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Increased User Involvement in Testing

February and early March was a busy time around the Mt. Wash-
ington offices of HopkinsOne, as dozens of Johns Hopkins em-
ployees participated in testing several key system enhancements,
as well as SAP Support Packs and the spring time change patch.

In this issue...

¢ BW REPORTS
“We asked the business to help us do a better job in identifying
problems, so we could do a better job of fixing them—before 0 TRAINING
something was placed into the live system,” said John Tikka, di-
rector of the HopkinsOne system. O NEW TRAINGING
REGISTRATION
Increased involvement by employees in testing before deploying
Support Packs reduced the number of issues to deal with after- 0 BW REMINDER
ward. For example, there were nine issues that surfaced in the
first week after Support Packs went in in last month, as con- 0 TRAVEL REMINDER &
trasted with 40 issues the first week when Support Packs were BW NEWS

applied to the system last fall.

. . ) . L . 0 TRAVEL & FASTFACTS
“That is the value of involving users in testing in a meaningful

way,” said Jill Mikros, the HopkinsOne Integration Manager, who 0 SHOPPING CART TIP
helped organize the system testers. “We had a lot of issues to

correct before we could deploy the Support Packs and enhance-
ments, but we’d rather find and fix things before we go live with something.”

In addition to Support Packs, the project implemented the new security assignment transaction,
the enhanced hire ISR form, and improvements to how users can resolve blocked invoices.

“I found the experience to be very rewarding,” said James Strapp, a CSR Lead with the Health
System’s ISR Central office. “We were able to test the new system, find potential problems, and
voice concerns during the session. We were given a script to follow but once we were done with
that, we were able to use scenarios that we encounter in our daily work to test the enhance-
ments. We were actually able to uncover a few errors during this process.”

Peer Institution SAP Round Table

Later this month, staff from Duke and the University of Tennessee will be in Baltimore to con-
fer with members of HopkinsOne on a wide variety of issues common to universities who’ve im-
plemented SAP, everything from grants management to training and staffing.

“What we want to do is go deep on a set of topics of importance to all of us” said John Tikka,
director of HopkinsOne. Part of the discussion will involve clarifying for SAP what new develop-
ments are important for higher education users of the software.
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BW Reports: Sponsored Summary and Detail PDFs

Starting last month, the HopkinsOne Reporting team distributed formatted Sponsored Revenue
and Expense Summary Detail reports to the Hopkins Enterprise. Reports for over 7,000 spon-
sored programs were emailed to 194 recipients. The reports — developed in cooperation with
the JHU Controller’s office — will help reduce the time it takes to generate Sponsored Summary
and Detail reports in Business Warehouse (BW) for individual sponsored programs. Non-
sponsored versions are being developed and are expected in June.

Below is a screenshot of what the PDF formatted reports look like:

Sponsored Revenue Expense Report

" JOHNS HOPKINS A SUMMARY as of February 2008

Sponsored Program: 90021286 - UD1MHB4869 Grant: 904219 - TREATMENT OF EARLY A
Pl For Sponsored Program; Walkup , John (20703) Grantor Code: NATL INST OF MENTAL HEALTH Grant Project Start Date: 121172001
Sp. Program Auth Group: 1705711501 - CHILD & ADOL PSYCH Award ID; UD1MHB4869 Grant Project End Date:  12/31/2008
Program FA Function: ORGANIZED RESEARCH Payment Method: LOCR Grant Status: Approved Award
July 1900 o Commitments Total Unrecog/ Gt
olal i
Sponsored Class/ Current to February 2008 RewExp S— ami Re((::ogmz.te ddll B dUn;: ;rr: Percent
GL Account Number Budget January 2008 ReviExp eonn mer-1 — A e Utilization
ReviExp Inception To Date

—————— Revenues -

420101 - SPONSORED REVENUE (1,289 673.03) 5(74.245.20) $(1,363,922 23) $(1,363922 23) 3136392223

420141 - SPONSCRED UNBILLED 5{4,167 18) $2586.89 $(1,580.27) $(1580.27) $1,58027
Totals for Sp. Class 420000 - Sponsored ${1,857,776.30) $(1,293,840.19) §(71,662.31) $(1,365,502.50) $0.00 $[1,365,502.50) $(492,273.80) 4%
Revenue
Total Revenues $(1,857,776.30) §(1,293,840.19) $(71,662.34) $(1,365,502.50) $[1,365,502.50) (482,273.80)
—————— Expenses -
Totals for Sp. Class 600000 - Undistributed $444,279.00 $0.00 §0.00 50.00 §0.00 50.00 $444,279.00 0%
Budget

