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Higher Education and SAP

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- O HRISR

tems and structures, use SAP. ENHANCEMENTS

In this issue...

“This meeting was important because it provided an opportunity for Hop- 0 TRAINING
kinsOne and shared services leadership and key users from across Johns
Hopkins to see how institutions with mature SAP implementations deal with [§ © TRAVEL REMINDER &
the many challenges that we face,” said John Tikka, director of Hop- BW NEWS
kinsOne.
O BW TIP
An important agenda topic was how to better support users while
still creating new developments and fixing bugs in the SAP sys- O BW REMINDER
tem. Other discussion topics included how the institutions struc-
tured their training, how updates were tested in the system and O SUPPLY CHAIN &
how reports were structured and distributed. FINANCE TIP

It is co_mforting to k_now that there are other iqstitutions grap- 0 TRAVEL REMINDER
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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HopkinsOne UPDATE

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:

ISR Action - Salary Change
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ISR Action - Salary Change

ISE Details

Fersonnel Mumber and Mame of Employee

Employee 1754 Melwin FA_Reid

Position SEQ0E1998 FASAP Counselar ISR Mumber B

Cirg. Lnit SEHEE0AE31 FASAR/Work LifTe Initiator 385 ISR UN Employee 5

PersArea UM1E Uniwversity fdministration EE Group 1 Full Time

PSubarea UE15 Sr Staftf-Admin EE Subgroup B3 JH Salaried Exmpt Payr.Area 51 JH Semi-Manthly
PS type ST Statt PS area U dHU PSorp IT-EXMFP Lewel 01

Approver Details

Begin Date a5/01 /20038

Approver
prover 2

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

-«

Salary ChangefHours Change Action Details

Action Reasaon 1 Annualiherit Increase

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

Current Work Hours
Work Schedule Rule
Wweekly WWarking Hours

37 .50

37.5 WKS & DAY 37.5 HOURS! WEEK

Current Fay
2,500, 00

AN

Semi-Monthly RatefHourly Rate

Actual Salary 60,000, 00

Mew Pay (Enter Changes Only)

Semi-Maonthly RatefHourly Rate 3,125, 00

75,000 00

/

Actual Salary

What the employee currently is be-
unt G625.00 Change % 25.00
| ing paid. . -
9p What you are changing the em-
)

Cost Distribution ployee S pay to.
CEE N
|_ Yalid From |End Date  |Cost Center |Order WBS Element |Fund |Grant Armount ||
| 04/08/2008 (12/31/2008 1003000100 ' ' 200,60
| |nar08/2008 [12/31/2008 [t 100010001 | Current Cost Distribution 100.00
| |od/08/2008 [12¢31 /2008 saaaant o i i 100 oo [=]
|_ [4/08/2008 [12/31/2008 S00EA395 |1B1?BBDBD1 |NDT—RELE'u'P.NT GRENT |[1E@0. 08 [+]

L]l [ L]
B _
|_ Yalid From |End Date  |Cost Center |Order WEBS Elerment |Fund |Grant Armount ||
| B5/01/2088 (12/31/2008 1003008100 . . . LEWANT GRANT  [B0@.00
| B5/E81/20088 (12/31/2008 [11600810081 < New Cost Distribution LEWANT GRANT  [10@.00
| B5/81/20088 [12/31/2008 S0aeaa1a8 oo EoT=rELEYANT GRANT /18000 [+]
|: 05/01/2008 12/31/2008 So000039% [1817000001 [NOT-RELEVANT GRANT 108,00 [~

L]l [ o
Cormments

Continued on Page
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Enhanced Salary Change ISR Form Continued:

Salary Change/Hours Change Action Details

a1 [a)

Action Reason

Current Wark Hours

What you are changing the em-

1351
1383

PACE Shift B
PACE WED Code 3

.63
.24

PACE Murse Shift Code
PACE Murse WIE Diff Code

Work Schedule Rule Doy ag 8 HOUR DAY ployee’s pay to.
Weekly Warking Hours 40. 08

Current Pay Mew Pay (Enter Changes Only) \
Semi-Monthly RatertHourly Rate 29.00 Semi-Monthly RatertHourly Rate =

o.00
o.00

PACE Murse Shift Code
PACE Murse WE Diff Code

/

What the employee is currently is
Tof a.

being paid.

e

Change % 0.080

Evaluation Diata

Overall Rating
. 4

Employee review information.

