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RAVEN Statement of Payroll Charges (SPC)
The RAVEN SPC Inquiry is the replacement report for the FASWeb Statement of Payroll Charges.  There are several general points to note regarding this inquiry:

· Access- Users must complete, sign and submit the RAVEN Access Request form located on the Financial Services Forms page at http://www.fincsvc.umaryland.edu/forms.cfm.
· SPC inquiry users are not required to have a role in eUMB HRMS.
· Security is not based on employee “ownership”- that is, if you “own” an employee who is funded by a source outside of your department security, you will not see that employee in the SPC inquiry.

· Security is based on Department, Project or Award ownership so you will see employees from other departments who are paid from a funding source that you have permission to view.
· Data was converted into the SPC table for the period 7/1/05-2/18/06.

· The SPC is run by pay period- either posted or affected.  The posted pay period represents when the charges are entered (posted) in the general ledger.  The affected period represents the period to which the charges apply.  For instance, for current salaries charged to a project, the posted and affected pay periods will be the same.  For retroactive salaries charged to a project, the affected pay period will be earlier than the posted pay period.
· The SPC can be run for:

· One pay period- ex. 06-21

· A range of pay periods during the fiscal year- ex. 06-11 to 06-20

· A full fiscal year- ex. 7/1/05-6/30/06

· A range pay periods crossing over fiscal years- ex. 06-05 to 07-04

· The SPC can be run for an individual employee but you will only see charges on those chartstrings that you have RAVEN Financials Inquiry security access to see.

· There are two views of the data- one that is primarily used for on-line viewing and one that is primarily used for downloading to Excel.  However, you can download the on-line view and you can view the download on-line.

· Data from the SPC is fed from the HRMS system ONLY.  If a Journal Entry is done directly to the general ledger it will not appear in the SPC.  Therefore, the total amounts per the SPC could be different than the salary amounts you get in the regular RAVEN pages due to any journal entries.

To access the SPC from the myUMB Portal:
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New page:
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New page:
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The SPC Inquiry page (after collapsing the main menu):
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SPC Page Descriptions:

	Item
	Field
	Description

	1
	BU
	General Ledger Business Unit- will default to PSUMB and should not be changed

	2
	PP Posted vs. Affected drop down box
	Pay Period Posted vs. Affected- Distinguishes between when the charges are posted to the GL vs. when the charges were incurred.  When you are creating a download for a shadow system you will want to use the Pay Period Posted.  When you are looking at how employees were charged to a grant over the period of the grant you may want to use the Pay Period Affected.



	3
	Pay Period From and Thru
	Enter the range of pay periods starting with the beginning pay period in the format FY-PP (ex. 06-20) in the first box and the ending pay period in the format FY-PP in the Thru box.  You can only select pay periods where data has been loaded into RAVEN SPC so the earliest pay period you can use is 06-01 and you cannot enter a future pay period (one that has not been loaded to the SPC).  For example, in April 2006 you cannot enter a thru pay period of 06-26.  If you want view only one pay period, you enter that pay period in both fields.
The pay period fields cannot be blank; it will always default to the most recent pay period.  The lookup button will show you all available pay periods.

	4
	Empl ID
	Enter the 6-digit number that uniquely identifies an individual employee that you wish to see.  Remember that you can enter any Empl ID but you will only see results for departments, projects or awards that you have security access to.  Leave this field blank to retrieve all employees with charges to the selected chartstrings.

	5
	Fiscal Year
	This field is only used in conjunction with pay period #01 in any fiscal year.  Since pay period 01 generally crosses over fiscal years, you can isolate the charges for just one of the fiscal years by populating this field.  For example- if you want to see the part of pay period 07-01 that pertains to FY06 (i.e. 6/25-6/30/06) you would enter 07-01 in the pay period fields and 2006 in the fiscal year field.  If you want to see the part of pay period 07-01 that pertains to FY07 (i.e. 7/1-7/8/06) you would enter 07-01 in the pay period fields and 2007 in the fiscal year field.  If you wanted to see both fiscal years (in other words, the entire pay period charges) you would enter 07-01 in the pay period fields and leave fiscal year blank.  Another example is if you want to see the entire 2006 fiscal year of charges you would enter 06-01 to 07-01 in the pay period fields and 2006 in the fiscal year field to retrieve the charges from 7/1/05-6/30/06.
This field should be left blank if both the from and thru pay periods are not FY-“01”.

