Uploading HR Statistical Key Figures

Tasks to be completed when documenting an operation (from creation to publication)
1. Enter the Title of the operation / page
2. Add the following Labels:

» Scope of applicability: ww, country_accounting

o Country or group of countries (if applicable): belux, china, france, italy, lam, nam,uk
_ie, bulgaria, dach, netherlands, iberia, poland, latvia, australia, india, japan,
south_korea, thailand, singapore, new_zealand, emea_transversal,
apac_transversal

o Unit and Domain according to the List of labels to be used in the Finance Service
Line space

® E.g. 1: WW Operation in Financial Accounting under domain "Central Finance Processes & Compliance":
® Labels to be used: ww, financial_accounting, central_fin_proc_compliance

® E.g. 2: France Operation in Financial Accounting:
® Labels to be used: country_accounting, france, financial_accounting
(for country operations, the Domain is always country_accounting)

3. Fill in all fields as described above

4. Name the title of each section using OPD methodology naming convention - Infinitive verb
without the “to”, mainly action verb...something) -" | do something..."

5. Once the description of the operation is completed, ensure it is approved and published by
launching the SBS-Finance approval workflow

Domain: Country Accounting Responsibility area: N/A

Table of contents

Tasks to be completed when documenting an operation (from creation to publication)

1. Enter the Title of the operation / page

2. Add the following Labels:

Scope of applicability: ww, country_accounting

Country or group of countries (if applicable): belux, china, france, italy, lam, nam,uk_ie, bulgaria,

dach, netherlands, iberia, poland, latvia, australia, india, japan, south_korea, thailand,

singapore, new_zealand, emea_transversal, apac_transversal

® Unit and Domain according to the List of labels to be used in the Finance Service Line space

® 3. Fillin all fields as described above

® 4. Name the title of each section using OPD methodology naming convention - Infinitive verb
without the “to”, mainly action verb...something) -" | do something..."

® 5. Once the description of the operation is completed, ensure it is approved and published by

launching the SBS-Finance approval workflow

Table of contents

1. Objective and Scope
® 1.1. Objective of this Operation
® 1.2. Scope

2. Definitions

3. Tasks description

3.1. Responsibilities

3.3. | upload the statistical key figures to SAP


https://wiki.syensqo.com/display/ISAPPSUP/Labels
https://wiki.syensqo.com/pages/viewpage.action?pageId=32118597
https://wiki.syensqo.com/pages/viewpage.action?pageId=32118597
https://wiki.syensqo.com/pages/viewpage.action?pageId=30300691

1. Objective and Scope

1.1. Objective of this Operation

This document describes how to prepare the information related with HR SKF Ratios.

There are four types of SKF's ratios manageable by this procedure:

® ZZFTE - Full time equivalents;

® ZZHCTO — Total number of employees (cadres and non-cadres);
® 7ZHCT1 - Total number of cadres;

® ZZHCT2 — Total number of non-cadres.

1.2. Scope
This procedure applicable for all Service Centers in PF2 system:
® Service Center — Lisbon;

® Service Center — Curitiba;
® Service Center — Bangkok

2. Definitions
See Finance Glossary:

* EMEA

* SKF

3. Tasks description

Scope

blocked URL
ERP

PF2

Frequency
blocked URL
References
Z1K_ACTUAL
Forms

HR SKF Template

Attachments
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3.1. Responsibilities

Plant Controller is responsible to prepare the excel file and send the data base to RTR Service Center
GBS RTR SC Curitiba is responsible to upload the SKF to SAP.

Local site - Local accountants are responsible to check the figures in SAP

3.2. | retrieve the data

To retrieve the data, you should first have access to BW system and query BW_QRY_CPHRPANHR_0001:

"E‘ Select Data Source

Show Connections Local System
Description Technical Name
3| =====Solvay Production Servers ===== HHXK
3] ERP-Production - PF1 PF1
0| ERP-Production-WP1(RCS) WP
0| BW -Production- CPX CPX
6w -Producion- WP wep

Search Area Role Workspaces

4 Description Technical Name

£ COPA - Netback. iCare. Exchange rate ZR_RCS_CA_Me3
I3 FC-GBU Fixed Cost ZR_RCS_CA_M53

"EI FIAA- Asset Accounting ZR_RCS_CA_M33
E‘@ HR: Menu - Solvay Non-HR ZH_MENU_MNON-HR
- B0 Workforce 0000000007

HC Simplified (BSA) Qv_BW_QRY_CPHRPANHR_0001
Leavers Report BW_QRY_CPHRPAHDM_0003

