Monitoring the Timely

Submissions of ISRs
Employee Actions Report (New)

Displays actions by action type.
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Why is Timely Submission Important?

The timely submission of ISRs continues to be a challenge.

Late processing of terminations can result in:
overpayments

compliance issues

Late processing of other transaction types can result in:

delayed salary adjustments which may lead to a large retro payments hitting
budget lines

overpayments



How Will This Report Help?

By running this report, you’ll be able to see how timely your area is submitting
ISRs for all changes. It will show how late or timely the ISR was processed.

The most important fields in the report to assist with this are Effective Date

and Changed On.

Changed on - This is a field that tells you when the ISR was entered into
SAP by HR Shared Services (HRSS). This date does not tell you when the ISR
was submitted to HRSS by the initiator/approvers but HRSS generally
processes ISRs within 24 to 48 hours of receipt of the ISR.
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Prompt Screen — Current Month

Prompis

* ZPY_MO5_Q0010 [SAP Business Warehouse]
Employee :
Employment Status (Sel. Optional) :
* a Personnel Area(Selection Option, Required) : |
Personnel Subarea (Selection Option, Optional
Organizational Unit (Multiple Single, Optional]
Employee Group (Selection Optional) =
Employee SubGroup (Optional) :
Action Type (sel optional) :
Action Reason ( 5el. Optional) :
Effective Date : Between: 20160101 - 20160131 IF
Changed On Date :
DSM Code (Sel. Optional) :

Deadline Status :

< >

Save prompt values with workspace
*  Required prompts

[
b

2l | Required | Optional

» Employee

r Employment Status (Sel. Optional)

w * Personngl Area{Selection Option, Required)

Complete
Required
Fields

Include - valuss

Hs01 B XK |

» Parsonnel Subarea (Selection Option, Optional)
¥ Organizational Unit (Multiple Single, Optional)
» Employee Group (Selection Opticnal)

-

Employee subGroup (Optional)
Action Type (sel optional)
Action Reason [ Sel. Optio
~ * Effective Date

- |-

Between -

@ (X [+

Include - values

20150101 =] & 20160131

» Changed On Date
r D5M Code (Sel. Optional)
¢ Deadline Status

Enter a date range

Validate QK Cancel




Report Results — Current Month

Action Type
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13
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: JHEN salary Change
: JHEM Position Attribute
: JHEM =alary Chanage
: JHEM =alary Change
1 JHEM =alary Change
: JHEN Salary Change

JHEM salary Change
JHEN =alary Change
JHEM =alary Change
JHEM =alary Change
JHEN Zalary Change
JHEM =alary Change
JHEN =alary Change
JHEM =salary Change
JHEM =alary Change
JHEM =alary Change
JHEM =alary Change
JHEN Hours Change
JHEM salary Change
JHEN =alary Change
JHEM =alary Change
JHEM =alary Change

JHEM Position Attribute

JHEM =alary Change
JHEN =alary Change

Action Reason

13 :

01
01
01

01

01
01

01
01
01

Mo Meritf&nnual Review

: Annual/Merit Increase
: Annual/Merit Increase
: Annual/Merit Increase
13:

Mo Merit/Annual Review

: Annual/Merit Increase
13:
13 :
14:

Mo Merit/Annual Review
Mo Meritf&nnual Review

Lump Sum Merit/Annual Review

: Annual/Merit Increase
: Annual/Merit Increase

0z :

Decrease in Hours

: Annual/Merit Increase
: Annual/Merit Increase
: Annual/Merit Increase
: Annual/Merit Increase
: Advancement

: Annual/Merit Increase
: Annual/Merit Increase
: Annual/Merit Increase
: Change in work hours
: Annual/Merit Increase
: Annual/Merit Increase
: Annual/Merit Increase

: Annual/Merit Increase

Effective Date Changed On

01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/24/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016
01/11/2016
01/01/2016
01/01/2016
01/01/2016
01/24/2016
01/01/2016
01/01/2016
01/01/2016
01/01/2016

