF 4---PF5---PF Yo @

HELP FHELF PREU ettt et et ettt etanttaltetealnte +

I IBM-3277-2 15:31:35'

e Press PF10 to submit report

o  Submit Confirmation window opens

« Type Y’ and press [Enter] to confirm submission

o Type ‘N’ and press [Enter] to cancel request and close window

« After validating the ORG against the user’s access to Organizations, the report is submitted for
execution

o A message at the top of the screen informs the user that the request was transmitted

successfully

& For samples of Account Detail and Summary reports see appendix
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ACTD/ACTS/GRPA
Future Enhancement
SHA42aH UNIUERSITY OF PEMMSYLUANIA DATE: 832197

SALARY HMAMAGENENT TIME: 15:5&:58
ACCOUNT DETAIL PARAMETERS

OATE RAMGE: 87 .~ 8l »~ 95 To: 82 » 2§ ~ 99 (MA-D0-%YD

EMTER THE COA SEGMEMTS:
CHAC ORG B-C FUMD OBJT PRGHM CREF

1» 518 5129 1 60068688 5160 6208 a0oe
gy W ____ _ ______ ____ ____ ____
3 o o ol ol e ___
4y o o el e e e
TRAR: ____
EMTER-PF1---PFZ---PF3---FF4---PF53---PF6---PF¥---PFG---PF9---PF18--FF11--PF1Z
HELP FHELFP PREU NEMU  SUEB auIT

I IBM-3277-2 1E:I]H:25I

« This screen is a future enhancement. It has all seven (7) COA segments. It will be available for

use May 1997.
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ERND/ERNS Parameters Screen

SMa43an UMIVERSITY OF PEHM3YLUAHIA OATE: B3-18.97
SALARY MAMAGENENT TIME: 15:45:54
EARHINGS DETAIL PARAMETERS

OATES - FROM: @87 .~ Al .~ 96 TO: 12 » 31 » 96

SCHOOL-CENTER: ALL: N YoMy 13 __ 2y __ 3 __ 4 __
HOME DEPARTMENT:  ALL: N (YoNY 1) _____ 2y _____ 3 4y _____
AY _  ALL EARNINGS TYPES
B) _ ALL EARNINGS TYPES, EXCEPT REG & RMO
! EARNINGS TYPE LIST: 13 ___ 2y ___ &) ___ 43 ___ 5y ___
5 SR SRS § SRR b SRR 1 § RO
TRAN: ____
ENTER-PF1---PF2---PF3---PF4---PFS---PFf---PF?---PFi---PF9---PF18--FF11--FF12
HELF FHELP PREV SCHL DEPT EAFRN MEMU  SWB QUIT

I IBM-3277-2 15:5!]:54'

e Required fields are
°  ‘FROM’ date
At least one School/Center or one Home Department

At least one Earnings Type
« Enter ‘FROM/TO’ dates (mm/dd/yy)

Enter 'Y’ in the corresponding field if ALL Schools/ Centers or all Home Departments are

to be reported

To select a subset of Schools/ Centers or Home Departments, let default value remain ‘N’
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E;ig][jisiljl]fl_llllllllllllllllllllllllllllllllllllll

School/Centers Selection Window

=| -1-]

SMBa4380 UMIUERSITY OF PEHMSYLUAMIA OATE: B3-15-97
SALARY MAMAGEMEHT TIME: 15:12:38
EARNINGS DETAIL PARAMETERS
e +
DATE

[ | 51 DEMTAL MEDICINE

1
1
1
|
: :
SCHO | : 3y __ 4 __
1 1
HOME | - TR 4 _____
1 1
o e
| |
ar |
By |
SN L 4y ___ sy ___
| PF3=CANCEL PF7=BKWRD PFE=FRWRD | _-_  9) 183
e e +
TRAN: ____
ENTER-FF1Z——PF2-——PF3———PFd———PFS———PFfi——~PF7———PFB-——PF9-——PF 1A-—PF11-—-PF12
HELP FHELP PREU SCHL DEPT  EARN HENU  SUB QuUIT

I IBM-3277-2 15:15:1 3'

o Enter School/Center

OR

Press PF5 to open a pop-up window showing all Schools/Centers accessible to user
« To select a School/Center, move cursor to desired School/Center and press [Enter]

« The selected School/Center will be placed in the next available slot on the screen
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Home Department Selection Window

SMa43an

TRAN

HELF

POSITION TO

PF3=CANCEL

FHELF PREU

UMIVERSITY OF PEHM3YLUAHIA
SALARY MAMAGENENT
EARHINGS DETAIL PARAMETERS

HOSPITAL AFFAIRS - DEHTAL
PROSTHESIS LAG
AONIN AFFAIRS DENTAL SCHOO
STUDEHMT AFFAIRS - DEMTAL
CLINICAL RESERARCH CENTER
PEDOOONTICS
DENTAL AUX UTILE
CLINICAL AFFAIRS - DEHTAL
DENTAL A3SISTANT
LONG RAMGE PLAM MODEL B
DEPT: _____

PF7=BEWRD PFS=FRWRD

EMTER-PF1---PF2---PF3---PF4---PF5---PFG---PF?---PF8---PF9---PF1A--PF11--PF12

SCHL DEPT EARAH

OATE: B3-18.97
TIME: 15:15:1@8

NEHU  SUB QuiT

I IBM-3277-2 15:2!]:22'

« Enter the Home Department

OR

Press PF6 to open a pop-up window showing all Home Departments accessible to user

« To select a department, move cursor to desired department and press [Enter]

o The selected Home Department will be placed in the next available slot on the screen
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Earnings Type Selection Window

=| ~1-]
B e e e E e T e e + SYLUANIA DATE: B3-18.-97
| i ENT TIME: 15:23:82
i SEL ERM DESCRIPTION ! RAMETERS
T R i
i ALA AUTO & LIUING ALLOWANCE o 31 2 98
| ALD ALIARD
i [ ] BHS BOHMUS ] e
i CLL OF CALL DIFFERENTIAL
| OIS DISABILITY | 2y __ 3 __ 41 __
| EHA Ex-HO CTY
i ENE Ex-NO RET T 2) _____ 30 _____ 4 _____
i EHC Ex-NO CTY- 28
i EMR EXACITY.28: ] mmmmm e
| ES51 EXTRA SERUICES ADD TO PAY |
i PF3=CAMCEL PF?=BEWRD PFS=FRLRD |
B e e e e e e e + & RAO
Ca EARHINGS TYPE LIST: 12 21 3 43 52
By __ 7 gl 92 182
TRAM: ____
EMTER-PF1---PFZ---PF3---PF4---PF5---PF6---FF¥---PF8---PF9---PF1B8--PF11--PF12
HELF FHELF PREU SCHL DERPT EnARH MEHU  SUE QuIT

I IBM-3277-2 15:25:!]?'

o If ‘A’ or ‘B’ are selected, the set of Earnings Types is already determined

o If 'C'is selected, user determines the types

(¢]

