SWEIS

Affordable Care Act Analysis Worksheet

Instructions

Log into Citrix

https://sceisgateway.sc.gov/vpn/index.html

SWEIS

South Caralina Enterpeise Information Systen

Choose Production SAP Logon

Main
BEX BEX Analyzer 3 BEX Analyzer 7-3 Onbase Full Client Onbase Test SAP
Pr C Logon
Hint: Click Disconnect to pause any running resources started from this computer, x

Select view: ¥

Production SAP
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SWEIS

Enter PT_BALOO into the Command Field and click the green Enter button to
access the report.

[ Menu Edit Favorites Extras  System  Help
& | P7_8aL0d B e@e SHE aDoD BR @B
SAP Easy Access - U il For KELLY GHENT
B & HE L v a
L P ———

When you reach the Cumulated Time Evaluation Results screen shown below,
you can narrow your selection criteria using a variant.

1. Complete the Period section for desired time period.
2. Click the Get Variant icon.

[ program Edit Goto System Help

& ~dB e CHE aDhod BRE @

Cumula‘t;djime Evaluation Results: Time Balances/Wage Types

o]l =

| Further selections || = Search helps || = Sort order || = Org. structure |
Period
| P r_ 7 I o
() Today () Current month |_. Current year . /
(O Up to today () From today
(") Other period
Period To
Payroll period

Selection
Personnel area
Employee subgroup 1F |£|

Selection Conditions
(¢) Day balances 9FML to |?|
() Curmulated balances to |?|
() Time wage types to |E|

Value limits (hours) for time/wage types

| Take account of value limits (hours)

Data format
Layout JRCR
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SWEIS

3. Type “ACA” in the Variant field.

4. Clear your user name from the Created by field.
5. Click Execute to select variant.

Original language

(= Find Variant x
Varint R —— IACPJ I '::>I
Environment B 5
Created by —
Changed by ' '

&)
%]

6. Click Execute to run report.

(= program Edit Goto System  Help
& -8 SHE Do BE @

Cumulated Time Evaluation Results: Time Balances/Wage Types
ol<m

You will get the following error. Click the green check to bypass the error and
close the window.

[Er Error meassages x

T¥p Pers.No. |Error text

lIE : Personnel number rejected as infotype PO007 s missing -~
E " Personnel number B rejected as infotype POO07 s messng N
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SWEIS

Export to Microsoft Excel

1. Click the Export (Local File...) icon.

Settings  System  Help

[& st Edit Goto
& I JH @@ BHE Sno8 BE @
Cumulated Time Evaluation Results: Time Balances/Wage Types

? Ea? Ea IEJChcn:}se EiSa\re E @ E EABC Printpreview

~J

[l

Day balances

2. Select Spreadsheet as your format.
3. Click the green check to close the window.

[= Save list in file...

In which format should the list

be saved ?

(O unconverted /

(@) Spreadsheet

{"VRich text format
JHTML Format
(1n the clipboard

—_— x]

Select a location on your computer to save the file.
5. Click Generate.

[& Cumulated Time Evaluation Results: Time Balances/Wage Types

wjf=]

C:\Users\kghent\Dasktop',
L
_PT_BALOD 06 25 2014.%L5|

\\“"b. | Generate ||Replace || Bxtend J

Directory
File Mame

L=
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6. You may receive the following message. Click Allow.

SAP GUI Security

The system is trying to create the file
C:\Users\kghent\Deshktop PT_BALOD 06 25 2014.XLS
in the directory

C:\Users'kghent \Desktop®.

Do you want to grant the permission to modify the parent directory and all its subdirectories?

[ Bemember ecision

Blow | Deny Help

Insert Data into Report Template in Microsoft Excel

1. Open the “Affordable Care Act Analysis Worksheet” in Microsoft Excel.

2. Open the file exported from the PT_BALOO transaction.
3. You may receive the following message. Select Yes.

SWEIS

Micecsch Excel - — - |

[ A3 the fie. Do pou want 1o ccen the fie nows

P e [ =

The fie you e ryg 10 open, PT_BAL00 06 39 201505, = n a dffewwrt Brmat thar somafied by the Se extenccr, Yenfy Sut the Se & not comapied mnd s fom o Susted saurte before cpenng

==
|
|
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4. The Text Import Wizard will open. Select Finish.

SWEIS

g

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.

Original data type
Choose the file type that best describes your data:
) H - Characters such as commas or tabs separate each field.

(") Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 i+ File origin: 437 : OEM United States

Preview of file C:\Users'kghent\Desktop\PT_BALOO 06 25 2014 .XLS,

1pe/25/2014 :
|4
EI:- balances
4 |
at:a select. period06&/01/2014 - 0&/30/2014 -
< | I} [ b
Cancel Bac [ Next > ] [ Finish
\
5. Select all information starting with the first Pers.No.
6. Right click and select Copy.
A 8 € [ £ G - ] ] K t " N o 3 Q
1 05/24/2014 Dynamic List Desplay 1

J
3 Doy balances
4

EEgroup EEgroup EE subgrp EE subgroup

5 Dataselect. panod 01/01/2014 - 12/31/20%4

]

7 Pers.No. Employes/app name Catte + 11 A A S % + Hnber Period WSrule DWSrule Dote

u D IENABAY

# 10001254 SOMN DO resy s HOurs wao 1 201408 DAPSRGNS MTWHFE-5 4/15/2014
10 0001238 JOMN DOE i g Wo 4 20140% DITSHGOE MTWHI-S 1/16/2018
1 10001238 JOHN DOE [ om Jwa 4 201401 DITIRGOI MTWHF-S 1/23/2018
() 200012354 JOHN DOE / W e Osta o 4 201405 DITSAGOL MTWHF-5 5/29/2034
1 10001254 JOMN DOE wa A 201405 DATSRGOT MTWHF-S  6/2/2014
L] IDG0123L JOHN DOE Wo 4 201408 DITIAGOE MTWHE-S  6/6/2014
L) 0001234 JOMN DOE Phite Jpedal Wwo 43 201401 DITIRGOL MTWHFS 1/27/2014
15 10001254 2OMN DOE st wo 45 301404 DITSRGOI MTWHF-S  4/902014
17 0001258 JONN DOL Driets wo 43 203408 DTSRG MTWHE-S &/10/2014
18 10001238 SOHN DOE Sate Conbaate Wo 43 201408 DITIRGUL MTWHF-S 6/11/2018
19 10001234 JOMN DOE - wo S5 203305 DATSAGOL MTWHF-S 1/30/2034
3 10001254 JONN DOE nhe "W S5 201407 DATSRGGL MTWHE-S 2/11/2014
n 10001238 JOMN DOE " " W 53 201203 DITIAGOL MTWHE-S 3/14/2014
n 0001234 JOHN DOE & invet Copment Wwo 535 201408 DITIRGO MTWHFS 4/18/2014
— ——— — e ——————————

1 QLASSIFRIAC FI-NEW/INS R LY
1 CLASSIFIE I 3C FTNE WS B LY
1 CLASSIFIEIIC FT-NE W/ B Ly
1 CLASSIFEIC FT-NEW/INS B LY
1 CLASSIFIE) 3C FT-NE WS R LY
1 CLASSIFIEIIC FI-NEW/NS &LV
1 CLASSIFIEI 2C FT.NE W/ NS B LY
1 CLASSIFE1C FT-NE W/NS R LY
1 CLASSIFE AC FT-NEW/INS R LY
1 CLASSIFIEIIC FT-NE W/INS &LV
1 CLASSIFIEIIC FIME W/mns &Ly
1 CLASSIREI 3¢ FT-NE WSS R LY
1 CLASSIFIEIIC FT-NE W/NS &LV
1 CLASSIFIEI 2C FT-NEW/INS B LY
—— e
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SWEIS

7. Open the Affordable Care Act Template and paste data in cell A2 on the tab labeled
“‘Data.”

(T T

£ CLARSITND

8. On the worksheet tab labeled “Table,” place your cursor in a shaded cell in the header,
right click on the table header, then select Refresh.

A B c [5) £ F G B 1 |
1 Caibn =11 - A" A" $ - % » o3
3
- BIEMN > e B |
3 AvgHours Sum of Num A _-waYy Week T
4  ParWeek Pers.No, - Empl/appl.name IPeu. ‘L — . p * EEgroup2 * EESubgroup -~ EESubgroup2 * Grand Total
v by )
5 ®REFI Grand Total MR
B it S Formst Cell /
v
77 wReR rJ Befvesh |
8 BREFI ;
3 { lF!—‘r L1
L ]
10 ®REF!
11 wRer! et P
2 v WREF! Erpond/Cofiapse
137 wReR $ Group
v
14 EREF! - voup
v
15 eREF!
167 MREF! Khowe
T ¥ Remone Persa
”
18 BREF! \’a' Flefa Setting:
19 BREF! FwniTable Qerions
v
0 EREF T showrieigLis
21 .E{F‘

9. Column A is the average number of hours worked for the period selected. (Total number
of hours divided by number of weeks)

n B L+ D E F G H ' ]
1
2 | Avg Hours | Sum of Num Wook T
4 | Per Week | Pers.No. - | Empl./appl.name * Persarea - Tmiype - EEgroup - EEgroup2 ~ EE Subgroup - EE Subgroup2 - 23
5 26.25| ~10001234 = JOHN DOE < £030 < 9FML =3 = TEMPORARY = FT-NE W/O IN3B 37.00
6 [ wrert | GrandTotal 17.00
o R
g [ werert
s wert | o —
10f[ =rert
1 : HREFI
12{  srer!
13[  #rert
14 i #REF!
15 WREF!
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