K100 - \
rkforce Simplified BW QRY CPHRPANHR 0001 |

After that, you will need to inform the closure month in the query, in this case, June:

@ Prompts for Workforce Simplified - [m| X
# Use Variant Select a variant or enter a name and choose save to create a new user variant v E
Prompt Summary Specify Value for Prompts
Q

* Functional Roles SOLVAY_NONHR
* Functional Roles: SOLVAY NONHR 7 E

+  *Cal. year/month (Interval, Mandatory): JUN 202 #
* Cal. year/month (Interval, Mandatary) » |06.2021\ ‘

Business Unit ( Entity Group)-(Manual Input - My #

Company Code (HR)-(Manual Input - Mult, Value # Business Unit ( Entity Group)-(Manual Input - Mult. V...

BFC GBU - (Manual Input - Mult. Value): E
( P ) Company Code (HR)-(Manual Input - Mult. Value)

BFC GBU - (Manual Input - Mult. Value)

Display OK || Cancel

After that, you will need to select the information necessary for the report in the BW Display:



m

After you have selected this information, the BW will bring you all the data that you need for the HR SKF report:

COLUMNS

- Measurgs W
Internal Workforce

Internal Workforce FTE

Total Workforce

ROWS

Country of Company
Company Code (HR)
Cost Center (HR)

Emplayee Subgroup Gr

Formal Mame

Country of Company |Company Code (HR) |Cost Center (HR) |Employee Subgroup Gr [Formal Name Internal Workforce |Internal Workforce FTE [Total Workforce
Overall Result 22.806 22.684,6 27.705
AE Result 3 3,0 13
AE 6321 CHEF/EEBO0HR245 [C Ayman EI-Sabban 1 1,0 1
AE 7779 Z006/7779-5001 |C El Moetaz Abed El Rehim 1 1,0 1
AE 7785 Z006/CCCCS99677 |Result 1| 1,0 11
AE 7785 Z006/CCCC599677 |C Lee Herniman-Jones 1 1.0 1
AE 7785 Z006/CCCC599677 |# Result | | 10
AE 7785 Z006/CCCC599677 |# Abdulla ABDULLA 1
AE 7785 Z006/CCCC599677 |# BINOJ BABU 1
AE 7785 Z006/CCCC599677 |# Ghubaisha ALAMERI 1
AE 7785 Z006/CCCC599677 |* Harish Prasad Joshi 1
AE 7785 Z006/CCCC599677 |# Kadai AHMED 1
AE 7785 Z006/CCCC599677 |# Khaled AL NUAIMI 1
AE 7785 Z006/CCCC599677 |# Lok Raj Joshi 1
AE 7785 Z006/CCCC599677 |# Murugan RAJL 1
AE 7785 Z006/CCCC599677 |* Philippe VINCENT 1
AE 7785 Z006/CCCC599677 |# Vineash VIJAYAN 1

Save the file in another workbook, and follow the instructions on “Instruction” Tab, from the HR_SKF template, from item 3 to 7.

After that the information is pasted on "Data" tab, filter the the “K” column and select all the Service Centers available:



| | 8] SotAteZ
— %] SotZtoA
: Sort by Color [
- E Clear Filter F Srope
B Filter by Color [
1 Text Filters k
| sc- x|
; [Select All Search Results)

— ] Add current selection to filter

S5C - BANGKOK
_ S5C - CURITIBA

5C - LISBOA

I ‘ SC-RIGA
B ok | Cancel

Now, for the following column, "L", you must filter by “#" to check the employees that have no cost center informed.

Cost Center £

-8l SorAteZ
— il sotZtoa
Sort by Color r

T;{ Clear Filter From "Cost Center”

Teuxt Filters k

2 x

[Select All Search Results)
L[] Add current selection to filter

IO CI O CN IO CI[CI[CI[CI[CN] |

Check the “R” column and you may find the cost centers that were informed by local team leaders and managers to these employees, but were not
updated on the report file.

You can also find some employees that does not have a cost center on the report and it also was not informed, so you need to ask for the information
for the managers and local accounts in Google Drive, until D-5.



After D-5, in D-2 you will need do the same procedure to check the employees without a cost center, In case this information is not available, you may
need to skip this employee for the update.

3.3. | upload the statistical key figures to SAP

After the previously step was done, check the tab "Computation" if there is anything missing or without reference. It should be automatically filled by
the formula. This tab will determine the calculation made by “1,J,K,L” columns, which will be used to update the final SKF amount.