B Date Review Completed

Mext Review Date

defaults to 1 year from
current annual review date.

HR: Enhanced Hours Change ISR Form

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 wiill

look like:

ISR Details

Fersonnel Ruamber and HMame of Employes
1754 Melvwin Chander

Emploves

Fositian 50001992 FASAP Counselor

ISR MNumber B

Org. Linit S5aoaaas1 FASARP/Work LiTe Initiator 395 ISR UM Emplovee B

Fersfsrea UM1Ea Uniwversity Administration EE SGroup 1 Full Time

FSubarea ug1s sSr Staftft-~Admin EE Subgroup B3 JH Salaried Exmpt Favr.Aarea 51 JH Semi-Monthly

FS tvpe ST StaTtT FS area u JHU PS arp IT-EXMF Lewel 21
Approver etail

Begin 1

Employee’s current hours and pay.

Employee’s new Hours and pay.

/
Salary Change/Hours Change Actinrlzbeiails

Action Reason =

/

Current Work Hours
Wwork Schedule Rule
Yweekly Wworkinog Hours

Er.5 WKS & DAY 3F.5 HOURS/
27 .50

WEEK

Plewy Wiork Hours
wweekly work hrs

/

Current Pay
Semi-Monthly Rate/Hourlvy Rate 2,564 . an

Actual Salary 61,536 00

MNeww Pay (Enter Changes Oniy)

Semi-Monthlv RatefHourlv Rate
Actual Salary

Total Pay . aan

Current Cost Distribution

Change % 0.00

Co=st Distribution

===

| ~alid Frorm End Date %st Center |[Order WWBS Elerment |Fund IGrant Armount

I_ 05 /0° /2002 12431 £ 200, 10020001700 - - T t=jojoiecio]
05 /01 /2002 127321 /2002 1100010001 = H = T gioioiecicl

Ii OS5 /071 2008 12431 2008 t=jojojolaloypo] NeW COSt DIStrIbUtlon T gaelopmaiol

|_ 05 /071 /2002 127321 /2002 200003295 r T T gicioieciol
[ER|S|] I

IENENENE =]

|_ “alid Frormm End Date Cost Center |COrder WEISMent Fund Srant Armount

T |evsod1/zoms 1231 /2008 1ooz000100 ‘/ 101 ooazZonn MOT-RELEYARNT GRAOAMT tsjoloieciol
a7 /0172008 12431 /2008 (1100010001 1011000000 |MOT-RELEWANT GRAMT 100 . a0
07 071 /2002 1272321 2008 t=jajajojolc o] 101 7O0001 MOT-RELEYAMT GRAMT gicioiecicl

|7 a7 /01 /2002 12431 /2008 SOo0O00z95 101 7a0001 |MOT-RELEWANT GRAMT 100, o

B = [ |
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Training:
JHHS TRAINING SCHEDULE:  JHU TRAINING SCHEDULE:
Course Title Location Date(s) Course Title Location Date(s)
Offered Offered
Advanced 2024 Bldg 2-1007 | 5/15 Intro to BW Work- Eastern B105 5/5, 5/20
Online Pay- shop
JHBMC, ACS 202 5/27 2024 Bldg 2-1007 | 5/12, 5/27
ment Request - -
Bank Deposit Poli- Eastern B105 5/6
Advanced 2024 Bldg 2-1007 | 5/5 cies and Procedures
Shopping Cart
JHBMC, ASC 202 5/13 Non-Payroll Cost Eastern B105 5/6, 5/28
Phipps 404 5/29 Ve
Advanced JHBMC, ASC 202 5/20 Travel and Business | 2024 Bldg 2-1007 | 5/7
Travel & Busi- .
E Phlpps 404 5/26 EXpense Reimburse-
ness Ex- ment Request
pense
BW Reporting | JHBMC, ASC 202 5/27 HR Payroll Org Man- | Eastern B105 5/7-5/8
agement
2024 Bldg 2-1007 | 5/5 2024 Bldg 2-1007 | 5/28—
Online Pay- JHBMC, ASC 202 5/6 5/29
ment Request Shopping Cart Eastern B105 5/12
2024 Bldg 2-1007
5/19 Workshop
Shopping Cart | JHBMC, ASC 202 | 5/13 2024 Bldg 2-1007 | 5/27
Time Entry Eastern B105 5/13
2024 Bldg 2-1007 5/15
. Unit Cost Mainte- Eastern B105 5/14
Phipps 404 5/29
nance
Travel & Busi- | JHBMC, ASC 202 | 5/6 Department Billing Eastern B104 5/14
ness Ex- S ialist
2024 Bldg 2-1007 pecianst
pense 5/19 Petty Cash Till Eastern B105 5/15
Viewing and JHBMC, ASC 202 5/20
Determining ] 5/26 Departmental Eastern B105 5/20
Workflow Pllzoe 41 Budget Creator—
. .. Sponsored
To sign up for JHHS training classes, please -
. gn up 9 b Travel and Business | Eastern B105 5/21
Visit: .
Expense Reimburse-
https://portal.johnshopkins.edu/kmx ment Request
o Processing Online Eastern B105 5/21
For JHHS contact the Training Team at: Payments
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.
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fu .
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:

| L
Welcome to 1‘1 Click on the Personnel number
lookup icon. N\
-ﬂ ' il Click on the drop-
|

i

down list.

|
Enter a Personnel Mumber

=

i Fersonnel Mumber (1)Personal Value List: Personnel Mumber (1) 5
i : | | :

Payroll comection run . PDC group PDC time rec. ID card

e l v X
£ Last name 3
' The default value for max. number of hits is 500.
First name

Do not change it to any number over 500 and do

B / not use the asterisk * without any characters in
Maxdmum Mo. of Hits 500 any field. Both of these will cause major sys-

tem slow downs and/Zor 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.”)

4 All Funids

@Fiscal FPeriod (Single Input w Prior Prd. Default) (*3 0092005 [Hhda R 2005

3 CTHFund Hier. %) 1
[}

i | https:ffga21xbw.erp. johnshopkins.edu - Yalue Sele

ALL FURDE TOTAL LIRS

To choose the SOM hierarchy go to
the All Funds Report variable screen
.
) Searchin Key and click on the drop down button on
Of il the “Fund Hier.” field.
Maximum Mumber of Hits | 200 _‘)
Fund Hier . Key
ITTOTAL FUNDS € JHENSOM_D Lo Select “TOTAL FUNDS JHENSOM_DEPT.”
Back El
] Done S E' Internet
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BW TIP: Color Coding Exceptions

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.
Descrigtion EiY Tin «—— Active

Evaluation for Key Figures | [Everpthing) < e Our exception will include all

Exception Values figures in the report.
25 Than ~ | [1,000.00000 D.Dﬂmv\

v | [ 000 ooano 00000 Good 1 ENter the values that you want color

Validity Area of Exception coded. For our first exception, we chose
to code anything under 1000 as Badl.
Standard Operstor . .
For our second exception, anything over
Buziness Area & Standard Operator - E
1000 as Good1.
Func |Jze Standard Operator C
Partner Object Type Use Stakdard Operatar [C There are three choices to choose from

[E (Good, Bad, and Critical) with three dif-

[E ferent levels (Good1, 2, 3, etc.). Each of

[E these levels will be represented in a dif-

[E ferent shade of a color.

[ Good= shades of green

[C Bad= shades of red

[C critical= shades of yellow/orange.

[C,

cost cent FOr this exception, we are using “All” for the “Standard Operator.” This will color code

I 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.”

Partner Ohiject |1z Standaxd Operator
Accnt Ass. Obj. Type |z Standard Nperator
Crder |z Standard Opagator
Fizcal yearferiod |Jze Standard Operabar
Cost Element |Jze Standard Operator
haterial |Jze Standard Operator

