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A New Format for the Web Pay Statement

By Barbara Morris

In our ongoing efforts to better serve our employees, we have implemented a new web pay statement for all
Johns Hopkins employees (excluding APL and Howard County General Hospital) regardless of whether they

receive their pay by check or by direct deposit.

The new web pay statement is easier to read and includes detailed information that cannot be included on a
paper pay stub or on the former web pay stub for JHU faculty, staff, and students. For example, for

employees who receive a retroactive pay increase, the amount per pay period

iS now presented.

Pay Statements 12110

(o Paperles W Eelect Notification Option¥Ghange E-mail Address)

Pay Statement Summary

This page displays the pay statements available for viewing. To view pay statement detail, click the appropriste underlined pay date. You may elect whether or not to receive a printed statement of pay. To change status of

printed statements, click Go Paperless to complete the set up. Click Previous to continue.

6 Found

Pay Date Check Humber Gross Pay HNet Pay 1 Het Pay 2 Het Pay 3
04/15/2009 $ $.00 $.00
03/31,2009 3 $.00 $.00
0311342009 $ $.00 $.00
0242772009 S9N $.00 $.00
0241352009 ¥ $.00 $.00
013042009 S9N $.00 $.00

. Previous .

Fig. 1. Pay Statements Options

The new web pay statement can be accessed by logging in to myJH at https://my.johnshopkins.edu and

clicking the fAimyPayodo icon on the | elft me.nu bar to ac

option screen (Fig. 1). n th|S ISSU€e.

From the Pay Stg'tements option screen you may sglect a Pay Da'lte toVIBW |1 New Web Pay Statement

details of a specific pay period. If you currently receive a paper Direct Deposit

advice, you may opt to Go Paperless 8 to stop receiving paper copies of 2. Workstation Setup for SAP

your statements and access your statements online, Select Notification o

Options & to receive e-mail notification when a new pay statement is 3 /4. Working in BW

available (usually the day before pay day), or Change E -mail Address 9 to :

( y y pay day) 9 5 Preventing report

change your e-mail address for both pay statements and annual statement
notifications.

A sample print with a detailed explanation of the new pay statement is
available at:http://ssc.jhmi.edu/payroll/DataFiles/WebPayStatement.pdf. If
your name has changed since November 2008 you may experience a
problem accessing your pay statement. If you have a problem, or a question
about the new pay statement, contact Payroll Shared Services at
payroll@jhu.edu or 443-997-8146.

6. SAP Security & Workflow

7 1 8. Changing the Business
Partner Number.

9. Meet the User

10. Editing an Online Payment

End
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Workstation Setup for SAP By Kevin Comegys and Gordon Dean

A wide range of devices are in use at Johns Hopkins that connect users to SAP. Maintaining the correct

configuration of these devices is the responsibility of Local Area Network (LAN) Administrators. It is

important to consult your LAN Administrator when considering any changes to the configuration of your

computer or when considering adding or reconfiguring any of your software. In all cases, have the

designated administrator perform the work. Call 410 -955-4357 or 410 -516-4357 (5 -HELP or 6 -HELP) or
email help@jhmi.edu to be put in contact with your LAN Administrator.

Recently, a good example of the need for LAN Admin assistance came up when Microsoft released

version 8 of their Internet Explorer (IE) browser. At this time, the Enterprise Business Solutions team

cannot support the use of IE 8 to access SAP at Hopkins. If IE 8 is installed on a computer, it will

interfere with the correct performance of SAP. If it has been installed, IE 8 must be fully uninstalled to

prevent residual elements of the browser software from continuing to effect the functionality of SAP on

your computer. Following its removal, a suitable replacement must be installed in its place 0 both tasks
for your LAN Administrator.