Filter for "SC -" in column D in tab "Computation", and select everything that is related to the Service Center:

1Z ot 7

'\.J ort £ to A
ort by Co 4
ext | ]
SC - X

¥ (Select All Search Results)
Add current selection to filter

¥ SC - BAMGKOK

¥ 5C - CURITIBA

¥ SC - LISBOA

¥ 5C - RIGA

In order to get only the data under the SC scope, you must copy and paste as value the information of Cost Center, Employee Group, ZZFTEQO,
ZZHCTO, ZZHCT1 and ZZHCT2 presented in the “Computation” tab on the A to F columns in the “Final Check” tab. The amounts of each Cost Center
and type of SKF and employee will be summed automatically in the columns “SUM OF ZZFTEOQ/ZZHCTO/ZZCHT1/ZZHCT2".

Please, be sure that all the cost centers that have information are taken into consideration in the sum in the tab "Final Check". You can do it by
copying all the cost centers in column "E" in tab "Computation" and remove duplicates, and then pasting the cost centers:

A B C D E F
~ I - - X -

5686 AR SC - CURITIBA UC16112100 UC16112100Federico Nufiez
5686 AR SC - CURITIBA UC16207 102 LIC1 6961305 Zuill oo s Cnrdaun oy
5686 AR SC - CURITIBA ucieza Calibri ~{11 ~| A A B2~ 9 » 1
5686 AR SC - CURITIBA UC1630 o R R
5686 AR SC- CURITIBA o B 1= DA -
5686 AR SC - CURITIBA ucie3oiiez | UC163011021VAN SINKEVICIUS
5686 AR SC - CURITIBA UCIBI0 y . O WELSH
5686 AR SC - CURITIBA UC1810 - JDARO
5686 AR SC - CURITIBA uciswd By Copy andraia
5686 AR SC - CURITIBA UC1810 &D Paste Options: niel Blanc
5686 AR SC - CURITIBA UC1810 CIA CHIW
5686 AR SC - CURITIBA UC1810 “D "H GAUN!
5686 AR SC - CURITIBA UC1810 asella
5636 AR 5C - CURITIBA UC1810 Paste Special.. fadiedo

In another workbook, you can paste it and remove all duplicates:



ucie112100 !

:

luc &b Cut
lUC B
| 58 Copy

L UC = .
L— '} Paste Options:
! UC e il il il il il
lUC [ lws LAk &0 2 e
FUC == acijal 3
=Cia

m Paste (P)
— Insert Copied Cells...
| UC

Remove Duplicates ? X

To delete duplicate values, select one or more columns that contain
duplicates.

E select all 5= Unselect All [ ] My data has headers

Columns

Column A

You can now paste the cost centers with values into the tab "Final Check" and it will be summed automatically:
H || J KoL M r
Calibri ~|11 ~| A A E2- 9

SUM OF ZZFTEO

1 UC16112100 oo 1116
2 UC16201103 & Cut |
3 UC16301102 Bl Copy :
7 UC18100101 &a Paste Options: !
1 UC18100102 o o oo oo o o |
a, _

0 UC18100103 0 b LA & 2 e
= —pcial L

a4 UC18401000 bacte ) _
2 1W17400000 Insert Copied Cells... !
1 1W80062020 . '

If you have checked that all cost centers are being considerate and are sure that the sum is correct for all cost centers, you might save each SKF's
sums in a txt archive, deleting the cost centers with value zero:



ZIFTED 1 UC16112100

ZZFTED 2 UC16201103
ZZFTED 3 UC16301102
ZIFTED 7 UC15100101
ZZFTED 1 UC18100102
ZZFTED 5 UC18401000
ZZFTED 1 1W80062020
ZZFTED 2 1W17400000
ZIFTED 0 SM16112640
ZZFTED 3 SM131P0000
ZIFTED 1 5M131P0011
ZZFTED 5 SM131P0013
ZZFTED 5,9 SM131P0020
ZZFTED 7 SM131P0021
ZZFTEQ 2 SM131P0022

File narne: | ZZFTED

Save as type: | Text (Tab delimited)