WES Element |Jze Standard Operator

Cost Object (WBS + CC + 101 | Use Standard Operator

Our color coded repo rt. MAR MAR 2003 MAR 2008 MAR 2008  MAR 2003 MAR 2003 MAR 2007 MAR 2003
2008 Buciget Bucget YT YTD Budget YT Budget YT Pricr %TD
Actual Wer, 009 Wariance Actual Wer, 009 Wariance Actual Wariance
Cozt Center b § § 5 $ b 5 b
1 PURCHASE DISCOUMNT CLEARIMNG (10125) 10125 10125
4500000000 | JHH UMALLOC INST (103,575) (189 776) (86,2017 (61,337 7620 (1,707 984) 59629778 (26,051,007) 35,286,755
4300000009 | CAPITAL BUDGET JOHMS HOPKING HOSPITAL (3,904) 3,904 121,758 (121,758) 3,086 (118671}
4500010000 | 100 GEM FUND ASSET LIABIL & CAPITL (5,337) 5,337 5,337
4300010002 | DEPRECIATICN 3,620 564 4 573058 052,494 35011 394 39812526 4801132 37773472 2,761,777
4300010003 | INTEREST 1403815 1403818 46,121,089 12634372 (33486717 255811,100 (20,309339)
4300010004 | ADMINISTRATION 458 366 438 366 1 442055 4,395 302 2053247 4750725 3,317 BEQ
4500010005 | UNALLOCATED ACCRUALS (129,789,524) (129789,824) 3550000 (1,143075135) (1,146,625 138) (4,259,203)  (7,609,203)
4300010006 | SALARY EQUITY BONUS 952 576 982576 2313354 4408910 2095556 3225287 911,933

4300010007 | EMPLOYEE BEMEFITS (4,025) (4,023) 47,309,026 (4,023) (47 313,031) 24100 228 (23,207 500)
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SUPPLY CHAIN TIP: Changing or Canceling a Pur-
chase Order

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

Cash Journal U298 Company Code JHEN 1l
itil

&2 Save Post O3 Printcashjournal | B Change cashjournal | &2

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

(0] selection Balance display for display period
’:’i playperiod
e 017/01/2007 - 12/31/2008 Opening balance g.o8  UsD
= — 12,419.18 USD  Mumber: 3
To reverse an accounting document, D.00 USD  Mumber: D
highlight the fund that you want to R

reverse. Then click on the “delete _ This entrywill be reversed.
. . ; Do you want to reverse the entry?
line” button. A pop-up window will

then appear asking you if you want T
reverse the entry' CIICk! “YeS.” ent... |Bu... |GIL Recpt recipient Fund Cost Center |Crder T...[Jurisdict. CDJE|
T e T T TS ==y 2007|170 100007 to correct funding only 81017880001 []
| |ccose Fump\ 2,417.44 | R 11#29;’2B 117202007 170 1180867 Check Depositto Close 1017000001 [~]
CLOSE FURD 1.66 11/20/2 [f)1 : .
I e FL/ﬁD \\ e g 20:.M) To display finance document numbers |
| _|ouose Fino | 2,000.60- X 11/28:2007 11 double-click the corresponding fund’s red
| |cLose guno O\ 2,417 .44 ® TIF20/ 2007 [11 .
| |cLose funo W 2,417 .44 (com| * iszarzoar 1 X mMark or green button. A pop-up window
CLOSE [FUND 1.66 < [1r2g/2007 11 . . :
I / s o4 Will display with document numbers.
i
I // ; I
HE Documents in Accounting i
| [/ Object type tex Dot Mumber [l
| / A Accounting document |SE’EDI]9_529_B L
| / Spec. purpose ledger 1004573086 e
| - L&
| Grants Mam. Do, 1004573086 =
‘/ DI | I

-

[=h ||3 &% Save sel. Postsel. | Receipt 2 Faollow-on doc.. :
@Dﬁjl : | | | & & &1 separate | Original document 31 ¥
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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.

[ & Travel Expenses: Romig , Amy, Trip 19004709
ccount Assignment | &5 History I

Enter the “Trip
Country” code. We |a

Pick a “Region” (city)

: 12/01 /2007 Time o1 .
e lnsenesls. 1270472007 = +g| from the drop down list.
First Destin. Jakarta, Indonesia
Trip Country ID Regian ﬁf_' All Places Mot Listed, US
Reason for Trip test 12 error - do not process

[ 73] additional Destinations
| 73| Advance

Tl Alternative Cost Assignment for Entire Trip, If Different to Master CA
!ﬁ_ic:]mments

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.

[ General Trip Data For the “Region,” we
Start of Trip 1270172007 Time picked Jakarta from
End of Trip 12/04/2007 Time the drop-down list.
First Diestin. Jakarta, Indonesia ‘

Trip Country ID Region JAHAF!:@ Indonesia
Reason for Trip test 1O errar - do not process

| 2] additional Destinations

Domestic Arrival 12/04/2007 Time 1900
.-'!-.I:I'-.-'ance

iEI.-ﬂ-.Itern:atiwe Coast Assignment for Entire Trip, ITf Different to Master CA
|E| Comments

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.




