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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. 

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

clicking the ñmyPayò icon on the left menu bar to access the Pay Statements 

option screen (Fig. 1). 

From the Pay Statements option screen you may select a Pay Date  to view 

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

advice, you may opt to Go Paperless ðto stop receiving paper copies of 

your statements and access your statements online, Select Notification 

Options ðto receive e-mail notification when a new pay statement is 

available (usually the day before pay day), or Change E -mail Address ðto 

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. 

In this issue: 

1. New Web Pay Statement 

2. Workstation Setup for SAP 

3 / 4. Working in BW  

5. Preventing report ñTime Outsò 

6. SAP Security & Workflow                        

7 / 8. Changing the Business 

Partner Number. 

9. Meet the User  

10. Editing an Online Payment 

Fig. 1. Pay Statements Options  

https://my.johnshopkins.edu/
https://my.johnshopkins.edu
http://ssc.jhmi.edu/payroll/DataFiles/WebPayStatement.pdf
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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 ð 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:  

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

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

Panther, Tiger, and Leopard.  

 

Internet Browser:  

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

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 JavaÊ Runtime Environment (JRE): For some functions, e.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 ): If the end -user requires access to the ñR/3 Enterpriseò or 

ñR/3 Enterprise ï MAC OSò SAP Portal roles, an SAP Graphical User Interface (GUI) should be installed. 

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.  

mailto:help@jhmi.edu
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Working in the Business Warehouse: Characteristics, 

Properties, and Key Figures                          By Keith Haggard 

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 

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 

characteristic to your report, you can select the drilldown icon in the rows 

of a characteristic and it will move up to the rows section and display on 

the report. 

 

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). 

The properties of the 

characteristic will appear. If we 

select Work Schedule Rule, the 

properties are limited, but useful 

(Fig. 3). You can change the 

display from Text to Key and 

Text, change the sort order 

option from Key to Text, the Sort 

Direction from Ascending to 

Descending, and allow the 

Results Rows to display or be suppressed. 

Now to look at something more 

elaborate, a partial display of 

the properties of Employee. 

Right click Employee; we now see the same properties that we saw 

on Work Schedule Rule at the top, but we also have an additional 

feature, Show Following Attributes (Fig. 4). Click a check box to 

display an attribute (property) in a report. This attribute cannot be 

sorted or filtered. Some attributes are also listed as Free 

Characteristics in the report. 

                                                               (Continued on next page)  

Fig. 1 Remove Drilldown  

Fig. 2 Selecting Properties  

Fig 3 Properties of a Characteristic  

Fig 4 Selecting an Attribute  

mailto:KHAGGARD@JHMI.EDU
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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 

and colored lines (Fig. 5). Most reports have Key Figures, but not all 

of those displayed in a generic report may be useful to you. Key 

Figures can be moved around in a slightly different way than we use 

to move free characteristics. For example, to display only 

Employment Percentage, click the filter icon for Key Figures in the 

columns section. A pop-up window will appear. By default, all the 

Existing Filter Values (Key Figures) are checked (Fig. 6). Uncheck all 

except the Employment Percentage and then check the Transfer 

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

Percentage key figure. 

 

 

 

 

 

 

 

 

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. 

Back                                 Cover                                          Next  

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. 

Fig 5 Key Figure Display in a Report  

Fig 6 Key Figures all selected before Filtering  Fig 7 Key Figure Filtered  

ñWorkflow Change for JHHS Executives                                By Louis Eckert 
The workflow for JHHS executiveôs travel and expense reimbursements has changed. All JHHS 
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 ñReports toò person for that executive. After approval it will be routed to the director of tax for 
JHHS for a final review.   

