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FastFacts

Initial feedback on the first FastFacts web learning events was
largely positive, and more sessions are in the works. Next up on In this issue...
Thursday, December 6 is a session on how to understand and
clear Control Salary accounts. The first sessions — one on the 0 News & Quick Takes
Complete Labor Distribution report, and the other on Researching
Expenses in R/3 — were well attended and received positive feed- §¢ Shopping Cart Tip &

back. BW News
“This was a useful demonstration,” wrote one user. “lI think it's a

good format for this — not too long and specific to a common 0 Training
problem.”

O BW & SAP Tips

Short, focused sessions that aim to provide usable information are
the goal of FastFacts, said Louis Biggie, head of Financial and In- ¢ Finance Tip & Online
formation Technology Training, whose staff developed and pro-

7 Payment Request News
duced the FastFacts sessions.

Users particularly liked the brevity and the fact that the phone 0 System Timeouts

lines were muted during the presentation, preventing inadvertent
noise and allowing users who watched the session together to discuss the material, said Big-
gie. Upcoming sessions will include updates on the new non-payroll cost transfer enhance-
ments, travel, and tips from the HopkinsOne help desk.

To access the session on Complete Labor, see:
http://connectpro28579135.acrobat.com/p59622706/

To access the session on Researching Expenses in R/3, see:
http://connectpro28579135.acrobat.com/p18062626/

ﬂ:’reventing Duplicate Payments \

A change is in effect to the Online Payment Transaction (FV60) that helps prevent
the duplicate entry (and payment) of the same vendor invoice.

If you enter an invoice for an Online Payment Transaction, and that invoice num-
ber, vendor number and date all match to another invoice in the system, you will
receive a "hard stop™ error message, ""Check whether document has already been
entered under number JHEN" followed by a document number, such as:

ﬂ Chack whether dotument has already boen enlengd under number JHEMW 1900011140 2008

If you get this message, you should look up the referenced document number to

verify that your invoice is a duplicate and follow the instructions in this job aid:
Qm://www.ihu.edu/hopkinsone/SuDport/documents/duolicateinvoices.oot /
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Keeping Up with HopkinsOne

If you’d like to read past issues of this newsletter or see the array of informa-
tional e-mail lists you can subscribe to, check out the News tab on the Hopkin-
sOne website. The site now hosts the current issue and all archives of the Hop-
kinsOne Update, as well as a descriptive list of “Listserv’” mailing lists that offer
you several ways to stay in touch with the HopkinsOne SAP software at Johns
Hopkins.
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Quick Takes

e The HopkinsOne HR Team is meeting with an end user and Shared Services group, composed of people from across
The Johns Hopkins Enterprise, about redesigning the current ISR.

e The HopkinsOne Travel Team is developing a report that provides a list of all travel documents created by a travel
assistant and gives the status of travel transactions.

e The HopkinsOne Travel Team is prototyping a report that produces travel data by cost center or the initiator of the
expense.

e  Supply Chain Shared Service staff and HopkinsOne staff have put together simplified instructions to help users with
the top five shopping cart issues. These tips can be found on the Supply Chain Shared Service website at:

http://ssc.jhmi.edu/supplychain/fags/top fags.html
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SHOPPING CART TIP:

What do you do when your shopping cart has been changed by your approver?

4| Once you have created a shopping cart, the cart is routed through the approval process. In the
J“Check Status” area of the Go Shopping Tab, you can see the status of each shopping cart. In this

case the status is “Awaiting Approval”.

Search Result: 2 Shopping Cart

Murmber Mame of Shopping Cart Created on . Status Action
» 1000545424 Vendor lines 1 & 3 11,/05/2007 1,300.00 USD Awaiting Approval

/

2) If the approver has changed an item Note: You can see who will be approving or who has ap-
— |

in-the cant; such.as quantity or proved your cart by clicking on the magnifying glass and
price, the cart will return to you to opening the approval line

accept the changes. When this occurs,

the status of your cart will be “In Your

Inbox”.
Search Result: 2 Shopping Cart —
Murnber Mame of Shopping Cart Created on Total “al. Status Action
3 1000545424 Yendor lines 1 & 3 11/05/2007 2.000.00 USEIn ¥ our Inbox @0
Alerts | Shop | Check Status | Approval | Confirm Goo
Check Status |
) J sme m Snuppmy wan L
Review your N
o isplay Changes
cart to make To change itern details (assets and cost assignment), select the link below or select @4
sure that all of Items in Shopping Cart
the information is Status Good / Serice Description Category Reguired on  Gluantity Price / Lirnit Action
1E51 SOUFCING W Yehdar !
correct. Once sat- Approved test sourcing w vendar LAB SUPPLIES & EQUIP 11072007 1 EA 200.00 USD Per1 EA Q
o _sm o Approved test sourcing wiout vendor LAB SUPPLIES & EQUIP 10772007 2 EA 300.00 USD Per 1 EA <&
isfied, click on
“ " Approved test sourcing w vendar LAB SUPPLIES & EQUIP 11072007 3 EA 400.00 USD Per 1 EA Q
Accept Changes Total Value {Nety :  2,000.00 USD
to proceSS the Tax Amount : 0.00 USD
cart. Total Value (Gross) :  2,000.00 USD
I Additional Specifications =
Wame of Shopping Cart Wendor lines 1 & 3 %
Wotes for Approval
Approval Preview | Budget