01/04/2016
01/04/2016
01/04/2016
01/04/2016
01/04/2016
01/20/2016
01/04/2016
01/04/2016
01/04/2016
01/04/2016
01/04/2016
01/14/2016
01/22/2016
01/04/2016
01/04/2016
01/04/2016
02/11/2016
01/04/2016
01/04/2016
01/04/2016
01/14/2016
01/04/2016
01/22/2016
01/04/2016
01/04/2016

Deadline Status

On Time
On Time
On Time
On Time
On Time
15 to 31 Days Late
On Time
On Time
On Time
On Time
n Time
On Time
15 to 31 Days Late
On Time
On Time
On Time
15 to 31 Days Late
On Time
On Time
On Time
On Time
On Time
15 to 31 Days Late
On Time

an Time

Elapsad Days Elapsed DayS ShOWS

the difference
3 between the actions
-3 effective date and the
- date it was processed
by HRSS.

Deadline Status (Elapsed Days)
On Time (-14+)

.o 15to 31 Days Late (-15 to -31)

21 32 to 45 Days Late (-31 to -45)

-3 46 to 60 Days Late (-45 to -60)

= QOver 60 Days Late (-60 to - x)

Positive results were
processed early.



Prompt Screen — Late Transactions

Prompts

* ZPY_M0D5_Q0010 [SAP Business Warehouse]
Employee :
Employment Status (Sel. Optional) :
* a‘ Personnel Area(Selection Option, Regquired) : £
Personnel Subarea (Selection Option, Optional
Organizational Unit (Multiple Single, Optional]
Employee Group (Selection Optional) :
Employee SubGroup (Optional) :
Action Type (sel optional) :
Action Reason ( Sel. Optional) :
* 0 Effective Date : Between: 20150701 - 20160131
a Changed On Date : Betwesn: 2016020

D5SM Code (Sel. Optional) :

Deadline Status :

Save prompt values with workspace
* Required prompts

2l | Required | Optional Variants - -
» Employes

¥ Employment Status (Sel. Optional)

= * Personnel Area(Selection Option, Reguired)

Include - values Equal -

HS01 = (X |+

Personnel Subarea {Selection Option, Optional)
Organizational Unit (Multiple Single, Optional)
Employse Group (Selection Optional)

Now let's look at transactions
that were keyed in February,
but were effective since the
beginning of the fiscal year.

Employee SubGroup (Optional)

Ty w|w | w|¥w| | w

Action Type (sel optional)
Action R ?
~ * Effective Date

Include + | walues | Between

20150701 7] g 160131

~ Changed On Date

Include v | yalues | Betwaen

20150201 Egl & 20160229

b Deadline Status

Cancel

Validate 0K

Late transactions can also be identified using the optional prompt selection ‘Deadline Status’
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IF
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15
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14
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14

: JHEN Salary Change

JHEN =alary Change

JHEN Salary Change

: JHEN Position Attribute Change
: JHEN Terminate

JHEM Zalary Change

: JHEN Employes Reassignment
: JHEN Position Attribute Change
: JHEN Pesition Attribute Change
: JHEM Position Attribute Change
JHEMN =alary Change

JHEN Retirement

JHEN =alary Change

JHEN =alary Change

JHEN =alary Change

: JHEN Employee Reassignment
: JHEN LOA without Pay

JHEN Salary Change

JHEM Zalary Change

JHEN Salary Change

JHEM Zalary Change

JHEN Salary Change

JHEM Zalary Change

Action Reason

01:
01:
01:

Annual{Merit Increase
Annual/Merit Increase

Annual{Merit Increase

: Advancement

: Personal Reasons

: Annual/Merit Increase

: Promotion

: Change in work hours

: CC { IO Change

1 CC /IO Change

: Lump Sum Merit/Annual Review
: Retirement

: Annual/Merit Increase

: Lump Sum Merit/Annual Review
: Lump Sum Merit/Annual Review
: Promotion

t JHHS - Health

: General Increase

: Annual/Merit Increase

: Annual/Merit Increase

: Annual/Merit Increase

: General Increase

: Annual/Merit Increase

Effective Date Changed On

01/01/2016
01/01/2016
01/01/2016
01/24/2016
01/05/2016
01/01/2016
07/01/2015
01/29/2016
07/01/2015
01/24/2016
01/01/2016
01/31/2016
01/01/2018
01/01/2016
01/01/2018
01/03/2016
01/22/2018
01/24/2016
01/01/2016
01/01/2016
01/01/2016
01/24/2016
01/01/2016