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

http://webapps.jhu.edu/smart/RoleLookUp.aspx
http://webapps.jhu.edu/smart/RoleLookUp.aspx
http://training.jhu.edu
http://www.hopkinsmedicine.org/sap
mailto:leckert3@jhmi.edu
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Running SAP Transactions in the Background to Prevent a 

ñTime Outò                                                          By Miles Haw  

A large number of R/3  transactions in SAP are ñdisplayò transactionsðbasically reports 

that do not process or post anything to the system (e.g. FBL1N ï 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 

ñtimes out.ò To prevent a job from timing out, it can be processed in 

the background where there is no time limit. 

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

background: 

Go to the FBL3N transaction and enter the parameters needed to 
acquire the desired output (i.e. business area, document number, etc.). When the 
transaction is ready to be executed, click Program then Execute in Background 
(Fig. 1). 

In the ñBackground Print Parametersò window, select the green check to continue.    

In the Start Time window (Fig. 2), select ñImmediateò and then click the Save icon. 

A green message bar will appear at the bottom of the screen indicating that the 

ñBackground job was scheduled for 

program . . ..ò 

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

Spool Requests (Fig. 3). This transaction will allow you to 

monitor the progress of the job. When the SP02 screen is 

first opened, no jobs will display. Periodically select the 

Refresh icon. Once the job 

has run, it will display with 

the status of Waiting.  Check in the white box to the left of the job and 

then select Display in Maximum Width. 

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 

total number of pages of output is displayed. To view all pages, select the 

Settings icon at the top of the output screen.  A new window will appear 

(Fig. 4). Change the ñFrom pageò and ñTo pageò from 1 and 10 to 1 and, 

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

A warning window will appear indicating ñémemory overflowò. Select the green check mark to close this 

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. 

Fig. 1 Execute in Background. 

Fig. 3 Output Controller. 

Fig. 2 Execute Immediate 

Fig. 4 Spool Request Display 

mailto:mhaw@jhmi.edu
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SAP Workflow & Security                                     By Sam Press & Sherri Flaks 

1. Removing Terminated Workflow Approvers éto avoid work items that get ñstuckò 

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

If the employeeôs position is not immediately filled, work items may continue to route to a position without a holder. 

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. 

It is 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%20Workflow%20Change%20Request%20Form.doc  

must be completed and emailed to SAPWorkflow@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 
geared towards managing charges to specific 
cost objects. 
 
Includes the reports: 
1. Salary Distribution by Individual 
2. Labor Distribution - Total $/Hr. 
3. Summary of Gross Salary 

Security to these reports is controlled by specific Cost 
Centers (or ranges of Cost Centers - like a Business 
Area) Internal Orders and/or WBS elements assigned 
to Users' positions. 
 
Users with access to the ZSR transaction can 
maintain (add/remove) the cost objects for BW 
security and also display the values assigned to a 
particular user. 

HR - Payroll Admin View  

This role and the generated BW reports 
include additional HR information (e.g. 
sensitive information like Social Security 
Number). 
 
Includes the reports: 
1. Complete Labor Distribution 
2. Salary Detail Report 
3. Personnel Actions by Employee 
4. Employee Master Data 

Access to the data in these reports is restricted either 
by (see 1 below): 
Personnel Area  - such as a JHU Division or JHHS 
entity (e.g., UN01 School of Advanced International 
Studies, HS02 Johns Hopkins Bayview Medical 
Center) 
Organizational (Org) Structure  - Org Structure 
security gives access to data pertaining to positions 
and personnel with the Users' own HR Org Unit, and 
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). 

http://www.jhu.edu/hopkinsone/Support/documents/SAP%20Workflow%20Change%20Request%20Form.doc
http://www.jhu.edu/hopkinsone/Support/documents/SAP%20Workflow%20Change%20Request%20Form.doc
mailto:SAPWorkflow@jhmi.edu
http://www.jhu.edu/hopkinsone/Support/Security.htm


SAP SUPPORT UPDATE  Page 7 of 10  

Back                                 Cover                                          Next  

Meeting the Userôs Needs: Making a Change to Business 
Partner Numbers                                           By Trisch Sadowski 
 

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 unique 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 I 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 I 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 ï 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) 

mailto:PSADOWS@JHMI.EDU
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