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Providing a New Budget Tool

If all goes well, early next month budget managers across the Johns Hopkins Health Sys-
tem and the School of Medicine will have a new tool to calcu-

late Full Time Equivalents (FTEs) as well as the variances be- [§ In this issue...

tween hours, dollars and FTEs. . ,65 1HZ +LUH DYHC

“This is an important management tool that expands the ca- [ Quick Take
pabilities of the Health System's former Labor distribution
reports” said Kathy Rogers, director of Budget and Cost Ac-
counting for JHHS.
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George Kuehn, the HopkinsOne project team lead on devel- . &2(86 75%,1,1*
oping the new budgeting mechanism, said the health system @ BW TRICK

and hospital, in particular, have long relied on the ability to
look at dollars and FTEs to accurately know the state of their | - 7589(/ %

fiscal health. When HopkinsOne was implemented, the old . 6+233,1* &$57
tool they used went away. “This is very much needed,” said
Rogers. ,21/,1( 3%$<0(17

REQUEST TIP
As designed, the HopkinsOne project will provide the ability

for each business area to load a labor budget at a level of , 6(&85,7<
detail which is meaningful for their operation. The new re- WORKFLOW
ports permit budget versus actual comparisons down to the
position and pay period level, which provides greater granularity than the previous JHHS
reports. While the initial roll out has focused on the health system, the hospitals and School
of Medicine, the tool will be available to all. “Any school can use this,” said Kuehn.

FASTFACTS: How do I access a current schedule?

The weekly web-based learning events most current schedule of upcoming events
called FastFacts have proved to be a good by going to the FastFacts web site, which
vehicle for communicating specific, helpful is:

information about the HopkinsOne system. www.hopkinsfastfacts.org

Overseen by the university’s training office,

the FastFacts sessions have covered topics In addition to upcoming events, you may
ranging from complete labor reports to also catch up on any you may have missed,
travel to purchasing live animals. including both the recorded session and the
PowerPoint slides that went along with it.
Click on “Recorded Sessions” to see the ar-
chive.

Many more learning events are being
planned right now and you can see the
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A LOOK AT THE NEW ISR HIRE FORM:

In early March, there will be a number of changes to the current New Hire Internal Service Request
(ISR) form. Below are some of the changes that you should expect to see when the new form rolls out:
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ISR Action - Hiring Regular

This will check the entered So-
cial Security number in the sys-
tem and let you know if the

same number already exists for
an active employee. It will also

populate the “Org Details” sec-
—

Pers, subarea Home Cost Center

Payrall area CurrentPosn Holder @

tion of the form with position
information.

Action Details

SAN o

Acfion Reason ¥

Org details Y sl
Posfor 0 D
Dept Code(HU E210 anly)

ParsAdmin(Check Son Code) Org. Ut B

EE group ‘\H&alabm\

EE subgroup P.30ale Area

Parsnngl area Pay Seale Group P8 eval

New Position Information—
existing positions will turn up
more detail on that position.

Parsonal Datails

Lastname ¥
Firstname M

Middle hamefnitial

Date of Birth

Gender unknown &
Highest Degres

N

New Fields

=

Additianal Peraonal Details
Matinnality(Citizanshia) 5}
Ethnicity o
Rate Category o
Weteran Status ¥
Disability Mo @

isa fype
Yisalssue Date

isa End Date

LIS Entry Data(Arrival Date)

Travel Quick Take:

el

In recent months, it was discovered that an additional HR Role was added to a large number of
user IDs. This affected some Travel Assistants from being able to look up personnel numbers.
An object is currently in development that would allow these Travel Assistants to look up per-

sonnel ID numbers without any restrictions.
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E-FORM Tip: Finding and Changing an E-Form on Hold

E-FORM

=0

Choose (Extend.. || persannel Mo, 45424 ers.Assgh | Research Technologist 00045424 ( & Ei
=~ [ E-Form PFUCE§5 - Marme slary chan i¥bel Fosition  Research Technologist Active
= @EEDWZEU'S;”D;'“?TL io zoEG gc| EE aroup 1 Full Time Persarea  UNBZ School of Medicine
: ew Redistributio = wroup 82  JH Salaried Monsexmt PSubarea UB1E Staft-Non Admin