611001 - SAL-FACULTY FTIPT $180,306.28 $11,632.08 $171,938.36 $60,570.80 $232509.18 $(232,509.16)

613001 - SAL-NADM STF FT/PT 524375590 $15,185.52 $258921.42 398,555.80 3357 47722 3357 477.22)

613881 - SAL-N 5F FT NON-FBC &{5,712.08) 57562 $(5,787.70) $(5,787.70) $5787.70

615005 - SAL-STU POSTDOCTORAL 34446100 3444800 54 44800 3(4.446.00)
Totals for Sp. Class 610000 - Salaries & $522,706.00 $402,796.10 $26,721.98 $429,518.08 §159,126.60 $588,644.68 $(65,338.68) 113%
Wages

12001 - SAL-ADM STAFF FTIFT EXERLTEY| 334387 41 334 387 41 5(34 367 41)

612881 - SAL-A SF FT NON-PEC §(332.03) §(332.03) §(332.03) 333203
Totals for Sp. Class 612000 - Administrative 50.00 $34,055,38 50.00 $34,055.38 $0.00 $34,055.38 $[34,055.38) 0%
Salar

20001 - FRINGE BEN EXP FTIPT 5145584 91 3911114 $154,898.05 354 102.80 5208798 .85 (208,798 85)

20003 - FRINGE BEN POSTDOC 339588 335568 $355.68 5(355.68)

620881 - FG BEN X FT NON-PBC §{2,024 27) 5(2571) $(2,049.98) $(2 048.98) $204558
Totals for Sp. Class 620000 - Fringe Benefits $172,097.00 $143,916.32 $9,085.43 $153,001.75 $54,102.80 $207,104.55 $[35,007.55) 120%

SUMMARY REPORT for Sponsored Program: 50021288 - UD1MHE4869  Grant: 904219 - TREATMENT OF EARLY A
031072008 526 om Pane 1 nf 3
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Training:
JHU TRAINING SCHEDULE:
Course Title Location Date(s)
Offered JHHS TRAINING SCHEDULE:
Department Billing | 2024 Bldg 2-1007 | 4/14
Specialist Course Title | Location Date(s)
Offered
Department 2024 Bldg 2-1007 | 4/17 BW Reporting | JHBMC, ACS 202 2/29
Budget Creator
(Sponsored)
Shopping Cart | Phipps 404 4/17
HR/Payroll Org Eastern B105 4/10
Management Ad- JHBMC, ASC 202 4/8, 4/29
L . 2024 Bldg 2-100 4/28
ministration
Introduction to BW | 2024 Bldg 2-1007 | 4/15, 4/30 | | Online Pay- | Phipps 404 4/10
ment Request
Eastern B105 4/09, 4/23 | [ Travel & Busi- | Phipps 404 4/10
Non Payroll Cost 2024 Bldg 2-1007 | 4/24 ness Expense
Transfer Viewing and JHBMC, ASC 202 4/15
Eastern B105 a/7 Determining " ros
Workflow 'PPs 4/28
Petty Cash—Cash 2024 Bldg 2-1007 | 4/16 VAL Phipps 404 2/18
Till Online Pay-
Processing Online Eastern B105 4/21 ment JHBMC, ASC 202 4/22
Payments R Advanced JHBMC, ASC 202 4/15
9 4/8 Travel & Busi- _
Time Entry 2024 Bldg 2-1007 | 4/10 ness Expense | L 1PPS 404 4/28
Shopping Cart Ad- | 2024 Bldg 2-1007 | 4/22 Advanced Phipps 404 4/17
ministration 4/10 Shopping Cart
Eastern B104 JHBMC, ASC 202 418, 4/22
Travel and Busi- Eastern B105 4/21
ness Expense Re- Onsite Coach- | Dept. of Radiology | 4/10
. 2024 Bldg 2-1007 .
imbursement 4/8 ing
Unit Cost Mainte- Eastern B105 4/14
nance

To sign up for JHHS training classes, please visit:
https://portal.johnshopkins.edu/kmx

For JHHS contact the Training Team at: aleytusl@jhmi.edu, 410-735-7065 or
www.hopkinsmedicine.org/jhhr/Organization/sap .

To sign up for JHU training classes, please visit:
http://learning.jhu.edu

For JHU contact the Training Team at: learning@jhu.edu or 443-997-6453.
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JHU TRAINING REGISTRATION: A New Way of Reg-
Istering for SAP and Coeus Classes

If you are a university employee looking for SAP or Coeus training, follow the instructions below
to register for courses.