(¢]

Enter Earnings Type
OR

Press PF7 to open a pop-up window showing all Earning Types

Move cursor to desired Earnings Type and press [Enter] to select

« The selected Earnings Type will be placed in the next available slot on the screen

% Financial Training Department 4-46




ERND/ERNS Completed Screen

=] 11
ceel - J0B SHB83585 SUBMITTED SUCCESSFULLY
Sne43amM UHIVERSITY OF PEHMSYLUANIA OATE: B3-18.97
SALARY MANAGEMENT TIME: 15:44:55
EARNINGS DETAIL PARAMETERS
OATES - FROM: BY - 81 .~ 96 TO: 12 » 31 » 96
SCHOOL-CENTER: ALL: M oYesHd 12 __ £r __ 3 __ 41 __
HOME DEPARTHEMT: ALL: M cYeHd 12 11258 2y _____ 3y _____ 4 _____
A ALL EARMNINGS TYPES
B» _ ALL EARMINGS TYPE3. EXCEPT REG & RMO
C» 3 EARNINGS TYPE LIST: 1) BH3 £ 5AL 3 ES1 41 ___ 2y ___
By ___ e 8) ___ 9y ___ 182
TRAM: W___
ENTER-PF1---PF2---PF3---PF4-—-PF5-—-PFf---PF ?---PF8---PF3---PF1A--PF11--PF12
HELF FHELF PREU SCHL DEFPT EARH MEHL  SUB QuUIT

I IBM-3277-2 15:45:41'

« Type any character (e.g.'s’) in Earnings Type (A, B or C)

o Screen above shows a completed ERND/ERNS parameter screen

e Press PF10 to submit report as before

&

Submit Confirmation window opens
Type ‘Y’ to confirm submission

A message at the top of the screen informs the user that the request was transmitted

successfully

Earnings Detail and Earnings Summary Reports are sorted in ascending order by earnings
type. There is a page break and subtotal for each earnings type. For a sample of Earnings
Type Detall report see appendix.
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GRPS Parameters Screen

=] 11
SMa44an UMIVERSITY OF PEHM3YLUAHIA OATE: B3-18.97
SALARY MAMAGENENT TIME: 15:51:53Z2
SCHOOL-HOME DEPARTHMENT GROUP PARAMETERS
FISCAL YERR: 1997 C(CCYY)
SCHOOL-CEMTER: ALL: M oXsM2 12 __ &) __ 3 __ 4) __
HOME DEPARTHENT: ALL: M cY~sMH2 12 11258 2y _____ 3 _____ 47 _____
SO0RT BY: s SCHOOL-DEPARTMEMT~EMPLOYEE HAME
B SCHOOL-DEPARTMEMT.EMPLOYEE MAME-JOB CLASS
TRAN: ____
EMTER-PF1---PF2---PF3---PF4---PF5---PFG---PF7?---PF8---PF9---PF1A--PF11--PF12
HELP FHELF PREWU SCHL  DEPT NEHU  SUB QuiT

I IBM-3277-2 15:54:5?'

e Required fields are

At least one School/Center or one Home Department

A ‘Sort By’ choice

o Enter Fiscal Year

» Select one or more Schools/Centers or one or more Home Departments

« Position the cursor on the ‘Sort By’ value desired and type any character

e Press PF10 to submit report
&

For a sample of Group-School/Home Department report see appendix
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GRPA Parameters Screen

UHIVERSITY OF PEHMSYLUANIA OATE: B3-21.97
SALARY MANAGEMENT TIME: 15:31:38
GROUP COR PARAMETERS

Sne4zamn

FISCAL YERAR: 1997 CCCYYD

TRAN: ____
ENTER-PF1---PF2-—-PF3-—-PF4-—-PFS-——PFi--—PF7--—PF8---PF3---PF1A--PF11--PF12
MENU  SUEB QUIT

HELF FHELP PREY
I IBM-3277-2 15:34:1 3|

« Enter Fiscal Year
o CNAC is always required, all other segments are optional.

& The segments entered are Center Net Asset Code(CNAC), Organization(ORG), Budgetary
Control(B/C) and FUND segments.
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A21E Report Parameters

=| -]

SMBa4zan UMIVERSITY OF PEMNSYLUAMIA OATE: B3-21.97
SAaLARY MAMAGEMENT TIME: 15:31:38
GROUP CoA PARAMETERS

FISCAL YEAR: 1997 (CCYY:

1y 518 5129 1 BBoo6ea
2 ___ ____ _ ______
3y ____ - ______
4 ____ - ______
TRAR: ____
EMTER-PF1---PFZ---PF3---FF4---PF53---PF6---PF¥---PFG---PF9---PF18--FF11--PF1Z
HELP FHELFP PREU NEMU  SUEB auIT

I IBM-3277-2 15:34:1 3'

o Enter a value in the ‘FROM’ and ‘TO’ date fields
Note: This is Pay Period End Date NOT Check Date
e Enter Home Department
OR
Press PF6 to open showing all Home Departments accessible to user
o Select employee option
e Press PF10 to submit report

« Message at the top of the screen informs the user that the request was transmitted successfully

& The AZ21 Effort Report is produced in alphabetical order by employee name. For a

sample of report see appendix.
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Reallocation
=] 11
AZ.-18.-97 MAHAGEMEHT SYSTEMS OMLIME APPLICATIOHNS DIRECTORY 15-48-29 UHMHEARL
AFFL. IO OESCRIPTION AFFL. IO DESCRIFTION
COAING CHART OF ACCOUMTS IMQUIRY PAYROLL HEW PAYBOLL SYSTERH
SALMGHMT  SALARY MAMAGEMENT UMISHEWS AOMIMISTRATIVE BULLETIM BOARD

APPLICATION %0U WISH, OR DEFPRESS PF9 FOR HELP., OR PF1Z2 TO 3IGH OFF.

UMIS - THE ABOUE APPLICATIONS mARE mAUAILABLE TO YoU. TYPE IN THE MAME OF THE

I IBM-3277-2 15:42:1 HI

« Type ‘payroll’ at the UMIS main menu to access Human Resources Management System

Function Menu
e Press [Enter]

« Human Resources Management System Function Menu is displayed
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Human Resources Management System Function Menu

=| -1-]

IS5SGONP UMIUVERSITY OF PENMSYLUANIA OATE: B3-18.-97
HUMAR RESOURCES MAMAGEMENT SYSTEAM TIME: 16:84:13
FUHCTION MEHU

*xPERSOMHEL RECORDS==

A1 DATA EMTRY AMD UPDATE

A2 IHOQUIRY

B3 SPECIAL FUHMCTIONS

A4 SALIHC
*=TIME REPORTIHG==

A5 TIME REPORTIHG DATA EHMTRY

A& REALLOCATIONS
*=xPAYROLL==

A7 TIME CORRECTIOHS

A5 ADJUSTHMENMT CORRECTIOHS
##COMTROL TABLE==

A9 COMTROL TAEBLE DATA ENTRY

FLEASE ENTER THE HUMEER OF THE FUNCTION YoU WISH TO PERFORM: &
INTERRUPT?:
PFe=FHELPF PF3.-21=HELF

I IBM-3277-2 1E:I]E:5?I

« Type ‘6’ to access the Reallocation main menu

o Press [Enter]
« The Reallocations function is always available except the day Weekly Payroll is processed (from