& Approve Redistributio . . . .
Go into the E-Form transaction in
BEine e R/3. Put in an employee’s
Feriod “Personnel No” and double-click on
®) Period « q g . 0
Fr. B1/01/18008 Ta 127311 Change Redistribution.
'Today o Curr e ek |
E-FORM
Choose Extend... | persannel Mo, 45424 Pers.Assan Rese!‘)wTech You now see the document
= [ E-Form Process - Marme slary chan|isabel Positior fmjResea . .
v ﬁg;gzzi;’:;%izl:;;% EE group 1 Full Time PersArea UHOZ on hOId ngh“ght the dOCU—
{5 Resulting Change | 8027CST| BE SURGraUp i ezt Paukarea UME | ment and double-click on
@ Qriginal Data qn2vCET e B A A ”
IC%E}q:]lanation MNotes 9027CET Change REdIStrIbUtIOn.

Define Period

_t=fart Date End Date Annual salary Amaunt Status Changed by Changed DH|E|
1/01/2007; 0973042007 35,793.00 1,481,368 Hold IMILES1 1211242007 [«]

Change Redistribution

& Release for Approval | &% Hold || [ Cancel

Base Pay Labor .. || pers. Mo, 45424 Pers.Assgn Research Technologist 00045424 _F
=~ [J E-Form Process Marne slary chan isabel Position SR LAB TECH Active

= &3 &7 Change Redistributiol ZSEC_9C
| EEgrou 1 Full Time Persfrea  UND2 School of Medicine
@ Requested Change |8027GST| o Droub

(& Resulting Change | 9027CST EE subgroup 082 JH Salaried Non-exmt PSubarea UB16 StaffMon Adrmin
@ Original Data gn27c57| Start 01/81/2007 | To  09/30/2007  Chngd 12/12/2007 IMILEST
@ Explanation Motes Q027 CET
Status  Hold Categary  Non-sponsored
BasePay ~ Changing Labor Distribution | Period Review |
Labor Distribution
| IFrom To Bu... |Cost Ctr Order  |wBS Elern. |Mame  |Fund Mame |Grant wa... |Amount ]
| o140/ 2007 ©@1/31/2007 (170 QEE0E241 KEMMED..[ 9000008000 |GOVERMN . |300293 1a06 246.14
| 01401/ 2007 731/ 2007 (170 QOa00230 RO1MS05. 9000008081 |[EXTL GO..|900283 1a06 246.15
| 01401/ 2007 B9/30/2007 (170 qoaE218 RO1DCO.. (Q000E0E0ET |[EXTL GO .. |980271 1a06 477 .82
| 01401/ 2007 731/ 2007 (170 qooon212 RO1DCO.. Q0000080881 |[EXTL GO .. |900265 1a06 246.14

- - 1./3000000001 |EXTL GO..|900262 1000 231 .67
You can now edlt’ SmeIt and Cancel the E_Form (5000000000 |GOVERN... 300283 1000 4778

that was on hold 9000600001 |EXTL GO... (900283 1a06 492 .29 lz‘
[ Ladle]l I [«[x]
@l@l Mewr entries Entry 1 47

Default Cost Distribution

T

| IFrom To Bu... |Cost Ctr Order  |wBS Elern... |Mame  |Fund Mame |Grant wa.. [Pet.  [Nam]
| 01/01/2007 0973002007 {170 (17017110949 PAYROLL. 1017000001 |OFERATI.. NOT-RELEY . 100.00 |z|
| [

