Title: Spool_File
Processes :

Sub-Processes :

Spool_File

Change History

HRMS Training Documents

SPO1

Update the following table as necessary when this document is changed:

Date Name Change Description
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3/31/06 Todd Jenkins SME Review

4/21/06 Chylynn Hansel Edits

4/26/06 Chylynn Hansel Edits

1/18/2007 Kelly Welsh Added note re: business area and personnel area

10/7/2008 Kelly Welsh Updated field description of date created
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Purpose
Use this procedure to access reports located on the Spool.

Trigger
Perform this procedure to access GAP 1, Payroll and Time Reports.

Prerequisites

Specific reports will be generated on sent to the Spool to be retrieved by the agency. Agencies
will only have access to reports specific to their agency.

Transaction Code
SPO1

Date Procedure Update Log

1/26/2007 | Note regarding business area and personnel area added.

10/7/2008 | Updated field description of date created field.

Helpful Hints

¢ Reports remain on the Spool for seven (7) days. It is recommended to export your file to
Excel.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error ﬁ

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

W_arnlng Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ Action: If an action is required, perform the action. Otherwise, click

ﬁ (Enter) to proceed.

Confirmation & _
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the transaction code SPO1.

Output controller

=election  Edit Goto  Systern  Help

& 2 dH e SRR SO0 BE @
Output controller: Spool request selection screen
Xy & B O 9 | Further selection critaria. ..

Spool requests h Cutput reguests |

Le]

Spool Reqguest Nurmber

Created By
Date created 10/01 /2008 to 10/01/2008
Client 700
Authorization [=1

e

Output Device

Title
Recipient
Department
Systemn Name RFO

2. Complete the following fields:

Field Name R/O/C Description

Created by R Remove the contents of this field.

@ This field will normally display your user ID and needs
to be blank prior to executing this transaction
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Field Name R/O/C Description

Date created R Remove the contents of this field.

@ This field will default to the key date
Example: 10/1/2008

To R Leave this field blank
Authorization R Enter the agency business area:
Example 155

@ Note: Some agencies will be able to enter the first
three (3) numbers of the Business Area, followed by an
asterisk (*). Other agencies will need to enter their 4-digit
Personnel Area

Example:

405* for DOT (4051 will not work)
300* for DSHS (will bring up only DSHS agencies who'’s
personnel area number are 3000 to 3009

If you try the 4-digit Personnel Area first and get no results,
then you will need to use the 3-digits of the Business Area.

3015 for DSHS will bring up 3015’s files.

3. Click @ (Enter) to validate
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Output controller

oelection Edit Goto Systern Help

& 2 AHICER IECEE DHDO5 EE @ M
Output controller: Spool request selection screen
Eolade [ T =3  Further selection criteria. .

Spool requests h Cutput requests |

Spool Reguest Mumber

o

Created By
Date created o
Client 700 =
Authorization 155

£q

Cutput Device

Title
Recipient
Departrment =
Systemn Mame RPO

4, Click (Execute) to execute the Spool Request.

Qutput Controller: List of Spool Requests

10 o0 DHR YO0 BE 2E

Output Controller: List of Spool Requests
H0an s & H4 P HMEAFREATE a

W Spac) no. | Typd| b Daté Tise |Statud|Pages|Title of name of Spoc) request =
25068 TIDALSAP| D4/ 17/ 2006 | 21 103 - 2 | 1550_ICATA_RETSFR
265388 i TICALSAP| B8 r 17/ 2oa8] 28.13 5 | 1552 _Payroll Resuits
25208 |B] |TICALSAP|o4r 1T do0E[ 1041 . 1 [155 - Gap 1 Ties amd ATTendance

o001 requests without cutput reguest
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If Go To
To View ZCATA retransfer Report Step 5
To View Payroll Results Report Step 8
To View Gap 1 Time and Attendance Report Step 11
To Display more than 10 pages and Print reports located on the Step 15
Spool file
To Export reports to Excel located on the Spool file Step 20
5.  Click L} 25082 (1550 ZCATA_RETSFR ) to select the report from the spool list.
@ Example: 1550_ZCATA_RETSFR -The 1550 represents the Personnel Area

The Spool number will change each time the report is generated. Look in the Title
Column for report name.