3:00 p.m. until the following morning)
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Common Function Keys

« In the Reallocation application, these Function keys provide common functionality across the

application screens

Press Function Key To
PF2 Return to previous screen
PF6/9 Get Help
PF12 Exit Application and ‘CICS’

All other keys provide the functionality shown at the bottom of the respective screens
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Reallocation Menu

PY51THEM UNIVERSITY OF PEMMZYLWYAMIA DATE: B3/22/0b
HUMAN RESOURCES MAMAGEMENT SYSTEM TIME: 16:22:11
REALLOCATION MEMU

1 ADD REALLOCATIONS
¢ BROWSE REALLOCATIONS

ENTER SELECTION: H

ID/MNAME: ORG: CHE DATE:
PF2=CAMCEL PFB/9=HELF PF12=QUIT

o Type ‘1’ at [Enter] Selection prompt to ADD Reallocations

o Type ‘ga’ (a partial name) in the ID/NAME field

o DEPT - should be blank for ADD (selection ‘1)

o CHK DATE (mmddyy) - to begin with a specific date enter CHK DATE, otherwise leave CHK DATE
blank

e Press [Enter]

& To add a reallocation, ID/NAME needs to be filled in. If a partial name is entered, all names
that begin with the entered letters are displayed in name search
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Name Search Window

#%%xMAMNE SEARCH»== Sneaaan
FERSONMEL HANE EMPL IO PHONE MAIL DEPT# HOME DEPARTHENT
BALAMTI. JUDITH 79R655889 SeZ2  eY72 11255 ADMIN AFFAIRS O
GALWAY , WIMIFRED Glez?7e69 SeZ2  eyvZ2 11255 mADHIN AFFAIRS D
GARAFOLA, DONATO 62396385 aB22  eyvYE 11258 mAONIN AFFAIRS O
GAROMER . HELMUT BS1277125 SeZ2  BY7Z2 11855 MANAGENENT
GARRAWAY . FRED 759645395 SeZZ2  BYFZ2 11855 MANAGEMEMT
GATES. TRACY S1le458115 Se22  evyvE 11258 nADNIN AFFAIRS D
GAUIN, JASPER G27E238233 9622 BYFYE 11855 HMANAGENENT
GAYLORD. ANTHORY 918337511 SeZ2  eY7EZ 11258 mOMIN AFFAIRS O

HEXT MAME:
PF2=CANCEL PF&=FHELP PF?=PAGE EBACKWARD PF3=PAGE FORWARD PF9.-Z1=HELP

IBM-3277-2 15:41:38

« List of all names beginning with ‘ga’ are displayed

e Position cursor on the name ‘Galanti, Judith’

Cursor can be moved up/down using arrow keys

Name search list can be scrolled to previous or next page using PF7 or PF8 respectively
o Press [Enter]

& Name Search list displays all names in the system, even though the user may not have

access to some of their salary details
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Salary Distribution Window

= |v|*|
#xxMAME SEARCH=xx SHARE AN
PERSONNEL MAME EHPL 1D FHOME ~ MAIL DEPT# HOME DEFARTHENT
GALANTI, JUDITH 7OAARSSART 4973 GBA3 11258 ADMIN AFFAIRS D
Fmmm e SALARY DISTRIBUTIONS==-=m===mmmmmmmmmmmmm e e e +
1 1
1 1
1 1
1 1
! EMPLOYEE ID: 798655889  EMPLOYEE MAME: GALANTI.JUDITH |
! STAT CHK DATE ACCOUNT HUMEER ACCT  SUE POS AMOUNT !
) 1
I TTT= T=T===== ST TsTTsT T TsT T T ETEEEETETEEETETETETETETETETTESTTESISES]] O TSTEEEE SRS OmSTE s S EEE T T 1
! MR 873196 S18-5129-1-DPBORE-SO10-0PAE-AEEA 211259-120 @@ 2,.575.00 |
| R A7-31-96 S51A-5129-1-AAAAAR-SA1A-AARA-AEAR 211259-12@ AAZ  2.575. 08 |
! R A7-31-06 S51A-5129-1-AARAAR-510A-AARA-REAR 211259-1AA AAR 7,625 @A |
! R A7-31-06 S51A-5129-1-AAAAAR-51AA-AARA-REAA 211250-1AA AAZ 13,327 48 |
| N 883096 518-5129-1-PAOAAR-SO1A-6200-B0PE 211259-120 @Az 2.575.08 |
! N A&-30-96 S51A-5129-1-AAAAAR-51AA-6ZAA-AEAA 211259-10A @Az 13,327 88 |
! N A9 3006 S51A-5129-1-AAAAAR-SA1A-6ZAA-RAAA 211259-12A AAZ 2,575 @A |
! N A9.-30-24 S1A-5129-1-AAAAAR-S1AA-6ZAA-RAAA 211250-1AA AAZ 13,327 @8 |
| P 1A-31-96 328-3212-1-8132A1-51AA-ZARA-RA1S 37AA7Z-18A AAZ  7.50A. AA |
! M 1A-31-96 S51A-5129-1-AAAAAA-SA1A-6ZAA-AEAA 211259-12@ @AZ  2.575.88 |
! N 1A-31-26 S51A-5129-1-AAAAAR-S1AA-6ZAA-RAAA 211250-1AR @AZ 13,327 88 |
! N 112786 S51A-5129-1-AAAAAR-SA1A-6ZAA-RAAA 211259-12A AAZ 2,575 @A |
! PF2=CANCEL PF6-9=HELF  PF1@=UP  PF11=00WN  PFi1z=QUIT |
B T T +

I IBM-3277-2 16:11:1 EI

e Press PF11 scroll down

% Financial Training Department 4-56




Salary Distribution Window

-]

=x=MAMNE SEARCH===

F9BES58A9 EMPLOYEE MAME:
ACCOUNT HUMEER

21B8-5129-1-00B00B-5108-6200-0888
918-5129-1-BAABEA-5B1A-62A0-AAAA
518-51Z9-1-PAABEA-518A-62A0-AAE
J2B-32085-1-0AB00A-5811-4233-0800
JEB-3Z21:2-4-52146B-5108-2688-0A15
918-5129-1-BAABEA-5B1A-62A8-BAAA
518-5129-1-PAABBA-518A-62A8-AA0
S1B-5129-1-0AAB0A-SH1A-08AB-BAAE
21B-5129-1-0AABEA-5B1A-BEAA-BAAE
91B8-51Z9-1-BAABEA-5B1A-62A8-BAAA
518-5129-1-0AAB0A-5R1A-62A8-BAAE
S1B-5129-1-0AAB00A-S18A-00AB-RAAE