1. Launch your Web browser; either Internet Explorer or Firefox will work. Please
note that this system will not work with the VISTA operating system.

2. Go to http://learning.jhu.edu.

3. Enter your JHED ID and Password and then click on “Login” or hit “Enter.”

4. Click on the “Training Catalog” tab.

Aspen Learning Management Server

_—
Training Catalog

Search

Search

Browse

The Training Catalog Search will help you find training based on multiple search criteria,
vandor and keywords, Theare are two keyvword searches. Both searches allow you to se
match. The Learning Experience Keywords function searches what is contained in a lea
function searches what is contained in an event name or event notes, Search results

Please enter your search criteria
Media Type: [all] -

Method Type: > »{ Financial Administrative T raining ~

Content Type: [alll hdl

Learning Experience Code:

Learning Expearience Keywords:

Search

ine search

Clear Form O all keywords & Any kevwords

Aspen”

5. In the “Method Type” field pull down the drop list and select the area that corre-
sponds to what you want to receive training in. In our case, we will choose “Financial
Administrative Training.”

6. Click on the “Search” button.

7. Click on the course that you want to take. Note the “list” and “calendar” fields.

ramts 8:

= - 2202 - Sponsored Projects: OMB - Managing Federal
Format: Conternt: Sponsorgd Projecks Method: Financial Aadmin

Descriptiom : Desianed for recipignt and pass-through entity personn
imndividuals responsible for defyeloping armnd implementinc
issues that affect

Cooperative Agreernm

Hav-to-day/operations and managemes

Duration: Days: 2

Estimated Cost: £S<40.00

Default Instructor: Edmistorn, Jahn

Upcoming Events: 1 Uupcorming event Lvant: 2312008

ot Upcoming events

Continued on Page 6 :E.;S.ZL‘?;IS?J
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JHU TRAINING REGISTRATION Continued:

8. Click on the “list” or “calendar” links under “Upcoming Events.” (previous page)

A. If you click “list,” you will see a list of all of the different dates when the

course is being offered. Click on “Display more information” and then choose
a date and click on “Register Me.”

|Detai|s

Format: Content: Sponsored Projects Method: Financial Administrative Training  Media: Lecture
Dates: Start Date:4/2/20028 End Date:4/2/2008

Duration: Days: 1 Credit Hours: 6

Capacity: Minimum: 7 Maxirmum: 30 Enrolled: 19

¥ Fegister me
¥ Dizplay on calendar

|Schedu|e

Wednesday, April 02, 2008

9:00:00 AM - 4:00:00 PM

CMB - Cost Principles (Lecture)

Location: s BlO24
[IHU at Eastern)

Instructor: » Johin Edrmiston

B. If you click “calendar,” you will see all of the different dates when the course

is being offered displayed in a calendar format. Choose a date and click on

the course name. Then click on “Register Me.”

rModify Preferences

TSI TV from | 4/2/2008

Sun

fMar 30
2008

Mon

to | 7/42/2008

31

Tue

Previous 3 Months

wed Thu
Apr 1 2

DOMEB - Cost Principles
Section 01

9a - 4p

gs=zion 1 of 1]

9. Review the event registration information, and then click on “Continue.”

Registratiomn

Esxrermt

Contirniuae

Register o
FRPegister emplaoves for:
Employveas

- TERRY, DODEMRNISE

E =ik Haster

S22 r200s8 - OMEBE - Co=st Principles (Sectiorn O41) (RSSOl . 200 . =20=)

ot i e

10.You will receive a message notifying you that you have registered.

11.To exit, close your browser. There is no exit button in this application.

Please note that it is your responsibility to get approval from your supervisor if needed. If you

experience any problems logging into the system, please call 443-997-6453 or e-mail learn-

ing@jhu.edu.
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Business Warehouse (BW) REMINDER: Pop-Up
blockers will impede report access

If you are having trouble accessing a BW report then you may have one or more Pop-up Block-
ers blocking the report. Below is a list of the most common Pop-Up Blockers and instructions on
how to turn them off.

Google Toolbar: To get rid of the Google Toolbar, click on the pop-up blocker button.

Google |Gl v Go o g0 B+ fp Bookmarksfe 55h 0 blocked

Yahoo! Toolbar: The Yahoo! Toolbar pop-up blocker automatically blocks all pop-ups when en-
abled. However, the tracker lets you choose which sites to allow. Once the tracker has blocked
the BW page, click on the pop-up blocker button and select the BW page as a safe site.