SAP and IT@JH can support only software versions known to be compatible and function properly in their
prescribed use. In particular, older versions of software frequently become outdated while the newest
versions must be rigorously tested before being released for general use. The following information will
help identify the versions of software currently acceptable for use when accessing the SAP application
suite at Johns Hopkins:

Operating Systems:

e For PC-based workstations, SAP requires the use of either MS Windows XP or MS Windows Vista.

e For MAC -based workstations, SAP requires the use of OS X 10.2 or above. This includes Jaguar,
Panther, Tiger, and Leopard.

Internet Browser:
e For PC-based workstations; Internet Explorer 6.0, SP2 or 7.0, or FireFox 1.5, 2
e For MAC -based workstations; FireFox 1.5, 2

Pop -up Blockers:  All pop -up blockers and all third  -party browser add -ons (including toolbars) MUST be
inactivated when using SAP at Johns Hopkins.

Sun JavaE Runti me Envi rBonsomeerfunctiqns), &g attaching documents in Travel
Manager and Online Payment, an appropriate version of the JRE must be installed. At this time, SAP
supports the use of any JRE in the 5.0 or 6.0 family. A LAN Administrator can install the appropriate
version of JRE.

SAP GUI ( WinGUI, MacGUI, R/3 Enterprise  ): Iftheend -user requires access to the
AR/ 3 EntéeMACI ©80 SAP Port al roles, an SAP Graphical User
The type of SAP GUI will differ based on the Portal role(s) assigned and operating system installed on the

local workstation(s). A LAN Administrator can install the correct version in all cases.

Back Cover Next
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Working in the Business Warehouse: Characteristics,
Properties, and Key Figures KeBly Haggar

The Business Warehouse (BW) now supports over 350 separate reports. These reports
are, by design, extremely flexible. The default view is usually generic, to make the
information useful to the greatest number of users. However, many users have specific
reporting needs. The following information is intended to help you customize reports to
meet those specific needs.

1. Characteristics.

Characteristics are the individual non-numeric data elements in a report. The characteristics in the rows
section determine the default display. You do not have to display all of these characteristics. To remove one
or more, click the remove drilldown icon (Fig. 1) and the characteristic will
o Eﬂ, Z move down to the Free Characteristics section and out of the active
display and will no longer appear in the report. Likewise, to add a
Valid from P S B S8 characteristic to your report, you can select the drilldown icon in the rows
(o]
a

* Rows
Employee

Walid to Eﬂ, 8¢ of a characteristic and it will move up to the rows section and display on
Work Schedule Rule [B S8 thereport.

Fig. 1 Remove Drilldown

2. Properties of a Characteristic.

Properties are also known as attributes, they describe the characteristic and its display. To find the properties
) _ of a characteristic, right click on the display and select Properties (Fig. 2).
Wearking Warkine The properties of the

Validto  Work Schedule Rule Hows  Hours e
475 Characteristic will appear. If we

12031 /=999 DAY 03 750

12/31/2999 C HemF,hm select Work Schedule Rule, the gy Test v | [Standad v

:;21 33; E;i:l :girﬁx:?ﬂjemis prpperties are limited, but useful ., Key -

1213143933 C Fifter and drilldown sccordingto  » (Flg 3). You can change the Sort Direction Azcending W

120312998 T display from Text to Key and

Drilldosn " Suppress Results Rows  Akways W

126158898 © L ' ork Schedule Rule with Text, change the sort order _ -

1218993 L e Dribdown option from Key to Text, the Sort L Transfer |[Clese

132: 333 ESWEP fuxes Direction from Ascending to Fig 3 Properties of a Characteristic

12051 /3999 | © Sort Work Schedule Rule + | Descending, and allow the

12/51/8999 € Euport as + | Results Rows to display or be suppressed.

