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Spool_File SP01 
 

Change History 

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

Date Name Change Description 

3/30/06 Chylynn Hansel Create 

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 

SP01 

 

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 

 

Example:  Make an entry in all required fields. 

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

Warning 

 

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  

 (Enter) to proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 
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Procedure 

1. Start the transaction using the transaction code SP01. 

Output controller 

 

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 

 

 

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

Output Controller: List of Spool Requests 
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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 
Spool file 

Step 15 

To Export reports to Excel located on the Spool file Step 20 

5. Click  (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  (Display) to view the spool. 
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Graphical display of spool request 25069 in system RP0 

 

 

 

 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. 

 

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

 

 

8. Click  (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. 



 
 

Title: Spool_File 
Processes :  

Sub-Processes :  
HRMS Training Documents 

 

State of Washington HRMS 

File name: 
SPOOL_FILE_SP01.DOC 
Reference Number:  

Version: SME Approved Script 
Last Modified: 10/9/2008 2:49:00 PM 

SAP Parent
Page 9 / 16

 

Graphical display of spool request 252308 in system RP0 

 

 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. 

 

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

 

 

11. Click  (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 RP0 

 

 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 RP0 

 

 

 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   (Back) to return to the List of Spool Requests. 

Displaying more than 10 pages and Printing Spool 

15.  Click on   
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Graphical display of spool request 15407 in system RA0 

 

 

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

Example: Enter the number of pages for your report 

  

17. Click  (Continue) to continue. 

Information 

 

 

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

.19. Click  (Print) to print your report if needed. 
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Exporting Spool to Excel 

Graphical display of spool request 16921 in system RP0 

 

 

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 

 

 

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

22. Click  (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 RA0 

 

 

24. Click the Generate button to save your file. 
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Graphical display of spool request 15407 in system RA0 

 

 

 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. 