"Y? & L T Web Search [E; Baokmarks= [ Settings € | [} Pop-Up Blacker

"®P Yahoo! Toolbar - Find what wou',,. | | o 2dd Tak

MSN Toolbar: The MSN Toolbar pop-up blocker blocks all pop-ups by default. When trying to
access the BW site, click on the upside-down triangle next to the pop-up blocker and select on
“Allow Pop-Ups for this Site.”

msnY - w | Searchweb - # 7#]  # FormFill - 5 Blocked I{D}@
A # 'Ii' @j]nhns Hopkins Instit, ..

Internet Explorer: Internet Explorer 6 has a pop-up blocker that blocks most pop-ups. To al-
low pop up windows in BW, go into the “Tools” menu in Internet Explorer; next select “Pop-Up
Blocker” and then select “Pop-Up Blocker Settings.” In the settings box, type in “https://
portal.johnshopkins.edu” in the “Address of Web site to allow” field and click on “Add.”

Pop-up Blockker Settings

E =ocephticons

Fop-up=s arse currently blocked, vow can allove pop-ups from specific
b =ites by adding the =ite bo e list Belooa,
Ecm =P

of A eh =ike To Shicress
hitps: AY/portal johnshopkins. sdos

=iE==
porkal johhnshopkins. =du

Femowe Al

M otificatiorns and Filker ==l
FPlay a sournd vwhern a pop-up is block=ed.
S hove lnformation Bar vahen a pop-up is blocked.

Filte=r Lewel:

A =diunm: Block most automatic pop-ups —

Panus Blacke: Eac
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TRAVEL REMINDER:

On TRIP Transaction (Travel Manager) home screen menu, you will see recent trips that have
been created. Please remember that the “Change Approved Travel Expense Report” link is not
telling you that you must make changes to the submitted expense report. The link is only to be
used when you need to make a change to a submitted expense report.

Q Create a Travel Request |
E Create Travel Expense Report ... With Ref.

2 List of All Trips

My Open Trips

03/01/2008 Support Pack test Support Pack testing 5050 UsSD < 1and|= pp Travel Expense Re
rChange App S ST =
A T il Change Approved Travel Reguest
02/2002008 Boston Meet with M.Lilly - Pay Increase... .MNOT CraatE Tirial Exoanse Rep it

BW NEWS: JHHS Labor Distribution Report

The JHHS Labor Distribution Report has just been released into Business Warehouse. The re-
ports gives budget managers across the Johns Hopkins Health System a calculation of Full Time
Equivalencies (FTEs)—actual and budget—as well as variances between hours, dollars and FTEs.
Below is a screenshot of what the report looks like. For more information about the report,
please be on the lookout for a future job aid.

Actual

FTE  Budyet Variance

Periad FTE  FTE
Actual Buidget Vatiance  Actual  Budget  Variance Actusl Bucget Variance fo Period  Period to

DM Code Amount Anout Anowt  Hows  Hows  Huwis  FTE FIE FTE Dafe toDate Date
H9E0 Mowermier 200

ik AR ' A | FE52149  Fa8MT9) TOAF0 ATTAS) AT14S Az A 2 oo 1w 004
Lk L} L] | 480 Movember 2007 56048 5048 -458 458 006 06 003 003
I L 1 I 480 Moweimber 2007 §4 7858 58 485858 18115 18150 226 25113 113
“Cost Center,” “DSM Code,” “Business Area,” and “Fiscal year/period” have | 23 18 125
. . G0 469 309 0800 2 1M
been added to the basic report in our example shown here. e e
| ] Gl WAl 480 Movember 2007 §2a7a82 | 237582 70520 -T052 08a 08 044 044
. 0 LN s e 48 hlovember 2007 §B30456  Fa4319 TESI3T 16942 BT 15240 2H1 0 18 106 010 nas
¢ 1] n 480 Movember 2007 | §4730037 FO6737 44 |-3915707 | 142367 278547 |1 36180 1780 3482 4702 880 174 B
. | ety 480 Movember 2007 §8128051 §45°47 21 573330 190512 159149 3363 2381 1989 3 N 9. 156
W0 LSS RN 430 Movember 2007 (522342964 19554530 27 88434 | 5893337 496800 96537 T4AT| G210 1207 3708 305 03
3 1] [ 480 Movember 2007 §9570821 7926173 1644648 207881 17252 35729 2533 M52 447 1289 1078 25
J R L F 480 Movember 2007 | §3030268 §2414040) 616228 903300 70925 20205 1129 877 253 SRS 408 126

| 480 Hovember 2007 §623200 84250 10650 17143 1143 214 2 mwow
F s 480 Movember 2007 | 518554766 15857668 2997098 439215 359793 79406 5490 4497 993 745 249 496