D] [ I
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Training:
JHU TRAINING SCHEDULE: JHHS TRAINING SCHEDULE:
Course Title Location Date(s) Course Title Location Date(s)
Offered
HR Payroll Org | Eastern B105 02/19- Shopping Cart Phipps 404 02/20
Management 02/20 JHBMC ASC 202 02/26
Bank Deposit 2024 Bldg. Room 2- | 02/06
Policies and 1007 Advanced Shop- | JHBMC ASC 202 02/12
Procedures 02/21 ping Cart Work- - ;
Processing 2024 Bldg. Room 2- | 02/07 shop Phipps 404 02/21
Online Pay- 1007 Travel & Busi- JHBMC ASC 202 02/05
ments ness Exp. Work- )
Eastern B105 shop Phipps 404 02/14
Unit Cost Main- | Eastern B105 02/07 Advanced JHBMC ASC 202 | 02/19
Travel & Busi-
detnsluse Phipps 404 02/28
- ness Exp. Work-
Time Entry 2024 Bldg. Room 2- | 02/11 e
Lo Online Payment | JHBMC ASC 202 | 02/05
Department 2024 Bldg, Room 2- [ 02/12 Request Work-
BiIIing Special— 1007 ShOp 2024 Bldg, Room 02/14
2-1007
Petty Cash Till | 2024 Bldg. Room 2- | 02/13 Advanced JHBMC ASC 202 02/12
Online Payment
B 2024 Bldg, Room | 02/21
Request Work-
2-1007
Intro to BW 2024 Bldg, Room 2- | 02/19 shop
View & Deter- JHBMC ASC 202 02/19
1007 =
02/26 mining Work- )
flow Phipps 404 02/28
Departmental 2024 Bldg. Room 2- | 02/20 BW Reporting JHBMC ASC 202 02/26
Budget Crea- 1007
- Onsite Coaching | JHBMC — Dept. of | 02/26
Travel & Busi- Eastern B105 02/21
Surgery
ness Expense
Reimburse-
Non-Payroll Eastern B105 02/27 To sign up for training classes please visit:

Cost Transfer

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 .

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

For FastFacts go to http://www.hopkinsfastfacts.org/index.html.
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JHU COEUS TRAINING:

Course Title Location Date(s) Offered
CoeuslLite Proposal Develop- Eastern B105 02/06, 02/14
ment
Eastern B104 02/26
2024 Bldg. Room 2-1007 02/21
CoeusLite Budgeting Eastern B105 02/06, 02/14
Eastern B104 02/26
Coeus Premium Proposal Devel- | 2024 Bldg. Room 2-1007 02/08, 02/27
opment
Eastern B104 02/21
Eastern B105 02/13
Coeus Premium Budgeting 2024 Bldg. Room 2-1007 02/08, 02/27
Eastern B104 02/21
Eastern B105 02/13

BW TRICK: Suppressing Zeros in a BW Report

]J Right click on a report to
|

Back = ) - -

S . get the context menu. Local Properties of Query: Monthly Comparison - Microsoft Internet
Keep Fitter Val 2) Under the “Suppress Ze-

Fix Fitter Value to Axis Data Formatting &), |ros” section, change

Select Fitter Value
Fitter and drilldown accordingto »

() In Tabular View s Acti "
“Suppress” to “Active (a
) In a MultiDimensional View pp (

) values = 0).

Drilldown
|:| Showw Columnz as Hierarchy and §

Swap Cost Element with
Remove Drilldown

[] Display Rows as Hierarchy and Expand|to: Cost Blement

Swap Axes Number format
Results Position bottomAight | »
Sort Cost Element k : ;
Display of +/- Signs | )
Goto k Display of Zeros With Cumency.Unit ~
Exportas ... k Show Feros as
Properties Suppress FZeros
Suppress Active (Al Values = 01 Ik
L Effect FRow d Caol St
Report Description S S
Show Repeated Texts [] al=o use zero suppression with structural components of structure Key Figures
Suppress All Results ) )
iy Khitaon Any rows or columns where

Display Scaling Factors .
1 D et Destiaoie At Dits all of the values were 0 will
|:| Display Documents About Master D now be h|dden

ul

Dizplay Documents About Metadata
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TRAVEL REMINDERS:

X

The database for American Express buffers in Travel Manager, the “TRIP” trans-
action, is getting too large. Please delete any unused line items or personal
items.

