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Last month, HopkinsOne hosted a meeting of SAP Peer Institu-
tions and met with representatives from Duke University and the 
University of Tennessee at the Mount Washington campus. The 
purpose of the meeting was to compare how Johns Hopkins uses 
SAP to how other higher education institutions, with similar sys-
tems and structures, use SAP.

“This meeting was important because it provided an opportunity for Hop-
kinsOne and shared services leadership and key users from across Johns 
Hopkins to see how institutions with mature SAP implementations deal with 
the many challenges that we face,” said John Tikka, director of Hop-
kinsOne.

An important agenda topic was how to better support users while 
still creating new developments and fixing bugs in the SAP sys-
tem. Other discussion topics included how the institutions struc-
tured their training, how updates were tested in the system and 
how reports were structured and distributed.

“It is comforting to know that there are other institutions grap-
pling with the same issues of productivity, service and develop-
ment, and that we have a forum to share our collective accom-
plishments,” said Lester Mathews, the assistant vice president of IRIS Administrative Systems 
from the University of Tennessee.

HopkinsOne plans on continuing to work with Duke University, the University of Tennessee and 
SAP to help bring new developments to the SAP software that are important to higher educa-
tion institutions and the software’s users.
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HR: Enhanced Salary Change ISR
Starting in the beginning of May, an enhanced Salary Change ISR form will become available. 
This form will also get an auto-update function in the beginning of June. Below is a screenshot 
of the enhanced Salary Change form:  

This “Salary Change/Hours Change Action 
Details” section is filled out for a Semi-

monthly JHU employee. For a JHHS em-
ployee, please look at the next page. 

What the employee currently is be-
ing paid. What you are changing the em-

ployee’s pay to.

Continued on Page 3

Current Cost Distribution

New Cost Distribution
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Enhanced Salary Change ISR Form Continued:

Due to the change to the Salary Change ISR form, the Hours Change ISR form will also change. 

The form for a Semi-monthly JHU employee will look like:

What the employee is currently is 
being paid.

HR: Enhanced Hours Change ISR Form

What you are changing the em-
ployee’s pay to.

Employee review information. 

Employee’s current hours and pay. 

Current Cost Distribution

Employee’s new Hours and pay.

New Cost Distribution
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JHU TRAINING SCHEDULE:
Training:
JHHS TRAINING SCHEDULE:

To sign up for JHHS training classes, please 
visit:                                                            

https://portal.johnshopkins.edu/kmx                                                          

For JHHS contact the Training Team at: 

SAPtraining@jhmi.edu, 443-735-7065 or 

www.hopkinsmedicine.org/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.

Course Title Location Date(s) 

Offered
Intro to BW Work-

shop

Eastern B105

2024 Bldg 2-1007

5/5, 5/20

5/12, 5/27
Bank Deposit Poli-

cies and Procedures

Eastern B105 5/6

Non-Payroll Cost 

Transfer

Eastern B105 5/6, 5/28

Travel and Business 

Expense Reimburse-
ment Request

2024 Bldg 2-1007 5/7

HR Payroll Org Man-

agement 

Eastern B105

2024 Bldg 2-1007

5/7-5/8

5/28–
5/29

Shopping Cart 

Workshop

Eastern B105

2024 Bldg 2-1007

5/12

5/27
Time Entry Eastern B105 5/13

Unit Cost Mainte-

nance 

Eastern B105 5/14

Department Billing 

Specialist

Eastern B104 5/14

Petty Cash Till Eastern B105 5/15

Departmental 

Budget Creator—
Sponsored

Eastern B105 5/20

Travel and Business 

Expense Reimburse-
ment Request

Eastern B105 5/21

Processing Online 

Payments

Eastern B105 5/21

Course Title Location Date(s) 

Offered
Advanced 

Online Pay-
ment Request

2024 Bldg 2-1007

JHBMC, ACS 202

5/15

5/27

Advanced 

Shopping Cart

2024 Bldg 2-1007

JHBMC, ASC 202

Phipps 404

5/5

5/13

5/29
Advanced 

Travel & Busi-
ness   Ex-

pense

JHBMC, ASC 202

Phipps 404

5/20

5/26

BW Reporting JHBMC, ASC 202

2024 Bldg 2-1007

5/27

5/5
Online Pay-

ment Request

JHBMC, ASC 202

2024 Bldg 2-1007

5/6

5/19
Shopping Cart JHBMC, ASC 202

2024 Bldg 2-1007

Phipps 404

5/13

5/15

5/29

Travel & Busi-

ness   Ex-
pense

JHBMC, ASC 202

2024 Bldg 2-1007

5/6

5/19
Viewing and 

Determining 
Workflow

JHBMC, ASC 202

Phipps 404

5/20

5/26



fu
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TRAVEL REMINDER: Personnel Number Lookup Function
When doing a Personnel number lookup from the Welcome screen of the Travel Manager (TRIP 
transaction), please do not change the “Maximum No. of Hits” to anything above 500. Below is 

an example of how to run such a search: 

Click on the Personnel number 
lookup icon. 