PF&-3=HELP

EMPLOYEE ID:
STAT CHE DATE

11,2796
12,2896
12,2896
Ai1-31.-97
8l-31.-97
Al-31.-97
Al-31.-97
Bz- 2197
AZ- 2197
AZ- 2197
Bz2-21.-97
Bz- 2197
PF2=CANCEL

jnn R n i 0 - e S A A

PERSONNEL NAME EMPL 1D FHONE
GALANTI, JUDITH 79BAS5ARY 4973
T SALARY DISTRIBUTIONS--

GALAMTI.JUDITH

PF18=

SMeasean
HOME DEPARTHEMT
AOMIN AFFAIRS

MATL
aYalale]

DEPT#
11253

ACCT SUE PO3 ANMOUNT

_______________________ !
211259-188 Bz  13,327.88 |
£211259-128 BAZ 2,575.88 |
211259-188 BAZ 13,327 .88 |
2388z21-125 Baz Q2@ .88 |
SZ1468-188 BAZ 7.o88.88 |
211259-128 BAZ 2,575.88 |
211259-188 BAZ 13,327 .85 |
211259-128 BAa -2, 575.688 |
2112539-128 BAZ -Z.575.88 |
211259-128 BAa Z£.575.88 |
211259-128 BAz 2.575.88 |
211259-188 BAA -7, 625.688 |
P PF11=00LMH FF12=0UIT |

I IBM-3277-2 161 4:35'

« Salary Distributions window shows payment distribution for selected employee

e Character in first column shows “status” of payment distribution

° N- entry has never been reallocated
° p- Pending reallocation

°  H - Hold (Invalid account number)

o

R - Reallocated
o Position cursor on a transaction with ‘N' status

e Press [Enter] to open ‘Add Reallocation’ screen

& Only entries with status ‘N’ can be selected
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Add a Reallocation

PY5175H UNTUERSITY OF PENNSYLUANIA DATE: 932197
HUMAN RESOURCES MANAGEMENT SYSTEM TIME: 16:33:08
ADD REALLOCATIONS
EMPLOYEE I0: 79A&55AA% CHK DATE:  @1/31-97
EMP TYPE: 1
EMPLOYEE MAME: GALANTI,JUDITH JUB CLASS: 12p523
EARN
CNAC ORG BT FUND 0BJ PGM REF  ACCT  SUB POS AMOUNT  +r-  TYPE
320 3212 4 521460 5100 2000 BO1S 521460 16@ @A2  7500.80 -  ES2
______________________________________ mAB.____ + Eaz
______________________________________ poAB_ .. + E32
______________________________________ poAB____. + E32
______________________________________ RAB____. + Ea2
______________________________________ PR .. + Eaz
______________________________________ BB + E&2
REASON:
TOMAME: ________________________________ DEPT: _____ CHK DATE: ______
PF2=CANCEL PF4=REA30N PFG-ADD PF6,3=HELP PF7=COA-26/C0A9 PFS=LDEL PF12=Q017

IBM-3277-2 16:35:02

e Required fields on ADD Reallocation screen are
Account Number
Amount

Reason

T Altne remaining fields can not be modified

« ADD Reallocation screen shows the payment selected from the salary distribution window. This

amount appears as a credit (negative amount);

& Nothing on this line can be modified
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Entering Reallocation Screen

=| -]
EG13 - REALLOCATION REASON REQUIRED - FRESS PF4 FOR LIST
PYS175H UNTUERSITY OF PENNSYLUANIA DATE: 831897
HUMAN RESOURCES MANAGEMENT SYSTEN TINE: 16:28:58
ADD REALLOCATIONS
EMPLOYEE 10: 798655849 CHK DATE:  @1/31/97
EMP TYPE: 1
EMPLOYEE MAME: GALANTI.JUDITH JOB CLASS: 11@28@

EARN

CNAC ORG B.C FUND O0BJ PGM REF  ACCT  SUB POS AMOUNT  +/-  TYPE

320 3212 4 52146@ 51A@ 20A0 MALS  S2146A 1A @Az 7508 @ - ESZ

S1a 5120 | AAAAAA 5100 6200 PARA 211250 1AA GAA 3750 @A__  +  E52

320 3212 4 521460 5100 2000 POLS 521460 108 @A2  3750.80__  +  E52

______________________________________ BeB.___. o+ Eiz

______________________________________ BoBA___. + E32

______________________________________ BoEA____. + E32

______________________________________ PR + Eaz

REASON

TOANAME: _ o ___ DEPT: _____ CHE DATE: ______
PFz=CANCEL FF4=AEASON PFS-ADD P 3=HELP PF7=C0A-2A/C0A9 PFE=LOEL PFiz=Q01T

IBM-3277-2 16:22:46

« Payment distributions can be entered using the 9 or 26-digit account numbers

Press PF7 to toggle between the 9 and 26-digit account numbers
« Up to six debit amounts can be entered for a credit. The sum of all debits must equal the credit
amount.
« Sum of the new payment distributions entered must equal the reversal amount. If only a portion
of the total amount needs to be reallocated to another account, an additional entry (line) must
be made to the original account for the remaining balance.

o Press [Enter]
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Add Reallocation Reason Window

EAl3 - RERLLOCATION REASON REQUIRED - FRESS PF4 FOR LIST

P¥5175M UMIUERSITY OF PEHMSYLURMNIA OATE: B3-18.97
HUMAN RESOURCES MAMAGEMENT SYSTER TIME: 16:24:23
AOD REALLOCATIONS
EMPLOYEE ID: 798655889 CHE DOATE: A1.-31.-97
i REALLOCATION REASOMS----—---------"--——- +

MOUE CURSOR TO “CODE® SELECTIOM AMD PRESS ENTER
CODE REASON TEXT

81 N0 CHAMGE IM EFFORT OH PROJECT. SALARY COST TRANSFERRED TO
CONTIMUATION YERR.
B2 ERROR CORRECTION: IDENTIFIED AFTER REUWIEW 0OF DETAIL WITH
PRINCIPLE IHUESTIGATOR.
B 95 ERROR CORRECTIOM; DATA EMTRY ERROR.