The archives will look like this:

| ZZFTED - Noteped

| File Edit Format View Help

F’?FTFB 1 16112188
ZZFTER 2 WC16201183
1 ZIFTEB 3 16381182
TIFTER 7 UC1EIAA1A1
ZZFTER 1 uCLeipeeiez
TZFTER 5 UC1E4B1888
ZIFTE® 1 1WEDDE2020
LEFTER 2 LWl raBpBees
ZIFTER B SMLG112648
ZZFTER 3 LML31PBGGG
TIFTER 1 SM131PRA11
IZFTER 5 SM131Pe8l13
ZIFTER 5,9 SML21PBEZE
TIFTER 7 SM131PAB21
ZZFTER 2 SML31PR@22
IZFTER & EM131PBA3]
ZIFTER 8,38 SML21PBB33
LZIFTER 1 M1i1PBBie
ZIFTER 1 SM131PRe4]
2ZFTER 4 SM131P0aL2
ZZFTER 3 =M131PBAETE
ZIFTER 4 SM131PBe72
LIFTER 5 SMLILPBES 3
FTETFR 4 SM1 A1 PARRA

Now, you must run SAP Transaction Z1K_UPLOAD_RATIOS.

CO MENU for EXCEL FILE upload

STEP 1 | mro for PRoGRAM |[ B> EXEC PROGRAM |[H] Download Exemple

Menu of the program to UFLOAD ACTUAL postings
Enter trgmsapnon ZlK._ACTUAL in the —— —
transaction field of main menu. XXX X X EX XX

XEKK X X X X KKK X
X K KX XK KK KK KNME

Click on the line Z1K_UPLOAD

. [CIECRIEENENTINE o select the prograr BRANGHBSSE 2 function (icon on top of page):
_RATIOS and then in EXEC to display the program documentaticn
PROGRAM 3 to run the program

# to download an exemple of the EXCEL file

a window asks you for a file name and creates an excel file on your BC
|(E» EXEC PROGRAM e
Z1K_ULKB21 TUpload Activity Type posting on Ctr/WBS/Order/Network
Z1K_ULKB21_DE Upload Activity Type posting on Ctr/WBS/Order/Operation/Network
ZIK T ) RATIOS | Upload ACTUAL Statistical Ratic Postings (KB31)
Z1K_ULKB11 Upload ACTUAL Reposting (KB1l)

21K ULKBLL Upload ACTUAL Reposting (KB11) SENDER-ORDER




STEP 2

Enter a document date and define the
following fields:

- File: X=EXCEL; A=ASCII; U=UNIX:
X for Excel format;

- Controlling Area: CHEF;

- Transaction Screen VARIANT:
SAPO5;

- Document date/Posting Date: Perio
d for the Key figure upload (if the
period is not defined an error
message appears not allowing the
passage to the next screen) ;

- BTCI User: Personal User code
(defined by default);

- BTCI Name: Batch Input Name
reference: CO_KB31_CCode;

- BTCI Keep ?: X (for batch session
caption in SM35);

&

Press Execute

@ Upload file

After execution a message
box requiring the upload file
will be displayed.

STEP 3

The program generates a batch input
session for transaction KB31N.

Go to transaction SM35;
Select the session and process it;

Statistical key figures are posted.

(:D Document posted

In the BTCI session
processed, it's possible to
find the document number
of the posting done. Mark
the line and see Log

STEP 4

Run transaction KB33N and enter the
document number previously collected;

CO Upload Statistical Ratios

@@

File: *=EXCEL; A=ASCII; U=LINEL X

Contralling Area CHEF
Transaction Screen VARIANT SAPAS
Document date 26.02 2010
Posting Date 28.82 2018
BTCI User PTE3001744
BTCI Name CO_KB31_A306
BTCI Keep 7 ]

PC File NAME fextracti?

Batch Input: Log Overview
Display | T Analyze session

Log information
i
Created on

Sess.name:  CO_KB31 XK.
Created by  DE02468

D 06020914310752180038
09.02.2008

4%  Standard selection

Log Overview |

|_Ipate [Time  |Sess.name |Sessionstatus  [user |@ueue ID |#ppl. server

|_les.02.2805]14:38:33 £0_kB31_XxxKProcessed peozace [5020914310752100038 ¢ 11 sapr3

Log aftributes

Queue ID  BEB20914310752180038 User
TemSelD  BOCLEOTS218003818421 [ Details

CO_KB31_3xxx DEB2468

Createdon 09,02, 2006

Time | [Tranzac..

14:38:33 Session CO_KB31_XXXX is being| ser DEGB2468 in mode.
14:36:35Docunent s posted under mlhm 831
14:38:35 Transaction was processed successtully B31
14.36:36Processing statistics

_[14:38:38 1 transactions read

_fra:38:38 1 transactions processed

_|14:38:36 8 transactions with errors
143636 8 transactions deleted

14:36:36 Batch input processing ended




@ Note

You can also check CO
objects receivers using
report ZEO4 running
transaction GR55.

End of document.
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