! ) 480 hlovember 2007 324173 §32279 LT L DR P B M i 1 1w
¥ AL M 480 Movember 2007 | §1205352 §2392761|-1187400) 84448 131612107164 | 1056) 2385 13400 528 1198 670
i i L 480 Movember 2007 §1126460 §1506475 380015 89639 117473 -27634 1120 1468  -348 4G60 734 174
1 IHE i 480 Movember 2007 §150045 §835451) GES406| 11455 S9140| 476850 143 Va9 586 072 370 258

J LN 480 Movember 2007 §513.37 5337

Orveral Rezut §704256.08 $677 36492 2719326 19,6858.10 | 2016669 -478.50 24610 25208 5881230512604 289
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TRAVEL MANAGER WORKFLOW CHANGE:

The TRIP transaction (Travel Manager) now only requires one approver for a business and
travel transaction. HopkinsOne made these enhancements after receiving feedback from busi-
ness owners and end users about the current workflow process.

Key Enhancements:

e Only one Primary approver is required to approve travel and business expense transactions.

e There is the ability to assign Primary approvers and Optional approvers by Internal Order.
(http://www.jhu.edu/hopkinsone/Support/documents/ZSRTRIP.ppt).

e If there is more than one Primary approver (co-approvers) in a Cost Center or Internal Or-
der, all approvers will see the work item in their Inbox. However, once one of those approvers
approves the work item, it will disappear from all other Inboxes. In the rare instance where
multiple cost objects are charged with the same approvers, the work items will appear in the
approvers’ Inboxes multiple times. Each cost object will have to be approved separately.

Things to Keep in Mind:
e You need to have the Approver Role in order to approve these transactions.

e For JHHS, the work item no longer flows to the “Reports to” Person. Instead it will follow
Cost Center and Internal Order logic.

e JHHS Executives require additional Tax Office approval.
e WBS Element Objects will only require Project Manager approval.

For more information about this change, please visit the SAP Welcome Page or contact the
HopkinsOne Help Desk at 410-735-4500 or send an email to HopkinsOneSuppport@jhmi.edu.

FastFacts Tip: A List of all FastFacts Sessions

All recorded FastFacts sessions are here: http://hopkinsfastfacts.org/rSessions.html.
Below is a list of topics discussed in the previous sessions:

e Enhanced Hire Internal Service Request e HopkinsOne Update

e A New Approach for Assigning BW Security and Work- e Researching Non-Payroll Expenses in R/3
flow Approvers

e Travel
e Resolving Blocked Invoice Messages (Quantity Dis-
crepancy) e Procuring Live Animals
e BW Introduction of JHHS Labor Report e Non-Payroll Cost Transfer Improvements
e Researching Account Activity in R/3 for JHHS e Control Salary
e SAP Resources at Johns Hopkins e Non-Payroll Expenses in R/3
e Checking the Status for Online Payments e Complete Labor Distribution

e Accessing the ISR Log
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SHOPPING CART TIP: Are Your Shopping Carts Split-
ting Into Multiple POs?

One of the most common reasons why a Shopping Cart might split into multiple Purchase Or-
ders (POs)—with the same vendor—is because the “Ship-To Address/Performance Location” tab
is different for the Shopping Cart line items.

All fields in the “Ship-To Address/Performance Location” must be exactly the same. For exam-
ple, even changing one character in the care of (“c/0”) field will make the shopping cart split

into multiple POs.

= Ship-To Address/Performance Location

If the item iz to be delivered to a different address, vou enter the new addrezsz here.

Mame

Cther Mame

o

Telephone Mumber
Fax

E-mail Address
Bluilding

Floor § Room
StreetMHouse Mumber
Fostal Code § City
District

Postal Code F PO, Box

Courtry

Redgion

Undo Ertries

101 0020093

Johns Hopkins Enterprize

Orthopedics Suite 130

410-735-7055

SBEEMH.CA Z OHMSHOPKIRS EDL

Daviz

1 135

4924 Camphbell Bouleward

21236 Baltimore
USA, s
Maryland b

ifch

Please do not change the address information under the “Ship-To Address/Performance Loca-
tion” tab for the line items with the same vendor.

HOPKINSONE UPDATE is published monthly. If you have a question or story idea, please

send an e-mail message to: hlnews@jhu.edu. To reach HopkinsOne, call 410-735-7000.