& The ZCATA_RETSFR Report displays the data for employees that did not transfer on
the initial CATS to HRMS transfer or that still have errors.

@ Make a note of the number of pages for the report. The system default is ten (10)
pages. Go to Step 15 for instruction on displaying more than ten (10) pages.

6.  Click 52 (Display) to view the spool.
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Graphical display of spool request 25069 in system RP0O

@ 300 COe DAB DOAD OF OB S
Graphical display of spocl request 25069 in system RPD

4D alil &l | | A b || setinga_ | G Geaprecsl| |G Raw | | He | | 35

Oata atatisnics  |Husber of =
Resoris pansed Mesdsr 1

Records passed Positicn !

Musbr of data restndl read 2

Exc. Cxd Pérs No. Yalid From A/AType Hours Croy WT Kusber TMU Asount Type Kusbar
et

12000 3EIDET G410672008 9953 B89 8.80 1
IROA3EA282 Ket endcugh quats 31 Tor anténdsncErabience 2303 gn B4BE/ 2308 Tor pericendl no)
-::-35.3:":3‘ Record Trom S4/G8720068 with subtype 9003 could not b posted

1000 LRSS A4T02I2008 928  B.0D 088 2 -

WO0<5E39 Mot encugh pitEndancefabeence PIER on DE/OQ/ 206 Tor pericensl ng
WooLsa3Ee Record from &4 8 with subtyps Q06R Cowid not be posted

@ Look for messages highlighted in Red. These are the error messages.

The messages tell you what happened. You will need to correct the error before payroll
exits.

The employee’s personnel number has been blacked out to maintain employee
confidentiality.

Exc. Cxd Pers.No. Valid From A/AType Hours Crcy WT Mumber THU Amount Type Number
[Cix00 383282 B4/06/2086 2863 B.88 B g8 1
Blc0383202 Not enough gquota 31 for attendancefabsence D093 on B4/06/2008 for personnel no
Bl06383202 Record from 04/06/2006 with subtype 9603 could not be posted

Ex00 438360 D4/02/2006 2060 &.680 g.e8 2 .

Blo0258369 Mot enough quota 35 for attendancefabsence 90869 onm 04/02/2006 for personnel no
El05458369 Record Trom 84/02/2086 with subtype 9069 could not be posted

7. Click ﬂ (Back) to return to the List of Spool Requests.
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Output Controller: List of Spool Requests

& paH Cae CHRB Do D@

Output Controller: List of Spool Requests

Lo = = =2 - H4 P HTAFERELRATE 0O

0 Zpee) na. |l'n-|h" Date Tise MI.IIJP'HII Tithe or nase of sposl request =
25000] [B] | TICALSAP|Q&r 1T/ 006 [ 21 03 2 2 | 1550_ICATA_RETSFR
28308| (] [ TIDALSAP|B4r1Ti2008)20:13 § | 1885 Payroll Resuits
25208 [B] [rrceLsap|ossiTizens| e 81 - 3 |155 - Gap 1 Time aed Attendmnce

8. Click|_] 25308 (1150_Payroll Results).

The Spool number will change each time the report is generated. Look in the Title
Column for report name.

& The Payroll Results Report displays the payroll results from the Payroll run.

Make a note of the number of pages for the report. The system default is ten (10)
pages. Go to Step 15 for instruction on displaying more than ten (10) pages.

9. Click (Display) to display the results of the report.
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Graphical display of spool request 252308 in system RP0O

pjal 0@ DHR ODLH DE @B
Graphical display of spool request 25308 in system RPO

O e S | [ L2 ]| | Semns | [ Geapecas | [ty Raw | [ Hex || ()
GO Contimse with complete data :
!i"m.l.‘ﬂ'_
Parics F0GGH8 . couck cate GaizerzGe
Pleass check Infotype @08,
POl [ BArDES2ocE - GaAr1Sr2o08 ) Reguiar payroll run in 5E72006
N Contirss with compléts SHta
Procasing =
-]
Infetyes 0210 W-4 for feders] taa sutherity 18 sfastng.
Pesis ek oot B
]
Processing ot End of Selection
LTTET
cratistics
Lelected parsonne! nmbers 418
Succasaful 418
Musbr of pariods aa
Rejested |
Total nyster of BEEIS0ES BND BrToT EEINEQES 3 T
il T ¢+

C R0 (1) 700 o sswapmeprden wis ¢

@ Look for messages highlighted in Red. These are the error messages. The messages
tell you what happened.