There is a new search tab for personnel numbers to identify the correct person
by work address, department and position. The tab has been renamed “Trip”. For
more information, please look at the October issue of the HopkinsOne Update
http://orchid.hosts.jhmi.edu/hopkinsone/News/issues/october2007.pdf

Please click on the “Save” button two times in order to start workflow approval of
the travel document to an approver. The first click is to save the data and to get
a trip number. The second click brings up a pop-up that says, “Are you ready to
submit your Expense Report for approval.” Once you click, “yes,” your item is
work flowed.

Please make sure to start on the second line item of the Alternative Cost Assign-
ment Distribution when filling out an Expense Report. The first line is an auto-
matic default and cannot be changed.

us Region A1l Places Not Listed, US
Tip Trip Data Maintain: Enhanced Cost Assignment for Entire Trip
b | |9 Distrib. Co... Bu... [Cost Center [Order \WBS Element Metwork i
| | DHEw|100 |1003000198 | ]
e |
T = | | |
ats !__ | | | i
Per| | ! ! ! [=]
mb || | | | | [~]
I [ d[«][>]
mLC
EEENE® JRFr 1 == @) |

BW ENHANCEMENT:

The General Ledger (GL) field (formerly known as Object Code) has
been added to the following non-sponsored Business Warehouse

(BW) reports: Non-Sponsored Financial Detail (Link); Non-Sponsored YTD Transaction Detail; Non Spon-
sored Current Year Activity; Non Sponsored Financial Summary; Non Sponsored Detail by Financial Func-

tion; Non

Sponsored Baseline Projections; Statement of Changes in Fund balance by Natural Class.

The "GL Account” field will show up as an optional, or “free”, characteristic and can be added by the re-

port user.

This field already exists in the Sponsored reports, and having it in non-sponsored will allow

report users the ability to better categorize and analyze financial postings.

Data Analysis Graphical display Information

Hon Sponsored - YTD Transactional Detail

- Free Ch

| Toggle Haw Ellod(l |Variab|e Screenl | F'rintingl | Elookmarkl I Mo. of Rouusl | MHo. of Columnsl | EMaiIl | M ey 'll'l.l'indomul I Exception=/Condition=s
~ Rows R 1lis17 [=][=]
Funded Program E| MR | S8 Reverues
Funds Center 2 g Expenditures Commitments
@m = Funds Center  Funded F'rogr ] ¥
- Columns 101 0000000 L FETi7= 0135 | OTHER rISC IRCORME -TE4.73
JHER453057 | CREDIT CARD FEES 27 459 .90
Hev Figures Ed e !
JHERMS40520 | JHERMS40520 -87 424 90

aracteristics fryen Mot sssigned _a 857 o1

o= M —
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SHOPPING CART TIP: it you want multiple line items to have the same

cost assignment and General Ledger (GL) account, you can copy lines. Here’s how:

J After adding all items to your shopping cart, click on the magnifying

C

¥ Cost Assignment |glass icon ¢ and then the cost assignment bar for your first line
\—/ ’

You can see vho bears the costa and, if necessary, vou can distribute the costs to several cost centers.

Cost Distriowtion Percentage ¥

Account Assignment 092), Enter your Cost Assignment (Cost Center, Internal Order,
=J|WBS Element, etc.) and G/L information. Then click on

Lne  Percentage «Copy to Clipboard.” Dt

1 10000 || Cosf Cerfep/% [EE00000000 | @ JAH ONALLOC ST KK B LABMATERIAL &

Cost Distrbution | | Capy to Chisboard

¥ Cost Assignment

tion to all shopping cart line items.

=

3‘jJCIick the “Change All Items in Document” checkbox. This will add your cost informa-

ozl

Account Assignment Overview

Line Percentage Azzigned to Description iz account no,

1 100.00 Cast Center | 400000000 | b JHH UNALLOC INST B33024 h LABMAT

Cost Distribution | | Copy to Cliphoard ({Insert from Clihoard | \Delete Clighoard

w Cliphoar \

Percentage - et -
: Click on “ Insert from Clipboard.” After this step, all of your
107 shopping cart line items will have Account and G/L information.