12318999 C

12/31/8993 T Gumprmmm* Now to look at something more i v [eamim v

AmERRRR _ elaborate, a partial display of serty -

Fig. 2 Selecting Properties the properties of Employee. e s

Right click Employee; we now see the same properties that we saw s i - 2 e :

on Work Schedule Rule at the top, but we also have an additional [ dawassrat ™ | [Surdwd w -

feature, Show Following Attributes (Fig. 4). Click a check box to SR =T ee -

display an attribute (property) in a report. This attribute cannot be i T s I

sorted or filtered. Some attributes are also listed as Free T — '.:

Characteristics in the report. :'::“ CHr | ET=T L
o —— —y o

(Continued on next page)
Fig 4 Selecting an Attribute
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3. Key Figures (Continued from  previous page)

Key figures are the numeric values in BW reports. They can be identified in a report by the alternating white
Warking Working Monthiy Working | Employment| @nd colored lines (Fig. 5). Most reports have Key Figures, but not all
sdule Rule. Hours  Hours  Hours  FHours  Percentage of those displayed in a generic report may be useful to you. Key

750 3750 16250 1,950.00 938 _. : ) .
750 3750 16250 195000 a5 Figures can be moved .ar_ound in a slightly dlffe_rent way than we use
750 3750 16250 135000 338 to move free characteristics. For example, to display only

750| 3750] 162.30/1,350.00 %38 Employment Percentage, click the filter icon for Key Figures in the
e =° columns section. A pop-up window will appear. By default, all the
750 3750 16250 1,85000 938 o s - A pop-up ' ppear. by X '

750 3750 16250 195000 a3s EXisting Filter Values (Key Figures) are checked (Fig. 6). Uncheck all
780 37.50 16250 195000 938 except the Employment Percentage and then check the Transfer

750 3750 16250 1.950.00 938

button (Fig. 7). The report now displays only the Employment

Fig 5 Key Figure Display in a Report Percentage key figure.

Lol LU Graghical display ormatiofli ps:/fdvLixXbw.erp.jonhnsho
Work Schedule Report Existing Filter Values
[Toggle Nav Blodk] [Variable Screen| [Printing] [H D Daity VWorking Hours
Existing Filter Values )
Weekly YWorking Hou
¥ Rows = [] Daily Warking Hours | AT
Employes : % g [5] Weeky Working Hours [] Monthily Hours
Vahid from Annu ki
e o @Yy B [#] Morithiy Hours O f_ﬂﬂw—’
Work Schedule Rue ™| [, 52 29 [¥7] Annual Working Hours Employient Percentage
* Columns ﬁ [#] Employment Parcantages llew Fitter Values
ey Figures Ed AT gggq  lew Fier Values Key Figures
~ Free Characteristics é augd ey Figures Macimum Number of Hig 200
Employee Group i \2| |saefl  Medmum Khmber of Hits 200 _
I | Find
9559 in
Employee Subgrove | [ 2 -] B Hey Fioures
Employment Status BB ¥ Hey Figures - s -
Organizational Unit B B %99 Salact All|| Deselact| | Select Deselect
Pat-Time Employee AT =Y )
Personnel Area BE3 9 [[Transter |[Ciose] Transter || Close |
Fig 6 Key Figures all selected before Filtering Fig 7 Key Figure Filtered

As you can see from these examples, BW reports are extremely flexible and adaptable. They are capable of
displaying a great deal of information. They also provide you with all the tools to change a generic report into
a report meet your specific needs and then save that version of the report as a favorite.

DID YOU KNOW: There are a large number of reports available to you if you have the roles to
access them. Information on the available roles to access the Business Warehouse are available from
SMART at: http://webapps.jhu.edu/smart/RoleLookUp.aspx.

For basic Business Warehouse training contact the appropriate training program:

for JHU: http://training.jhu.edu and for JHHS: http://www.hopkinsmedicine.org/sap.

AWor kfl ow Change f or JHH BylLokixEekertu t

The workflow for JHHS executivebs travel and exp
executive travel and expense reimbursements submitted will be vetted through one approver and

one reviewer. After creating an executive travel or expense reimbursement, workflow will route it to

the AReports too person for that executive. Afte
JHHS for a final review.

This new workflow will ensure that these requests are properly approved and reviewed with tax
issues in mind.