You will need to correct the error before payroll exits.

The employee’s name and personnel number has been blacked out to maintain
employee confidentiality.

BB/2066 ( 04/0G6/2006 - 84/15/2886 ) Regular payroll runm in B8/2886
GON Continue with compiete data
Processing

"‘F

10. Click ﬂ (Back) to return to the List of Spool Requests.
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Output Controller: List of Spool Requests

& paH Cae CHRB Do D@

Output Controller: List of Spool Requests
H0ants & @& |HAPHTAFRETEE A

0 Zpee) na. |l'n-|h" Date Tise MI.IIJP'HII Tithe or nase of sposl request =
25000] [B] | TICALSAP|Q&r 1T/ 006 [ 21 03 2 2 | 1550_ICATA_RETSFR
28308| (] [ TIDALSAP|B4r1Ti2008)20:13 § | 1885 Payroll Resuits
25208 [B] [rrceLsap|ossiTizens| e 81 - 3 |155 - Gap 1 Time aed Attendmnce

11.  Click |- 25280] (155 — Gap 1 Time and Attendance).

The Spool number will change each time the report is generated. Look in the Title
Column for report name.

& The Gap 1 Time and Attendance displays the Gap1 transfer to HRMS.

Make a note of the number of pages for the report. The system default is ten (10)
pages. Go to Step 15 for instruction on displaying more than ten (10) pages.

12. Click (Display) to display the results of the report.
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Graphical display of spool request 25200 in system RP0O

190 e DHRE 0000 OE 2@

G.ra_u.:l.'ca.l display of spool request 25200 in system RPO

Ban S S Raw 4y He || [

| z : : S

T KEFE Firsn Nams Bepim Date End Date Msg. Message Text
D

ok TaG Aadit Mag 2 Ralit Mig 3
% Tile wvas operssd from the Tollowing Tocatiom SAP Mpplfication = apgrp THaa1_D1 F_3ea8n41 T165828 .
extion Perigd DL /0E /2008 S 11512008 =
-
1w ik

RO (1) (R00) "'._!!-ﬁbh'l'.ll!u? 1]

@ The personnel number, social security number, and name have been
blacked out to maintain employee confidentiality.

13. Scroll to bottom of report to get detail report information.
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Graphical display of spool request 25200 in system RP0O

& o CEe DHR DL DE @8 =
Graphical display of spool request 25200 in system RFP0
dRans 2| (4] #]] | etings Graptecsl || Raw | & Hex || [

NFIDENTI 5 =
P ate ash ~RHE ]
Audit g Audit Hag 2 Apdit Hag 3
T fils was operwd from the following location yiprisapgrotd \1IETRGG DTS TIM_2868041 T165808
Selection Period 0411512008
Date/Time Stamp 15:48:33

AP Uger-I0 P
AP fpcal Namé 158 - GCap 1 Timé snd ALt

kemigr of Emplowess Read

Nemibdr of Employess Processed with no Errors/Warnings 247

NumEqr of Employess Frocessed with Warnings 2

bnmidr of Employess with Errars ]

Kumbar of Employess Rajected 3

Memiber of Detail Records Remd 345

Mumbr of Detail Record:s Proteiisd with no ErrdrsrWarnings 338

Nusigr of Detall Records Procesisd with Warnisgs 3

Numbar of Datall Records with Errors o

kemiegr of Detail Records 3

Nusidr of 1 1]

Nusb4r of CATS Records Submiffed Ba5

Mudtds of CATE Rezords Rajectsd 4

L= i u -n.l:::l'. r '1.