PF2=CANCEL PF9=FHELP

I IBM-3277-2 1E:25:41|

Enter a reason number in the reason field

or

Press PF4 to open a window showing a list of reasons for reallocation
Position cursor at reason using arrow keys

Press [Enter] to select a reason

or

PF2 to close the window without making a selection
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Add Confirmation Window

=| -]

PYS175H UHIVERSITY OF PEHHSYLUAHIA OATE: B3-18-97
HUMAN RESOURCES MAMAGEMENT SYSTEM TINE: 16:26:58
AOD REALLOCATIONS
EMPLOYEE ID: 7985558489 CHE DATE: A1.-31.97
ENP TYPE: 1
EMPLOYEE MAME: GALAMTI.JUDITH JOB CLASS: 118288
e + EARH
CHAC ORG B-CT FUH | | AMOUNT +-= TYPE
_____________ 1 1 _—====== = =_—===
_____________ ! | ======== = ====
328 3212 4 5214 | | SRE. &8 = ESZ
518 5129 1 @Ba@a | PLEASE EHMTER ‘%' TO COWFIRH mDD | 758.88 + E52
J28 3212 4 SE14 | YoMy =1 il + E52
e e & e GO XOICIET e X eI X S XSO + BA_____ + E3Z
______________________________________ a.aa_____ + ES2
______________________________________ a.aa_____ + E52
a.aa + E52

REASOM: A3 ERROR CORRECTION: DATA ENTRY ERROR.
I0-HANE: OEPT: CHE OATE:

PF2=CANCEL PF4=REAS0ON PF5=n00 PF&-9=HELP PF/=COA-Z6.-COAY9 PF&=LOEL PF12=0QUIT
IBM-3277-2 16:31:22

o Press PF5 to Add this Reallocation
« Confirmation window appears

« Type Y’ to confirm add

o Press [Enter]

o  This reallocation is now added

o Type ‘N’ to close window without adding reallocation
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Options after processing ADD

-]

CEAl - RECORD HAS BEEM mODED
PYS175H UNIVERSITY OF

EMFLOYEE ID: 7986558689

EMPLOYEE HAME: GALAMWTI..JUDITH

CHAC ORG B-C FUMD OBJ PGH

328 3212 4 521468 5188 2688
Sie 5129 1 BAooee S188 &2a0
328 3212 4 SE1468 51688 2888

REASOM: A3 ERROR CORRECTION:
I0-MANME: 796550890

HUMAN RESOURCES NMAMAGEMENT SY3TEM
AODD REALLOCATIONS

PFZ=CAMCEL PF4=REAS0ON PF5=A00 PF&-9=

PEHHSYLUANTA OATE: B3-18-97
TIMNE: 16:38:17
CHE OATE: A1-31.97
EMP TYPE: 1
JOE CLASS: 118288
EARH
ACCT SUE POS AMOUNT +-=  TYPE
221468 188 AAZ 7oA. a8 = ESZ
211259 188 aao 375 . B8__ + ESz
221468 188 882 37Se.ae_ + ESZ
____________ B.Ba_____ + E3Z
____________ B.aa_____ + ES2
____________ B.aa_____ + ESz
____________ B.Ba_____ + ESz
—_ OEPT: _____ CHKE OATE: ______
HELP PF¥=COA-Z&-COA9 PFS=LODEL PF1Z=QUIT

IBM-3277-2 16:32:26

« A message showing that the record has successfully been added will be displayed

o After ADD has been successfully processed, user has following options:

Enter a new or the same ID/NAME. Salary distribution window will be displayed. Proceed

as if entering the ID/NAME from the main menu

(¢]

till current date will be displayed

Enter a Check Date along with the ID/NAME. In this case, salary detail from entered date
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Reallocation Added

PY5175H

EMPLOYEE ID:
STAT CHE DATE
11,2796
12,2896
122896
8l-31.-97
Al-31.-97
A1.-31.-97
Ai-31.-97
AZ- 2197
AZ- 2197
Bz, 2197
Bz- 2197
A< 2197
PF2=CANCEL

jm B u e u R par- iy & RS s

F9BE5568A9

CBAl - RECORD HAS BEEM mODDED

UHIVERSITY OF PEMN3YLUAHNIA

HUMAN RESOURCES NMAMAGEMENT SY3TEM

EMPLOYEE MANE:
ACCOUNT HUMEER

218-5129-1-BAABEA-518A-62A8-BAAA
518-51Z9-1-PAABEA-5A1A-62A0-BAAE
S1B-5129-1-0AAB0A-S188-62A8-BAAE
JEB-3Z05-1-000008-5811-4:233-0888
JZB-321:2-4-521468-5188-Z6AA8-AA15
518-5129-1-PAABBA-5A1A-02A8-RAA0
S1B-5129-1-0AAB0A-S18A-62A0-BAAE
21B-5129-1-0AABEA-5B1A-BEAA-BAAAE
91B8-51Z9-1-BAABEA-5B1A-0EAA-BAAA
518-5129-1-PAABBA-5A1A-02AB-AAAR
S1B-5129-1-0AAB0A-SH1A-62AB-BAAE
918-5129-1-0AABEA-518A-0EAA-BAAA

PFE-9=HELP

PF18=

GALANTI.JUDITH

------------ SALARY DISTRIEUTIONS-————m—mmmmmmmmmmmmmmm o mem

OATE: B3-18.97
TIMNE: 16:38:17

ACCT SUE POS ANMOUNT
211259-188 BAZ 13,327 .85
211259-128 BAZ Z.575 .88
211259-188 Bz 13,327 .85
23B8Z1-125 BAZ AZ8.88
2Z1468-188 BAZ 7. 508 .88
211259-128 BAZ 2,575 .88
211259-188 BAz 13,527 .85
2112539-128 BAA -2, 575 .66
211259-128 BAZ -Z.575.66
211259-128 8848 2,575 .88
211259-128 BAZ Z2,575.88
211259-188 BAA -7, 625 .66
P PF11=00LMH PF1Z=0QUIT

I IBM-3277-2 1E:34:4E|

« Reallocation added for 01/31/97 now has status of ‘P’ for Pending
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&Penn
Browsing Reallocations

PY51780 UHIVERSITY OF PEMN3YLUAHIA OATE: B3-18-97
HUMAN RESOURCES MAMAGEMENT SYSTER TIME: 17:85:23
REALLOCATION HMENU

1 AOO REALLOCATIONS
2 BROWSE REALLOCATIONS

EMTER SELECTIOH: Z

ID0-HAME: OEPT: CHE ORATE: ______

PF2=CANCEL PF&-9=HELP PF12=QUIT

I IBM-3277-2 1?:!]9:!]1'

« Enter ‘2’ at [Enter] Selection prompt for browsing through all previously entered reallocations

» Reallocations retrieved are based on the user’s access to School/Center, Home Departments and
Organizations

« Table shows different possible combinations and results of entered values in the ID/NAME, DEPT
an CHK DATE fields

TRAN ID/NAME DEPT CHK DATE Displays
2 All reallocations per security profile
2 ID/Name All reallocations for entered ID/NAME
2 DEPT All reallocations for entered department
2 CHK DATE All reallocations for entered check date
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List of Reallocations

=| -]

PYS186H UMIUVERSITY OF PEMHSYLUAHIA OATE: B3-18-97
HUMAN RESOURCES MAMAGEMENT SYSTEM TIMNE: 16:37:43

BROWSE REALLOCATIONS
EMPLOYEE MAME: AFSUMTI.HARUEY EMPLOYEE ID: 847218932 HOME DEPT: 11258
L0 CHE DATE CHAC ORG B-C FUND 0BJ PGH  REF ACCT SUE POS AMOUNT