The HopkinsOne Reporting Team has added the ability to run certain reports in Business Warehouse by Principal In-
vestigator (PI). The reports impacted are:

Sponsored Rev-Exp Summary
Sponsored Rev-Exp Detail

Award Information

Deficit Cash Balance Report for Grants
GM Deliverables

A job aid is available that shows you how to run a report by PI and how to add the PI field to those reports.:
http://www.jhu.edu/hopkinsone/Support/documents/pireporting.ppt
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Training:
The JHHS SAP Training Team has added classes to their schedule. In addition to traditional class-

room workshops, advanced workshops and new user training are now being offered. Here are some
of the new classes:

Viewing and Determining Workflow Workshop

The Viewing and Determining Workflow Workshop will give us-
ers the opportunity to determine approvers for SAP transac-
tions in Non-Payroll Cost Transfer, ISR, Travel and Expense,
Online Payment, and Shopping Cart. The users will also use
advanced functions of Workflow to view approvers (agents)
and processes (steps and status). In addition, the workshop
will review sources used for updating and changing approvers

when the business process requires.

Advanced Online Payment Request Workshop

The Advanced Online Payment Request Workshop will give users the opportunity to display, edit
and delete documents, attach documents, view workflow, research vendor payments and resolve
R/3 Inbox issues using live data. This workshop is in-

JHU TRAINING SCHEDULE:

Course Location Date(s) Offered
Unit Cost Main- | Eastern B105 12/4
tenance
Time Entry Eastern B105 12/4
Bank Deposits | 2024 E. Monu- | 12/6
Policies and | ment St.
Procedures

Room 2-1007
Dept Billing | Eastern B105 12/13
Specialist
Dept Budget | 2024 E. Monu- | 12/18
Creator— ment St.
Sponsored

Room 2-1007

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

For JHHS contact the Training Team at:
aleytus1@jhmi.edu or 410-735-7065.

For JHU contact the Training Team at:
learning@jhu.edu or 443-997-6453.

tended for experienced users who want to learn ad-

vanced functionality and need to resolve real system

issues.

JHHS TRAINING SCHEDULE:

Workshop

Course Title Location Date(s) Of-
fered
Viewing and Deter- JHBMC ASC 202 12/14
mining Workflow Phipps 404 12/19
Workshop
Online Payment Phipps 404 12/17
Workshop
Shopping Cart Work- | Phipps 404 12/12
shop JHBMC ASC 202 | 12/18
Advanced Shopping Phipps 404 12/10
Cart
Travel & Business Phipps 404 12/12
Expense Workshop JHBMC ASC 202 12.18
Advanced Travel Phipps 404 12/11
Petty Cash Workshop | Phipps 404 12/6
Viewing BW Reports | Phipps 404 12/19
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BUSINESS WAREHOUSE TIP: Adding Characteristics between Columns

Using the navigation block to add characteristics to the BW report will always add the charac-
teristic as the right most column. However, you can insert characteristics between columns by
using the context menu.

1J JUN Right click on the Cost Center

‘Mﬁaﬂ/ value or description and se-
Cost Center st Element 5 lect “Drilldown” then

1”5 SALES (370) "Business area.”
452107 BEVERAGES (745)
630002 BLOCD (5,000}
633004 DIETAF‘.Y?) b | Adggt Ass. Obj. Type

633032 OFFICE =JPL| Swap Cost Center with 3
Result Remove Drilldown Cost Object (WBS + CC = 10)
Swap Axes Fizcal year/period
Fund
Sort Cost Center k .
Material
Goto » | Order
Exportas ... p | Partner Object Type
" ; Partner object
Properties WBS Element
Miaime e [ P ey

Actual
Cost Center Cost Element s

1000000000 | PAVIDE COST CENTER | 100 | INSTITUNQN WIDE FUNDS | 452106 SALES (370}
452107 BEVERAGES (745)
630002 BLOOD (3,000)

The characteristic “Business area” will be inserted
between “Cost Center” and “Cost Element.”

SAP TRICK: Dlsplaylng the SAP Technical TOP JOHNS HOPKINS

Name of A Transaction HOTEL VENDORS:
On your SAP Easy Access Menu in R/3, go to “Extras” Marriott MC
and select “Settings” (you can also access this by T S|
pressing Shift + F9 on your keyboard). Check off
“Display technical names” and click on the green Holiday Inn Hi
check W
Hyatt HY
& 500 - Short Message
T SEWP - SAP Business Warkplace Hilton HH

& SO0V - Docurnent Yiewing

£ S - Display Own Jobs Westin Hotels i

Best Western BW

Embassy Suites ES
BW FACT: Business Warehouse allows user to bookmark re-

ports. Currently, there are more than 100,000 such bookmarks.