Back Cover Next
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Running SAP Transactions in the Background to Preven
ATi me Out O By Miles Ha

A |l arge number of R/ 3 t r ans actad bagicallyreportsS
that do not process or post anything to the system (e.g. FBLIN T Vendor Line Item
Display, FBL3N - GL Account Line Item Detail, S_ALR_87013605 - CO/FI Reconcil.,
etc.). When running an SAP transaction, there is a ten-minute time limit before the job
Ati mes out. o To prevent a | ob -GG
the background where there is no time limit.

ICEQ  DHE Bnan | FEE I
lay

Execute
Execute and Print Cirl+P
Execute in Background Fa
Euit Shif+F3

The following is an example of how to run FBL3N in the e

GIL account gannat  [a) to

background: Commpany sz i m
Fig. 1 Execute in Background.

S
G
e

Lele]

Go to the FBL3N transaction and enter the parameters needed to
acquire the desired output (i.e. business area, document number, etc.). When the () e eere e mee et I
transaction is ready to be executed, click Program then Execute in Background IL

(Fig. 1).
In the fABackground Print Parameterso

Aerjon -

\ect

Alerevent

‘iate

I n the Start Time window (Fig. 2), se
A green message bar will appear at the bottom of the screen indicating that the v ol

ABackground | ob Wwig @ Exscateneanddiate e d f
(program . . . .0

Utilities

a jEE QOoOHR DDLO F
Output Controller: List of Spool Requests

@Q&ﬁ%l@ IR EEEEEEE

Spool Reguest  Edit  Goto

Go back to the main SAP menu and run SP02 - Display

T Display in Maximum width_] Spool Requests (Fig. 3). This transaction will allow you to
Spoal T Dat Ti Stat P Tit1 . . .
e A ksl L i monitor the progress of the job. When the SP02 screen is
(@ 14719 04/16/2009|15:55 Na1t1ng€,27? "LISHS LPO1 RFITEMGL_MHA . . . i . .
PE— N . first opened, no jobs will display. Periodically select the
1 Spool req. heing proc. Refresh |C0n Once the jOb Setlings for Spool Reguest Display
Fig. 3 Output Controller. has run, it will display with | s cames
o . . . ORaw
the status of Waiting. Check in the white box to the left of the job and © Heragecimal
then select Display in Maximum Width. Displaraca X
@ From page 1 To page 1277
(The last 10 pages

The system will only display pages 1 to 10 of your total output. At the ——

bottom of the output screen (and also on the previous SP02 screen) the o f::::j;nm”
total number of pages of output is displayed. To view all pages, select the | - Femanentyeren sz jogons
Settings icon at the top of the output screen. A new window will appear  (v)x

(Fig. 4). Change the fAFrom pageo0 &FiydSpdollRequeptBigpleyo f r om

in this example, 1,277 and then click the green check.

A warning window will appear indicating fiémemory oVeée
window. If your output is large, it may take a few minutes for the output to reappear. Once it does, you can
view this output on the screen, download it to Excel, Access, etc., or print it.
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SAP Workflow & Security By Sam Press & Sherri Flaks

1. Removing Terminated Workflow Approvers ét o avoi d work items that get fAstuck

When an employee who is an approver in any of the SAP workflows is terminated, consider:

e |If the employeebds position is not i mmediately filled, wo
These work items will not be processed. Some of the workflows have been enhanced to bypass terminated positions
and find another valid approver. However, there are still workflows, such as Eforms and Non-Payroll Cost Transfers,
that will route items to vacant positions. To prevent this, use the ZSR transaction to remove the workflow
responsibilities from the position.
e Itis advantageous for approvers to assign a passive substitute to serve as a "standby" to retrieve work items from an
approver who is unable to process his or her work items, including a terminated approver. If an approver is
terminated with unprocessed work items in his or her Inbox or continues to get work items after termination, a
substitute (who has the appropriate role) can retrieve those work items for further processing.