B 873196 S18-5146-1-PAABEA-5BZA-1411-8888 3451568-145-882 1722 .92 -
518-5177V-1-0AA0EA-5811-53418-4125 345127-125-882 P22.92 +
218-5146-1-000088-5828-1411-8888 3451568-145-882 lgea. g8 +

I0-HANE : OEPT: CHE OATE:

PF2=CANCEL PFE-3=HELP PF11=00LH PF1Z=0QUIT
IBM-3277-2 16:39:34

« On this screen, it is possible to

« Browse reallocation

« Select a reallocation for Update

o Delete a reallocation

« Change ‘CHK DATE' field value to display only reallocations for that date

« Enter a ‘DEPT’ to display all reallocations for one department

» Reallocations are displayed in alphabetical order w/ascending check dates per person

o Press PF11 to page down
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List of Reallocations (continued)

PY51380 UMIUVERSITY 0OF PEHHSYLUANIA OATE: B3-18-97
HUMAMN RESOURCES MAMAGEMENT SYSTER TIME: 1&6:39:18

BROWSE REALLOCATIONS
EMPLOYEE HMAME: CABBELL.CARL EMPLOYEE ID: 4448394533 HOME DEPT: 11233
L0 CHE DATE CHAC ORG B-C FUND 0BJ PGH  REF ACCT SUE POS AMOUNT

- B3-38-96 21B-51Z9-1-0A00EB-5108-6200-B888 £11259-188-882 4z08.88 -
d7E-37Z6-1-0AABEA-5168-7130-8888 Z1pAZ6-188-888 4288 .88 +

PY5158M UHIUERSITY OF PENH3YLUAHIA OATE: B3-18.97
HUMAN RESOURCES MAMAGEMENT SYSTER TIME: 16:42:248
TOLHAH BEROWSE REALLOCATIONS
pre=cgll EMFLOYEE MAME: GALANMTI JUDITH EMPLOYEE ID: 798655889 HOME DEFT: 11253
LD CHE DATE CHAC ORG E~-C FUND 0OBJ PGH  REF ACCT SUE PO3 AMOUNT

B 18-31-96 J2B-3212-1-813281-51808-28068-8815 JrEeYi-188-882 FoBE. a8 -
218-5129-1-A000AA-51AA-6ZA0-AABA £211259-188-8688 3756 A8 +
3Z28-3212-1-813281-5188-2A860-A815 I7EAYZ-188-882 3758 .88 +

- Bl.31.97 J2B-3212-4-521468-5180-2808-8815 SZl1468-188-882 FoBE. a8 -
218-5129-1-AA00AA-51AA-62A0-AABA £211259-188-8684 3756 A8 +
328-3212-4-521468-5188-28868-8815 SZ21468-188-882 3758 .88 +

10.-MHAME : OEPT: CHE OATE:

PF2=CANCEL PF&-3=HELF FF11=00H PF1Z=QUIT

I IBM-3277-2 1E:44:11|

e An asterisk (*)in the ID/NAME field can be used to navigate up or down within a browse function

For example
w* denotes the beginning of the “w’'s”
A* denotes the beginning of reallocations

- gal* denotes the first reallocation equal or greater than the letters ‘gal’
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Selecting a Record for Update

PY51380 UMIUVERSITY 0OF PEHHSYLUANIA OATE: B3-18-97
HUMAN RESOURCES MAMAGEMENT SYSTER TIME: 1&6:43:22

BROWSE REALLOCATIONS
EMPLOYEE HANE: AF3IUNTI.HARUEY EMPLOYEE ID:
L0 CHE DATE CHAC ORG B-C FUND 0BJ PGH  REF

A-5146-1-0006080-5820-1411-8088
A-5177-1-AABAAAB-5A11-34168-4125
A-

Sl4b6-1-HAARBBA-58ZA-1411-8888

I0-MAME:
PF2=CAMNCEL PF&-3=HELP

d47218982 HOME DEPT: 11253
ACCT SUE POS

3451568-145-882 1722 .92 -
345127-125-882 V2292 +
345158-145-882 1888 .88 +

CHE DOATE:
PF11=00LH PF1Z=0QUIT

o To Update a reallocation, type ‘U’ in the ‘U/D’ field

o Press [Enter]

IBM-3277-2 16:45:36
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Updating a Record

PYS185M UNTUERSITY DF PENNSYLUANIA DATE: 83,1897
HUMAN RESOURCES MANAGEMENT SYSTEM TIME: 16:45:55
UPDATE REALLOCATION
EMPLOYEE ID: 847210982 CHE DATE: B7./31-96
EMP TYPE: 1
EMPLOYEE MAME: AFSUNTI,HARUEY JOB CLASS: 256028
EARN
CHNAC ORG B-C FUND O0BJ PGH REF  ACCT  SUB POS AMOUNT  +-  TYPE
518 5146 | PPAAAA SO2P 1411 @ARR 345158 145 @Az 1722.92 - RMO
Sip 5177 | DPEAAA 5011 341@ 4128 345127 120 @@z 722.92___  +  RNO
S5ip 5146 | PPAAAA 5A2P 1411 APAR 345158 145 AAZ  1PAA.A@A__  +  RNO
______________________________________ B.BB_____ + RANMO
______________________________________ BBE_____ + RMO
______________________________________ BBE_____ + RO
______________________________________ B.PE_____ + RNO
REASON: @3 ERROR CORRECTION; DATA ENTRY ERROR.
PF2=CANCEL PF4=REASON PF5=URDT PF6/3=HELP PF7=COA-26-ACCTY PFE=LDEL PF12=QUIT

I IBM-3277-2 1E:4H:2?|

o Selected reallocation is displayed

o PF7 allows the user to choose between 9 and 26 digit account numbers

e Account numbers and amounts are modified as required

« Additional lines can be added or existing lines removed (by positioning cursor on line and
pressing PF8)

o Press PF5 to update the reallocation

« Edits are same as ADD function

o Press [Enter]
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Update Confirmation Window

5;%3][:isiljl]:1_Illlllllllllllllllllllllllllllllllll

-]