	6
	Chartfield Selection Area
	This is the area where you select the data that you wish to view.  For each of the chartfield selections, you will be presented with a tree of nodes and values.  When you select a node on the tree, you will retrieve data from all values under that node.  You can be very specific with the inquiry by selecting a number of chartfield values or very broad by selecting only a few.  You need to be careful that you don’t select incorrect combinations or you may end up with no results that meet your criteria.

	7
	Sample Chartfield Hyperlink
	When you click on a chartfield hyperlink such as Fund you will see a tree such as this:
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In this example, by clicking on fund 110 you would retrieve all state funds, revolving funds, cost-sharing funds, and auxiliary funds (A).  By clicking on fund 115 you will retrieve only state funds (B).

	8
	Summary levels
	The summary levels identify the fields that you will see in the results grid.  By clicking on this hyperlink, you will open this page:
 For the on-line view, you don’t want to select too many fields and you must pay attention to the order (level #) in which they are selected.  For the download view, you can select them all and it doesn’t matter functionally which order they are in.
For the on-line view- if you do not want the defaults, you should click the [image: image7.jpg]Deselect All



 button and then select the fields in the order that you want the roll-up summaries to appear.

For the download view- if you do not want the defaults, you should click the [image: image8.jpg]Deselect All



 button and then [image: image9.jpg]


 button.  The fields will appear in the numerical order of your download where you can manipulate them in Excel.  If you prefer a more ordered approach you can check the boxes one by one in the order you want the columns to appear.

When you are finished and click the [image: image10.jpg]


 button, the fields you selected in the order selected will appear next to the Summary Levels hyperlink.

	9
	Chunking buttons
	There are 4 chunking buttons used with the on-line view (they are grayed out for the download view)-
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 Collapse All
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 Collapse One Level
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 Expand One Level
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 Expand All

If you choose more than one summary level, these buttons allow you to expand and collapse the data to higher and lower summary levels.

	10
	Display Options
	This hyperlink is where you choose the on-line format (default) or the Excel download format.  When you click this hyperlink you will see this page:
By clicking in the Excel Download Format box, you will get the download view (repeated data will appear on every row).  By unchecking the box you will get the on-line view (repeated data will display only in the first row).
You also have the option of viewing the amounts with cents or as whole dollars by checking or unchecking the Show Whole $$ box.



	11
	Fetch button
	Once you have selected all your parameters you click Fetch to retrieve the results.

	12
	Hide Fringe Detail Column Checkbox
	You can view the fringe details in a columnar display or just as one lump sum for all fringes.  If you want to see the detail in columns, this box should be unchecked.  
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If you want to see just the summary column, you should check this box.  You can check and uncheck this box after the fetch to alter the display; this change does not require another fetch.

	13
	Results Grid
	This is the area where you will view the results of the inquiry.  The fields you selected as summary levels will appear in the order you designated, starting on the left hand side.  The columns on the right side of the grid display dollar amounts: Gross-Actual, Gross- Encumb, and Fringe- Total or detailed fringe columns depending how you checked the box in item #12.  The encumbrance amount is for salaries only and only through 6/30 (end of the fiscal year).
For the on-line view- note that results are displayed as a summary total for the first level you selected.  To get to the next level that you selected you need to click on one of the “expand” chunking buttons (see item #9).  By chunking the data you will get a summary total for the next level you selected and it appears as a cascading display.

For the download view- note that the results are displayed with no summary totals and the data is not cascading- the fields repeat themselves in each line.

	14
	Excel download button
	The Excel download button is available for the results of either the on-line view or the download view.  By clicking on this button ([image: image16.jpg]


), the results will be downloaded to the web version of Excel.  You should click File-Save As and save this file as a Microsoft Excel Worksheet to a directory or your desktop where you can easily retrieve it to manipulate the data as you desire.

	15
	Save button
	If you have a named inquiry that you will want to re-use, don’t forget to click the [image: image17.jpg]& save



 button.

	16
	Restore Defaults button
	If you choose to not save individual inquiries and instead re-use the ADHOC inquiry, you may wish to clear all the values that were used the last time you ran the SPC inquiry.  You can go to each field and reset to the roll-up levels or you can click the Restore Defaults button ([image: image18.jpg]


) once and it will be automatically done for you.


Click on the RAVEN hyperlink





Click on the SPC Inquiry hyperlink





Click on the Add a New Value hyperlink (or the same tab above).





Inquiry Name value defaults to ‘ADHOC’ but you can change it to something more meaningful to save a custom set of parameters.
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‘Retro’ Field returns a value of “Y” if amount is a direct or budget retro or an “N” if it’s an original distribution