Change All tems in Document
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Online Payment Request: How to Get Detail Text to appear in BW

When filling out a check request using the Online Payment transaction or in R/3 FV60 Park In-
coming Invoices, you can enter textual information that will appear in Business Warehouse (BW).
You have two options — header text or line item text.

Transactn Invoice e Bal. 0.00 ¥y
Fayvment Details Tax Withholding ta: OPTION ONE
_ Text that describes the transaction goes
Vendar p.GIL
: here— the header text. If you put text
Invoice date Reference ] . _
P osti T here and leave the line item fields below
asting Date l2/19/200 i )
PR 03D Ccal blank, the header text will flow into your
Text — | NOTE: To have header text also flow into
Company Code JHEM JOHMNS HOPKINS ENTERPRISE LL5.A |R/3, put a + sign in the Text line field.
Lot Ma. Otherwise, header text will go only into
BW.
OPTION TWO
Enter text at the line item level here. If text is here, this text is what will show up in the BW
“Item Description” fields, instead of t from the header text above.

T ST T T ST T SO TS CIe T
Bt |G.n'La|:|:1 |Ehl:|rttext |D.-'C li'-.ml:uuntin dac.ﬁm\ ”'LBH"\ |L |C-:|... |Trau:|i... |EIL|... |F'ar...|l:3-:|5t|:enter |Clr|
Debit &| f

Debit @|
Debit 2|

Ggfaldsgy | Wl Bw REPORT

The item that you entered in the “Text” field will
COLine ltem Dﬂiﬂ”ili”k] appear as “CO Doc Line Item Txt” in the CO Line
Item Detail report. Please note that if a # sign
Veriaole Smean | Frinting| |Bockman| Mo of Bl shows up, the “Text” field was left blank.

Togale Nav Block

November 2007

Flecal yeariperiod 0052008
Amount
Cogt Element Documentfype | Ref, Document Number | CO Doc Line kemoft :

-
=]

c

640202 | EQUP LEASE PYNT (UR| ZZ | Check Request | 1300531668 UTILTY CHARGE FOR FACILTIES I THE WAREROLSE
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I ————
ONE-STOP-SHOP SECURITY AND WORKFLOW ASSIGNMENTS

The one-stop-shop approach to assigning security and workflow will make it easier to request
security and workflow assignments for your employees and make the process more transpar-
ent. Below is a draft screen shot of what the form is expected to look like for assigning Business
Warehouse (BW) security. The transaction is scheduled to be deployed in early March.

2fd B CaQ SHE OLHOAO BR @

This example shows BW security assignment. You’ll input a user’s name,
personnel number or user ID, and the rest of their user information will
display in the Header Information section.

/

Add/Change - Secul

Save Request

Header Information
.

Position Description
Substitute - R/3

HOPKINS-ONE FUNC EXPERT

i Denise Terry Home Cost Center 45008150050
Personnel Number 30675 Cost Center Description 250 HOPKINSONE (ERP PROJECT)
Userld DTERRYZ Org Unit 10001708
Positian Number 20028169 Org Unit Description HopkinsOne

Reports-to: Name/User Id
Substitute - Shopping Cart

Glenn Emall GSMALL1

Current security values f

Current user security values are displayed. Select the “Delete” box to re-
move an assigned value.

Displayed are security values for BW Repaorts Center roles

Report Area CC Low CC High Internal Order WBS Element Deletz :Fjl. CC = Cost Center or Funds Center

Funds Management  [170° O | (] or Sponsared Program

Grants Management 170+ H D Authorization Group

Grants Management 50015005 1l [+]| 10 =Internal Order

........ [ll_ d or Funded Program

h-“—”' ”‘ | or sponsored Program
Add security values for BW Report Center Roles Area where new security values can be added.

| [Report Area CClow |CCHigh |intemalOrder  |WBS Element | @

| (] |2 msertRow

i_ 4] IE.: Delete Row

| Rl

LD D]

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.