=|
CBAZ - RECORD HAS BEEM UPDATED
PYE1E5H UHTUERSITY OF PEHMSYLUANIA DATE: B3-18-97
HUMAN RESOURCES MANAGEMEMT SYSTEN TIME: 16:49:27
UPDATE REALLOCATION
EMPLOYEE 10: 847218982 CHK DATE: 873196
FHPE TYPFE 1
1= -1-1
CHAC OF
51@ 51
g%g g PYS185H UNIUERSITY OF PENHSYLUANIA DATE: 831897
HUMAN RESOURCES MANAGEMEMT SYSTEN TIME: 16:45:55
————— UPDATE REALLOCATION
————— EMPLOYEE 10: 847218982 CHK DATE: 873196
————— EHF TYPE: 1
————— EMPLOYEE MAME: AFSUNTI,HARUEY JOE CLASS: 256828
REASON: EARN
- CHAC ORG BT FUN oo oo mmmmmommmmmmmmm e + OUNT  +-= TYPE
_____________ 1 1 —— o —— —_——— ——— —
_____________ | | fomes  son sees
B 510 S146 1 PABE | L2z - ENMD
PF2=CANG S1@ 5177 1 @A@A | T N 1 T
S1f 5146 1 BABG | FPLEASE ENTER 'Y’ TO COMFIRM UPDATE | 6. @6 +  FHD
I [ | YoMy I + RMO
e e e e e + B_____ + RHMO
______________________________________ @.BA_____ + EHO
______________________________________ B.BA_____  +  EHD
REASOM: ©3 ERROR CORRECTION: DATA ENTRY ERROR.
PF2=CANCEL PF4=REASON PFS=UPOT PF6-9=HELP PF7=COA-26-ACCTS PF8=LDEL PF12=0UIT

I IBM-3277-2 1E:5I]:41|

« A confirmation window opens up to confirm the update (foreground screen)

o Type Y’ to confirm update

o Press [Enter]

« This reallocation is now Updated and a message informs the user that the record has been

updated (background screen)

o Type ‘N’ to close window without updating
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Delete Confirmation Window

=| B3| ‘I
PYS185H UNTUERSITY OF PENNSYLUANTA DATE: @3-18.97
HUMAN RESOURCES MANAGEMENT SYSTEM TINE: 16:45:55
UPDATE REALLOCATION
EMPLOYEE 10:  84721R982 CHK DATE: B7-31.96
EMP TYPE: 1
EMPLOYEE MAME: AFSUNTI.HARUEY JOE CLASS: 256@28
EARN
CHAL ORG BT FUN 4o mmmmmmmmmmmmmmmmmmmmmmm e e + OUNT  +o- TYPE
SECEN== SR e =S== SE=E
S1A S146 1 @ARA | 2 9z ~ Eno
S1@ 5177 1 @A@A | S <1 1T
Sip 5146 1 BARA | PLEASE ENTER ‘Y' TO CONFIRM UPDATE | B @@ +  BND
[ | YoMy I + RMO
e e e e e + B_____ + RHMO
______________________________________ @A """ + RNO
______________________________________ 6.8 ___" + RHO
REASON: @3 ERROR CORRECTION: DATA ENTRY ERROR.
PFZ=CANCEL PF4=REASON PFS=UPDT PF6-9=HELP PF7=COA-Z6-ACCTS PF=LOEL PF12=0QUIT

I IBM-3277-2 1E:5I]:41|

« If areallocation set was selected for delete by entering ‘d’ in the ‘U/D’ column, the delete
confirmation window opens

« Type Y’ to confirm delete

o Press [Enter]

« Type ‘N’ to close window without deleting
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Deleted Reallocation

=| -1-]

CABS - RECORD FOR EMP-ID ?98655889 & CHECK OATE 18.-31-96 DELETED

PYS158H UHIUVERSITY OF PENMSYLUAHIA OATE: B3-18-97
HUMAN RESOURCES NMAMAGEMENT SY3TEN TIME: 16:51:55

BROWSE REALLOCATIONS
EMPLOYEE MAME: GALAMTI.JUDITH EMPLOYEE ID: ?P98655889 HOME DEPT: 11258
LD CHKE DATE CHAC ORG E~-C FUND 0OBJ PGH  REF ACCT SUE POS AMOUNT

0 18-31.-96 3Z28-3212-1-A132A1-5188-2A860-A815 I7EAYZ-188-882 7oBE. a8 -
218-5129-1-A000AA-5188-6200-A808 211259-188-68684 3756 .88 +
J2B-3212-1-813281-51808-28068-8815 JFEEYZ-188-882 37cE. a8 +

- B1-31..97 328-3212-4-521468-5180-2A80-A815 S5Z1468-188-8A2 7oA. a8 -
S18-5129-1-AB00AA-S188-6200-A006 211259-188-664 3758 88 +
J20-3212-4-521468-5180-2808-8815 SZ1468-188-882 37cE. a8 +

I0-HaME: W OEPT: CHE OATE:

PF2=CANCEL PF&.-3=HELF PF11=00LHN PF1Z=0UIT
IBM-3277-2 16:53:42

« A message informs the user that the reallocation has been deleted

« The deleted reallocation can no longer be selected for update or delete
It remains visible in the list of reallocations while user is in Browse mode

If Browse is exited and reentered, the reallocation will no longer be visible
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Searching By Department

=| -1-]
PYS17aM UMIVERSITY OF PENMSYLUmHIA OATE: B3-18-97
HUMAN RESOURCES MAMAGEMENT SYSTER TIME: 17¥:85:23

REALLOCATION MEMU

1 nwOD REALLOCATIONS
£ GBROWSE REALLOCATIONS

EMTER SELECTION: 2

I10-MAMNE : DEPT: 11253 CHE DATE: WA

PFZ=CANCEL PF&.-9=HELP PF1Z=Q01T

I IBM-3277-2 17:10:1 EI

e Type ‘2’ at [Enter] Selection prompt
o Type ‘11258’ in DEPT field

e Press [Enter]
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Search Results

-]

PYS186H

UMIUVERSITY OF PEMHSYLUAHIA
HUMAN RESOURCES MAMAGEMENT SYSTEM
BROWSE REALLOCATIONS

OATE::
TINE:

A3-18-97
16:54:39

EMPLOYEE MAME: AFSUMTI.HARUEY EMPLOYEE ID: §47218932 HOME DEPT: 11258
U~0 CHK DATE CHAC ORG B-C FUND O0BJ PGM REF ACCT  SUB POS AMOUNT
- 873196 518-5146-1-DPPPPP-5020-1411-00A0  345158-145-8B2 1722 92 -
E1A-5177-1-AAAABA-5A1A-53416-4125  345127-12A-BAZ FEZ. 92 +
PYS1E8H UMIVERSITY OF PEHHSYLUANIA DATE: B3-18.97
HUMAN RESOURCES MAMAGEMENT SYSTEM TIME: 16:54:39
BEROWSE REALLOCATIONS
EMPLOYEE HAME: AFSUNTI.HARUVEY ENPLOYEE ID: §4721A932 HOME DEPT: 11258
U0 CHE DATE CHAC ORG B-C FUWD O0BJ PGH REF ACCT  SUB POS AMOUNT
oM - 8731096 51P-5146-1-DODDDO-SOZ0-1411-8AA8  345150-145-BB2  1722.92 -
= -I-1
=1 - Y
PYS1E8H UMIVERSITY OF PEHHSYLUANIA DATE: B3-18.97
HUMAN RESOURCES MAMAGEMENT SYSTEM TIME: 16:55:51
BEROWSE REALLOCATIONS
EMPLOYEE MAME: GALAMTI,JUDITH ENPLOYEE ID: 7386550A9 HOME DEPT: 11258
U0 CHE DATE CHAC ORG B-C FUWD O0BJ PGH REF ACCT  SUB POS AMOUNT
- B1/31,97  320-3212-4-521460-5100-2000-0015  521468-100-8B2 750000 -
10 51A-5129-1-PAARBA-510A-62A0-BBAR  211259-186-BA0 3750 .68 +
PFz= 32B-3212-4-57146A-510A-ZAAF-BB15  S5Z1468-18A-BAZ 375E .68 +
I0-MAWE: ______ _ __ o _____ OEPT: _____ CHE OATE: ______
FFZ=CANCEL PFé.-3=HELP FF11=00WH  PF12=0UIT
I IBM-3277-2 1E:5?:41|
« Alist of all reallocations with department ‘11258’ are displayed