02/04/2016
02/01/2016
02/04/2016
02/01/2016
02/04/2016
02/12/2016
02/11/2016
02/01/2016
02/292016
02/22/2016
02012016
02/11/2016
02022018
02/04/2016
02/04/2018
02/04/2016
02/12/2018
02/23/2015
02/04/2016
02/01/2016
02/22/2016
02/23/2018
02/04/2016

Deadline Status

32 to 45 Days Late
15 to 31 Days Late
32 to 45 Days Late
On Time

15 to 31 Days Late
32 to 45 Days Late
Over 60 Days Late
On Time

Over 60 Days Late
15 to 31 Days Late
15 to 31 Days Late
On Time

32 to 45 Days Late
32 to 45 Days Late
32 to 45 Days Late
32 to 45 Days Late
15 to 31 Days Late
15 to 31 Days Late
32 to 45 Days Late
15 to 31 Days Late
46 to 60 Days Late
15 to 31 Days Late
32 to 45 Days Late

oy on g

Elapsed
Days

-225

-243

i

These results show
transactions that were
keyed in February but
were effective from the
beginning of the fiscal
year through the end of
January

You can see what types
of transactions your area
needs to improve on.



Prompt Screen- Optional Selections
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Action Reason ( Sel. Optional) : 10003254 = [ typeS tO SearCh
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J2ELILPTLIISPMICTY,JIFACIF 8,08 || [2<] [ to select
b Action Reason ( Sel. Optional) mu|t|p|e options.
~ * Effective Date
Include - values Between -
20150701 ] & 20160331 X| |+
+ Changed On Date
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c| P E
D5 Gode (5. Optona) __ Specify Deadline
* Deadiine Status status to narrow
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= = o search results.
< > :
Save prompt values with workspace
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Validate oK Cancel




Adding Data t

To create conditions on
Key Figures, filter by
Member or by
Measure.

To add pieces of data,
find the data on the left
hand bar and drag and
drop it where you want
it in the rows and
columns layout section.

g

o | Bm @ 08 X

| e & & Prompts
U7 ZPY_M05_Q0010 [SAP Business Warshous

]
= Key Figures

# . Elapsed Days

Annusl Salary
Pay Rate/Hourly
Semil-Monthly Rate

Action Reason

Action Type

L

harmed Cin
hanged Cx

Nt Supernvisor

Curre

e Deadiine Stats
B DSM Code

. Effective Date

=]
+
+
+
*
&
£3
*

Employes

fa Employee Group
Employee Subgroup

Emgployee Termination

JH Hire Date

JH Orig. Hire Date

Meaw Ethnic Origin
OFCCP
Organizational Unit
Owersight Unit

Fay Grade

Key Figures

0 your report

Fields listed under
Columns and
Rows are currently
displayed on the
report.

Organizational
Action Type
Action Resson
F Effective Date
F Changed On
Deadline Status

Positlor

Lin

* Background

Tip

To add several pieces of data at one time,
first click the Auto Update button in the
top right corner. This will prevent the
changes from being incorporated until you
click the button again. This is beneficial to
save processing time by having all
changes processed at once instead of
waiting for each one to be processed
before you make another change.
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Additional Resources

HR Analysis Overview:
http://ssc.jhmi.edu/hr payroll/DataFiles HR Payroll/AnalysisOverview.

pdf

HRSS/PYSS Reporting Website:
http://ssc.jhmi.edu/hr payroll/reporting.html

HRSS/PYSS Job Aids Overview:
http://ssc.jhmi.edu/hr payroll/job aids.html
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