If a terminated approver is identified who does not have an assigned substitute, a Workflow Change Request form at:
http://www.jhu.edu/hopkinsone/Support/documents/SAP%20W orkflow%20Change%20Request%20Form.doc

must be completed and emailed to SAPW orkflow@jhmi.edu to assign a substitute. In the future, this form may be
incorporated as another action type in the ZSR transaction.

2. Business Warehouse (BW) Human Resource (HR) Reports - How are they secured?

The roles assigned to BW users allow access to a group of reports. For access to HR and salary data, there are two
most common BW-HR roles and they have different security:

Common BW -HR Roles: \ Security Considerations
HR - Finance Admin View

This role and the generated BW reports are Security to these reports is controlled by specific Cost
geared towards managing charges to specific [Centers (or ranges of Cost Centers - like a Business
cost objects. Area) Internal Orders and/or WBS elements assigned
to Users' positions.

Includes the reports:

1. Salary Distribution by Individual Users with access to the ZSR transaction can
2. Labor Distribution - Total $/Hr. maintain (add/remove) the cost objects for BW
3. Summary of Gross Salary security and also display the values assigned to a

particular user.
HR - Payroll Admin View

This role and the generated BW reports Access to the data in these reports is restricted either

include additional HR information (e.g. by (see 1 below):

sensitive information like Social Security Personnel Area - such as a JHU Division or JHHS

Number). entity (e.g., UNO1 School of Advanced International
Studies, HS02 Johns Hopkins Bayview Medical

Includes the reports: Center)

1. Complete Labor Distribution Organizational (Org) Structure - Org Structure

2. Salary Detail Report security gives access to data pertaining to positions

3. Personnel Actions by Employee and personnel with the Users' own HR Org Unit, and

4. Employee Master Data Org Units beneath their own (see 2 below).

1: Users cannot have roles with both Personnel Area and Org security schemes because the combination
results in a security conflict. It is important to determine the most appropriate choice based on the User's
responsibilities.

2: If a User has a role secured by Org Structure and he or she needs access outside of their own Org Structure,
access to additional Org Units is requested using the ZSR transaction (see Job Aid).

Back Cover Next
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Meeting the User 6s Needs: Ma K |
Partner Numbers By Trisch Sadowsk

What is a Business Partner Number?
Every user who has access to the Supplier Relationship Manager (SRM - the

shopping / purchasing transactions in SAP) is maintained in the SRM

Organizational (Org) Structure and is identified by a uniqgue Business Partner Number. This number
identifies the user, much as the Personnel Number (PERNR) identifies the user in the Human
Resources Org Structure. All documents created in SRM contain the Business Partner Number of
the user who created the document (shopping cart, purchase order, good receipt, etc).

Why am | not able to access certain SRM documents?

In order for the documents to be accessible (to do goods receipts, make changes to purchase
orders, etc) the Business Partner Number of the user who created the document must be active.
When a user leaves the organization, his or her Business Partner Number is inactivated in the SRM
Org Structure. There are also occasions when the Business Partner Number changes when an
employee changes position within the organization.

How do | access the documents created by someone who left the Organization?

A new process allows us to change the Business Partner Number on ALL SRM documents created
by a particular user during a specific time period. For example, if Mary Jones leaves the
organization and Steven Smith is hired into her position, we are able to change the Business Partner
Number from that of Mary Jones to that of Steven Smith on all documents that Mary created while
she was employed in that position. When requesting this change, please be mindful of the time
period that you want to change. Our recommendation is one year, unless you are sure that there are
still documents older than one year that still need to be accessed for goods receipts, etc. The way to
request this change is to send an email to: SAPHelpDesk@jhmi.edu with the Subject Line:

Business Partner Update.

The following information must be included:

Name of Old Business Partner : the person who created the original document

Name of New Business Partner: the person who will be accessing the documents

Document From and To Dates: (e.g. 10/1/2008 i 3/31/2009)

Once the documents are changed, you will receive an email advising you that the change has been
made. (Continued on next page)
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