The reallocations are displayed in ascending order by date for each employee in the department,

the employees being sorted in alphabetical order.
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Logging Off

=| -]

PYS186H UMIUVERSITY OF PEMHSYLUAHIA OATE: B3-18-97
HUMAN RESOURCES MAMAGEMENT SYSTEM TIME: 16:55:51

BROWSE REALLOCATIONS
EMPLOYEE MAME: GALAMTI.JUDITH EMPLOYEE ID: 798655889 HOME DEPT: 11258
L0 CHE DATE CHAC ORG B-C FUND 0BJ PGH  REF ACCT SUE POS AMOUNT

- Bl1-31.-97 3ZB-3212-4-521468-5108-2A80-8A15 SZ1468-180-882 ‘oRA . Ba -
518-5129-1-PAABEA-51AA-62A0-BAA0 211259-188-888 37568 .88 +
JEB-3Z212-4-521468-5108-2880-8815 SZ14668-180-882 3roe .88 +

I0-HANE : OEPT: CHE OATE:

PF2=CANCEL PFE-3=HELP PF11=00LH PF1Z=0QUIT
IBM-3277-2 16:57:41

« At the Human Resources Management System Function menu, tab down to the INTERRUPT field
o Type ‘so’ (Sign Off)

e Press [Enter]
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=y m|
&Penn
Logging Off (Continued)
= 1]

ISSOFFF OATE: BA3-15-97
TIME: 17:88:31

UHIVERSITY OF PEMMSYLUAMIA
HUMAR RESOURCES MANAGEMENT 3Y3TEN

ER R RS EEEEEE
¥ ok kK K ok ok ok ok ¥ Kk ok
¥ ok kK K ok ok ok ok ¥ Kk ok

ER R RS EEEEEE

THIS TERMINAL IS AWUAILABLE FOR USE

TO SIGH OM. ENTER “LOGOM": TO SIGH OFF, ENTER “STOP’
INTERRUPT: =stop

PF&a=FHELP PF3.-21=HELF

IBM-3277-2 1 ?:I]Z:ZEI

Human Resources Management System Sign Off screen is reached
Type ‘Stop’ in the INTERRUPT field

Press [Enter]

=] -1-]
B3.<18.-97 MAMAGEMENT SYSTEMS OMLIME APPLICATIONS DIRECTORY 15-48-29 LUMHBAB1
APPL. ID OESCRIPTION APPL. ID OESCRIPTION
COAIMO CHART OF ACCOUMTS IMQUIRY PAYROLL HEW PAYROLL SYSTEH
SALMGHT  SALARY MAHAGEMENT UMISHEWS ADMIMISTRATIWVE BULLETIM BOARD

UMIS - THE ABOUE APPLICATIONMS ARE AUAILAEBLE TO %OU. TYPE IM THE HRME OF THE
APPLICATION YOU WISH, OR DEPRESS PF9 FOR HELF, OR PF12 TO SIGH OFF.

I IBM-3277-2 15:421 BI

o  This brings the user back to UMIS main menu
e Press PF12 to Sign Off
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Appendices
e Miscellaneous
« Reallocation Fields
e Glossary of terms

o Sample Reports
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Miscellaneous

« No historical data will be converted into the Salary Management system for July 1, 1996

o Each Report request will have a unique ‘Request ID’ that will be composed of

° The letter ‘SM’ (for Salary Management)
° Last4 digits of user’'s mainframe Logon 1D
° 2 digit numeric sequence value (01-99) for the report
— Example: Mainframe Logon ID = P791199's fifth report will be called ‘SM119905’
o

This will be helpful for users to identify their reports among the many reports generated by

various users
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Miscellaneous (continued)
« Areport is generated for each Detail and Summary report requested

The report files will be available on temporary disk packs ONLY until 5:00 PM at which time
they are deleted.

The unique report 1Ds will be composed of

— AAAAAAA.PRIVQRY.SEQBBB.EXTCCCC for the extract report
— AAAAAAA.PRIVQRY.SEQBBB.RPTCCCC for the report file
— AAAAAAA = TSO login ID

BBB = 3 digit sequence number

CCCC = Report selected
o (e.g., PERD, ACTD, ERND, PERS, ACTS, ERNS, GRPA, GRPS and A21E)

o Example: Mainframe Account ID 791199's 5th report of the day will have associated files called

° P791199.PRIVQRY.SEQO05.EXTPERD

° P791199.PRIVQRY.SEQO05.RPTPERD
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Reallocation Fields

TRAN Type of Transaction desired

ID 9-digit ID uniquely identifying an employee

NAME Employee name in last, first, initial format

DEPT 5-digit number representing a Payroll Home Department

Account Number

New 26-digit COA

ACCT 6-digit account number in the old General Ledger system

SUB Sub-code

POS Position code

AMOUNT Amount of salary to be reallocated

+/- Indicates Debit (+) or Credit (-) adjustment to an account

CHK DATE Date of Payroll check in the ‘mmddyy’ format

JOB CLASS 6-digit number representing Payroll job classification

EARN TYPE 3-digit alphanumeric code representing the type of compensation
REASON Reason for reallocation

% Financial Training Department 4-79




Glossary of Terms

COA Chart of Account

Requested COA The COA entered in Reallocation

Posted COA The account posted to if the entered COA was incorrect
Reallocation Set A payment distribution and its reversal amounts

Pay Period End Date The last date for which duration a payment distribution is made
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Sample Reports
Samples of these reports follow:
o Person Detail (PERD)
e Person Summary (PERS)
o Account Detail (ACTD)
e Account Summary (ACTS)
« Earnings Type Detail (ERND/ERNS)
o Group - School/Home Dept/Object (GRPS)
e Group - School/Home Dept/Job Class (GRPS)
e Group - Account (GRPA)
« A21 Effort (A21E)
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Revision History

Date
March 17, 2006 (BAM)

Page Number(s)
Various

Topic

The manual, in it’s entirely has the same look
and is consistent with the format of all the
other FTD User Guides.

Web addresses have been updated to the
current web address.
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