Click on the drop-
down list. 

The default value for max. number of hits is 500. 
Do not change it to any number over 500 and do 

not use the asterisk * without any characters in 
any field. Both of these will cause major sys-
tem slow downs and/or errors.

BW NEWS: Enhanced All Funds Report
A new hierarchy for the School of Medicine (SOM) has been added to the All Funds Business 
Warehouse (BW) report. This hierarchy — “TOTAL FUNDS JHENSOM_DEPT” — gives SOM de-
partments access to “Funds” and “Commitment Items” in the report.  
(If you run this from a bookmark, you will get a warning message. To remove the warning, go 
to “Columns” and then “Key figures” and then select “transfer.”)

To choose the SOM hierarchy go to 
the All Funds Report variable screen 

and click on the drop down button on 
the “Fund Hier.” field. 

Select “TOTAL FUNDS JHENSOM_DEPT.”



BW TIP: Color Coding Exceptions 
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By creating exceptions in Business Warehouse (BW) reports, you can color code certain areas in 
reports to exception values of your choosing, which will make them stand out for analysis. 

To do this, click on the “Exceptions and Conditions” button in a BW report menu bar.  Under the 
“Exceptions” heading, click the “Create” button. 

Name your exception.

Our exception will include all 
figures in the report.

For this exception, we are using “All” for the “Standard Operator.” This will color code 
all values that fall under the “Exception Values” that we created for those areas. We 

can also color code by individual areas, such as fund. To do this, enter the “Fund” 
number to the right of the drop down. After you are done, click on “Transfer.”

Enter the values that you want color 

coded. For our first exception, we chose 
to code anything under 1000 as Bad1. 

For our second exception, anything over 
1000 as Good1. 

There are three choices to choose from 

(Good, Bad, and Critical) with three dif-
ferent levels (Good1, 2, 3, etc.). Each of 

these levels will be represented in a dif-
ferent shade of a color.                         

Good= shades of green                                 

Bad= shades of red                                      
Critical= shades of yellow/orange. 

Our color coded report.



SUPPLY CHAIN TIP: Changing or Canceling a Pur-

chase Order 

HopkinsOne UPDATE            7   

You can request to change or to cancel a Purchase Order (PO) by sending an e-mail to the Pur-
chase Order Maintenance group at pomaintenance@jhu.edu. The e-mail must include the PO 
number, vendor name, and the reason for wanting to change or to cancel the PO. 

Please keep in mind that the PO Maintenance group will not change price discrepancies of Low 
Value Purchase Orders (LVPOs). To find out how to resolve price discrepancies, please look at 
the Price Discrepancy job aid which is available at:   

http://www.jhu.edu/hopkinsone/Support/documents/pricediscrepancy.ppt

Finance Tip: Reversing Entries (A) and Finding Fi-

nance Document Numbers (B) in Cash Journal  

Go into the Cash Journal, FBCJ transaction, in R/3. 
Pick the journal that you want to display. 

To display finance document numbers 
double-click the corresponding fund’s red 

X mark or green button. A pop-up window 
will display with document numbers. 

To reverse an accounting document, 
highlight the fund that you want to 

reverse. Then click on the “delete 
line” button. A pop-up window will 
then appear asking you if you want 
reverse the entry. Click, “Yes.”
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TRAVEL REMINDER: Entering the “Region” to get the cor-

rect Per Diem Rate

When filling out an expense report in Travel Manager (TRIP transaction), you must fill out the 
“Trip Country” and “Region” fields in order to get the correct Per Diem Rate for the dates of 

your trip. If you do not fill out the “Region” field, your Per Diem rate will default to the lowest 
rate for that country.

Please note that if your “Region” (city) is not available on the drop-down list, you should pick 
the country from the “Region” drop-down list. The Per Diem calculation will then be based on 

the lowest Per Diem rate of that country. 

Enter the “Trip 
Country” code. We 

entered Indonesia.
Pick a “Region” (city) 
from the drop down list. 

For the “Region,” we 
picked Jakarta from 

the drop-down list.

HOPKINSONE UPDATE is published monthly. If you have a question or story idea, please 
send an e-mail message to: h1news@jhu.edu. To reach HopkinsOne, call 410-735-7000.