© =2 1o g 2 9 b B

Residence Inn RC

10. Radisson RD
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Finance Tip : Downloading the actual or encumbrance detail in

the Real Time Grant Report to Excel

System Help
@ Create Session Heae DHRE nnan B &
T EndSession
R
User Profile 3
& GSenices v | Display Surnimary Report
— . 13 ” [r—
1 unities : Select “System” from the menu bar. Then se- [
Re List v Print Cirl+P GRANT # 3028 r - S . « R .
B serices for Onject Eing Cirer 1zimizo0s-01i31 | e | lect “List,” “Save” and “Local File.
| PR S A
L My Ohjects 3 Save v Office Folders I
[ OwnSpool Requests Send Eeport Tree
Gt 1d |GM Walue Type|Tran. Currency Posty Date|DncumentND‘RefDncument|FI Document Mumher ‘EIL cmmt
| OwnJobs List Header Local File
J ShorMessage [OEEEZ7ET[E33034 U0 TR a9 5,182.35 |12/31/24 63203
B 90002707 |633034 010 i a9 98.02 [83/31/2¢ . . 63303
H  Logor In wehich format should the list
e—————————————] B
J 90002707 4mB33034 010 R El9] 36 45 [04/300200 L o oim o 63303
JHEN 902019 9100080000| 90802707 Jf330 ClICk on “SpreadSheet” a.nd CliCk 131426 63203
JHEN 902019 9100000000| 90002707 w330} 430/ 2E i Unconverted 63303
on the green check mark. ;
JHEN 902018 91000A0A00( 90002767 | 6330 431426 £3303
e o OT TN Do R e - = T 206 'Rich text format 53303
e 'HTML Format e
I H @ SHER DDLo I FEE @B — i Copyto Cliphoard T
1i2k 63203
Real Time Grant Report — inais
bizk 63303
& Display Detailed Report || & Display Summary Repart
e W R £3303

B36-2104 12/01/2004-01/31/2008
Hung , Chien-Fu(12/81/2004-11/30/2008)

Real Time Grant Report GRANT # 082619 3 aazanr|1anzaﬁs4za‘1999233297 |190928329? ‘533934 63203
4

Identify the directory you want to
CoCode| Grant Fund Sp. Prog. |Sp. Class |BuWalMbr. (Stat.Ind.|GM Yalue Typey SaVe the report tO and enter a flle

JHEN ap2a19 Q1EO0ABOAE[ 9OAA27A7  |633034 a1 R a9

JHEn | o name. Click on “Generate.” After
B g that, find the Excel file in your direc-
JHEN 1

Generate eplace | Exend | 3§ tOI’y and Open |t.
JHEN ® |9uuu T |u [IEL Ty Lif ||:n:|

Complete Labor Distribution Report

A Labor Distribution Report has been developed that lets users see 100 percent of an individual’s labor
costing. This will help users get a better understanding of the salary support for employees who work
in their organization. The report can be found under the Human Resources/Payroll Admin section in
Business Warehouse. Some highlights of the report:

*It is secured by structural organizational units (HR Object) and not Finance. The report can be ac-
cessed by the BW-HR Payroll Admin View Reports role (ZBHR PA R PAV ¥),

*1t lets the user see all wage types, concurrent employment, and the support received from other busi-
ness areas in the user’s org unit.

*It displays multiple months at a time.

*It does not display Fringe or Commitment postings.

*It is based on Payroll postings; see the BW News page for the latest posting info.

For the job aid, go to: http://www.jhu.edu/hopkinsone/Support/documents/completelabor.ppt
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System Timeouts: Making sure the SAP system

runs smoothly and securely is a
priority at HopkinsOne. In order to ensure good system performance,
SAP places limits on session lengths. Below is a chart that summa-
rizes these points.

System Timeout Time Explanation

General SAP Session — 12 hours The longest an SAP ses-
accessing SAP through the sion will remain open be-
Web browser or through fore logging out is 12
the Windows Graphical hours. This assumes us-
User Interface (WINGUI) ers are actively using

SAP, otherwise the time-
outs below will apply.

SAP Web Browser 1 hour If a user is idle for longer

. than an hour, this web
(For example, using the session will time out.

Shopping Cart, Business HINT: In Shopping Cart,
Warehouse, or web ver- periodically clicking on

sions of travel reimburse- the “Check” button will
ment or online payment.)

ensure your session re-
mains active.

Also note eMarketplace is
separate and if you are in
that system for more than
an hour, SRM will time

out.
SAP Windows Graphical 2 hours If a user is idle for longer
User Interface (WINGUI than two hours, this WIN-
(R/3) GUI session will time out.
(For example, ISRs, online
payment or travel reim-
bursements using R/3)
Transactions 10 minutes Transactions or reports

that take longer than 10
minutes to execute will
time out.

HINT: Reduce search and
transaction times by
specifying a date, using a
document number, etc.

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.