NumEgr of ITOS5S Becords Processed B

Membar of ITDSSE Racords Re)ested during Pre-Procesaing i

NumEgr of ITESS4 Records Added )

bumibgr of [TRS5E Records Falled g

el ] S END

; Look for messages on the report to find errors. The messages tell you what happened.
You will need to correct the error before payroll exits.
14. Click g] (Back) to return to the List of Spool Requests.

Displaying more than 10 pages and Printing Spool

Seftings...

15. Clickon
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Graphical display of spool request 15407 in system RAQ

16. Insert the number of pages in the Display area.

Example: Enter the number of pages for your report

17. Click v (Continue) to continue.

Information

v®

18. Clickl v (Continue) to continue. The report will show all of the pages.

.19. Click E (Print) to print your report if needed.
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Exporting Spool to Excel
Graphical display of spool request 16921 in system RP0O

& jaH Sad RHE dhoan AR @&
Graphical displiay of spool request 169217 in system RP0
a3 ol 2] lad| 21 b | Semegs || Graprecal || fe Rew @ Hes | |
Dota statistics  |Nusber of
Records passsd Headsr i)
Racords passed Position
Kuster of data records resd: ]
..EJ‘"" P.i 3. M- Vi 1d-From AJATYPS. Hours Croy WT Busbar TR Aacont Typs: Bustisr
7 oo 218085 /D006 D048 B.00 0.0 1
] o ZBOBS4 G3/13/2046 9048 B.00 009 2
] o 200654 COMBI2G0E D04 8,00 9,58 3
] oo IATEG SIM15I2006 G054 B0 8,08 4
] o 3D6TSH G3/1472060 9054 B.00 004 5
] oo JDETEG CINMIIIGE PO5L 5.0 0.56 £
] e 3ITHOE AIN1BIMNGE GOS8 B8O 808 T
] o 336082 E3/00/ 206 D048 400 0.1 B
] oo JI6062 CINMITNE 046 8.0 g8 g
] oo V1056 3706/ 2508 8.80 1232 1.86 & 18
] o 01056 93 /0872048 0.00 1232 1.00 "

-

20. From the Menu Bar =* Spool Request=» Forward=» Save to local file

& The Spool file is only available for seven (7) days on the Output Controller. It is
recommended that you export your file to Excel.
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Save list in file
I

1 lvwhich Faemat should the sl
be saved 7

21. Select how you would like the Spool to be saved. Selection Spreadsheet allows the file to be
saved in Excel.

22. Click v (Continue) to continue.

23. Choose the Directory of where you want to save your file. Enter a File Name for your
document.

Graphical display of spool request 15407 in system RAQ

i DHrachny ChDotumants and Selngstelarie PuSsgiiorDin
" FiaNama [

0,0

: Generate  Feplate  Esfand M

24. Click the Generate button to save your file.
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A pfaBH ©G@ CHRE DOhOoD0 DE @B

Graphical display of spool request 15407 in system RAD

== 4| »||| Betings Beapticsl | g Raw ||y Mo | | (23

B 1o i it Washingt WAn =

™ B 3 Loave At ¥

NFIDEM n

Frogram  ; ZHI_]IFTRBA1_TIHE_INFUT State of Washington - HRHS

VELAEIE Time snd Leave Retivily
# ARG

Aot Rsg 1 Audit Asg 2 Asfit Hsg 3

T 1118 was opessd from the following Tocatics BAP Appltcation Vhasvaphrasoct s5v. 8, 1010 Tacetstaget] IF TR _NSP_TI
Mepddr Record Begin Date not within wariant St rangs

Ingast File Rejected

-
k4

aicl : | LILY)
:Ei.ﬁlmuhﬂhm i[ [ [Pt (1) 74y BF | sevathrapdl | IS _/’

@ A message will display in the status bar stating the size of the file was transferred. You
have completed the steps for saving your report and can continue to view the report on
your screen or close the report and access the report using the Excel file that was just

created.

25. You have completed this transaction.

Result
You have accessed, printed, and exported your spool file.

Comments
None.
State of Washington HRMS
File name: Version: SME Approved Script SAP Parent

SPOOL_FILE_SP01.DOC Last Modified: 10/9/2008 2:49:00 PM Page 16/ 16
Reference Number:



