Getting Started in SAP



Opening SAP

= Double click the SAP icon on your desktop

= An Internet Explorer browser window will open and start
execution of the SAP system.




Opening SAP

|

l@ﬂf‘ - |E‘-’" https: |fsap.erp.johnshopkins., edufirifportal

Fle Edit “ew Favorites Todls  Help @ Convert  + [ Select

& |z Please wait whils the S&P ECC LT For Windows 12335, [ |

To help protect your security, Internet Explorer blocked this site from downla v, Clickor options...

Welcome Anna Carlen What's the Riskr

ielcome _ Knowledge Network JIIE) BW Report Center More infarmation

Welcome to the Johns Hopkins SAP Portal!

F  Payment Advices sent by US Mail in Error

There was a problem, beginning, Friday, November 2, 2012, that rezulted in payment advices inadvertenthy being produ
mailed to employees who received reimburzements through Direct Deposit. A notice was mailed rather than emailed az ex
The problem was rezolved az of Thursday, Movember &, 2012. Payment Advices will again arrive in yvour email inbox. Thal
yvour patisnce.

Posted 1111212 at 5:24 PM



Opening SAP

/— Getting Started - SAP NetWeaver Portal - Windows Internet Explorer

File Edit Yiew F File Download

w R |z Getting Do you want to open or zave thizg file?

Welcome Employee |_|__1_ Mame: Ex.sap

- Type: SAP GUIT Shorkouk
I% From: =ap.erp,johnshopkins, edu
Getting Started

Open J‘L Save ]E Cancel I

Always ask befare opening thiz bype of file
Welcome

F  Paymen
There was a

harm your computer. If wou do nat tust the zource, do not open or

; save thiz file. What's the risk? ¥eing produce
mailed to emp emailed az ex

The problerm « nail inkbox. Tha
vour patience
Posted 11/112/12 at 5:24 PM

@ whhile files from the Intermet can be uzeful, some files can potentially




Saving SAP Actions to Favorites

L rganization Managernent Ubject Create-Mantarn

[¥ I HRPA - Maintainence m FI N d t h e SAP

b Quota Owvervien

"3333 Fast Entry

2 1SR Workflow Work Itern Locator
) Time Sheet: Display Data

2 Cumulated Time Evaluation Results
r2) ISR Deletion Prograrm

o Infotype Log Report for PA20 Delete
) User Information System

2 Raoles by Complex Criteria

2 Simulation payroll accounting 10
o Infotype Cwerview for Employes
) E-FORM

) Change Entry/Leaving Date
T

S (=] Feport

A RE S Gl 2 Execute: Display HR Master Data
2 Maintain HR Ma:

) Personnel Actic
2 Maintain Job Display documentation |

(22 Mairtain F'C'Sitil(gdd to Favorites r

&2 Maintain Organ Create shortcut on the desktop
2 Off-Cycle wWiorkl o

2 Off-Cycle Workbench LSA CE |
0 Pending ISR's by Payrall
2 Output Controller

Execute in new window

action you
would like to

add to
Favorites

Right click and
select "add to
Favorites”

The action will
now also
appearin
Favorites



Getting to Master Data




PA20 — Master Data

HE master data Edit Goto Extras

& 2 0 C0e DHE SnoDn EE @ m
Displfay HR Master Data
S 2

Persannel Mo, Eﬁ’\I Pers. Assgn El @

Basic Personal Data | Payroll | Time | Benefits | OrganizationfPositions | P (|, [« ] »]=]

| |infotype text s | || [Period
| & ctioms [~]| | ® Period
| |Orgar‘nzatn:|r‘ual Assignment EI Frorm To
| |F"E.-r5|:|nal Ciata | Today C_Curr week
[  |addresses 1Al i Current month
| |Family rMember/Dependants ' From curr.date I Last week
| Edlucation ' To Current Date i Last otk
| |Cther fPrevious Employers LCurrent Period I Current Year
[  |skills [=] ™= Choose
| |Obiects on Loan [=]

Direct selection

Infotype ST

Display HR
Master
Data will
Oopen as a
blank
screen.



Buttons in PA20

Overview (Shift + F8)
Lets you see the big picture for that
infotype.

2
!

. Let's you see the details for the last
Dlsph] {F?] action on that infotype

Exit (Shift + F3)
COQ LHE HDOH BE @

Back (F3) Customize Layout
Cancel (F12)

MNew Window




Customize Layout

= After clicking this ICON, click

Theme: Enjoy Theme

(] Visual Design

(] Interaction Design

(] Accesshiy & Scipting
(7 Mullingual Settings
(] Locd Data

(] Traces

(] Secuty

System [nfomation

]

Search

SAP GUI FOR WINDOWS OPTIONS

Afust kevboard setings, visualization options, audio feechack, and various other
aptiong in accordance with your persanal preferenices.

‘ K. H Cancel ‘ ‘

Aoy H Help ‘

Restore Defauls

L5

= (lick on the Interaction Design Folder and
then on the Visualization & Interaction Link

(UL Opfions - R3P

Therme: Enjov Theme

I IeJv]

(7 Visual Design

= 1Y Interaction Design
keyboard Settings
Wigualization & Interaction
Motifications
Contral Services
Sound Settings

(7 Accessibiity & Scripting

(7 Multilingual Settirgs

(] Local Data

(7 Traces

[T Gecuity

System Information

El Search:

Curzor Width
The settings are only for input fields of screens.
() Marmow cursor

[ Use black cursar in avenwrite made [OYR]

@) wide cursor

Controls
Shaw keys within dropdawn lists
Sort by keys within dropdown lists for most efficient keyboard input

Batch Input
Dialog bow for 0K code

Ligts

|5 tewt cursor within ligts
Show lines in lists

[ Underline links in lists

‘window Title
[ ] Shaw additional infarmation in the SAP GUI windew tile

oK H Lancel ‘ ‘

Lpply H Help ‘ Restore Defaults




Finding an Employee

If you know the pernr of the employee you can
enter it in Personnel No. and hit enter.

Display HR Master Data




Searching for an Employee

Pers. Ass0n El E" el

Personnel Murmber (1)

Last name - First name '! Perzon D '! Perzonnel 1D Huphe

Under the tab LAST NAME -
FIRST NAME, you can
search by entering the First
and Last names of the
employee

Last name Mathias
o First name @ Jerin

s o el

Per—
e Personnel Murmber (1)

Ferzan |0 ' Personnel 1D Mumber 'f Orgarnizational aszignrment 'E TRIF i|i ElEI

Pers. [0 modifier

3 ID number 123456789|
Perzonnel number

~  Start Drate

End Date

[ P WS T

Personmel Mumber (1)

Last harme - First name % Ferzan D k Perzannel 1D Murnber li Organizat... I by IEI EI

Last name If you are unsure of the spelling,

you can use an asterick with some

Firzt mame
sl of the letters you know are correct.

Under the tab PERSONNEL
ID NUMBER, you can also
search by entering the SSN
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Basics of PA20’s main page

Display HR Master Data

If the employee has multiple
positions - you can switch
between them in this

90003603 PHYSICAL MEDICINE A1 2 || FTTE dropdown.

e dem e
J m This section shows the

basics for the employee:

Basic Personal Data | Payroll | Time | Benefits | Organization/Positions | P lr‘” 4] 'S pr:::::n
LY EE Group/Subgroup
Infotype text Period "\ PersArea
@ Period
Organizational Assignrment o From To These tabs let you chose a
Personal Data o () Today Ot awveek category for infotypes
| |Addresses 4 @ (I Current month
Family Member/Dependents w I Frarm curr, o iLast week
ECUCaTIon (i To Currert Date () Lastermeg Breakdown of infotypes
CitherPrevious Emplayers O Current Period OBtz under each category/tab.
_zﬂ;cts o % |E Sigzes l If there is a green
— checkmark, it means there
Direct selection is information under that
Infotype Actions STy topic.
Y Vs

You can type the infotype
number here -as a sl112u:|rtr.:ut
to finding it within the list.




Working with Infotypes — Personal Data

Basic Personal Data Payrol Tirme n B as | C Pe rsona | D at a
Infotype text 5. = Actions (is found under ALL tabs)
Actions W |+
Organizational Assignment v = Organlzatlonal ASS|gnment
Personal Data i
e v = Personal Data
Farnily MernberDependents o
il = Addresses
Othet fPrevious Employers (] E me rg en Cy C o) nt a Ct
Skills = ‘
Objects on Loan o [+ e Educat|0n

= Skills
= Residence Status

13



Pers, Mo,
Marne

EE groLup

EE subgroup
[ choose

Start Date

11/01/2012
09,/27f2012
09/01,/2012
0812 2012
04/01,1995

Actions—IT-0

20003509 Pers. Assgn 00002602 PHYSICAL THERAPIST .21 %
Jenn Mathias Position  PHYSICAL THERAPIST Active

1 Full Tirme Persarea HSz20 Suburban Hospital Inc

23 W1/B1 Hrly Mon-Exmpt PSubarea HOO1 Regular

017011300 to 12/31,/9939

End Date Lct, |Action Type ActR  [Reason for action Cu E i
12f31/9999 JF  HEMN Employves Reassign.. 01 Promotion 5 B
10/21/2012 03 HEM Hours Change oz Decrease in Hours 5 B
09/26,/2012 14  OHEM Salary Change o1 SrnualMerit Increase =3 3
02/31/2012 721  Current Conversion:Active 3 3
02/11/2012 FZ  [Initial Conversion 2

Provides overview
on the actions that
have occurred with
this employee

= Hire

= Salary Change

= Reassignment

= Hours Change

= PAC

= Termination

14



Actions—IT-0

Overview Actions (0000)

@

Pers, I 'gnnuasng"_ __.pﬁrg,;gé's'@ﬁ 90003&09 PHYSICAL THERAPIST .. & -
Name |  Jemn  Mathias F'n:ns|t|@r‘i - PHYSICAL THERAPIST Active
EE groL :..l.:‘_'" Fgu'll'_ i  Pershrea | HS20 SL?qurban Hr:usmtar Inc
EEELJ}IUQJ’ 23 WiﬁE}I’Hﬁy'Nmn E:”;m‘qat PSL#:rarea ‘HOOL ﬂegmar
@m:m TlelelBDD to 12;31;9999 "
Ctart Date  |End Date Act, |Action Type ActR [Reason for action Cu E Il_ﬂ
11f01f20412 12{31/9999 [F JHEM E i 1 Prormotion 3 3;:Elj
=%
001,20 O2f26/2012 04 (HEN Salary Change il ErnualMerit Increase 3
f1zf EEIl't 02/31/2012 721  Current Conversion:Active 3
‘ 04Y01/1994 02/11/2012 72 Initial Conwersion
\ | ol
N
| X

To view more details on an action - select that line item by
clicking the button which will highlight it - and then selecting
the magnifying glass




Actions—IT-0

Display Actions (0000)
B

sAssgn 0003609 PHYSICAL THERAPIST 9.. B

P =

Mathias

Re

hng 11/21/2012 | ACARLEN1

| Personnel action
Action Type 15 JHEM Hours Change

Reason for Action 0z Decrease in Hours

| Status
CLstormes-specific 3 Active
Ernployrent 3 Active

| Organizational assignment

Position 50072615  PHYSICAL MEDICIME AIDE
Personnel area H3Z0  Suburban Hospital Tnc
Employee group aL Full Tirme

Ernployes subgrop 23 W1/B1 Hrly Mon-Exmnpt

| additional actions 7

Start Date . |Action Type Reason for action

09f27 2012 OHEM Hours Change Decrease in Hours




Pers. Mo,
Marne

EE group

EE subgroup
2 selection

Start Date

Organizational Assignment — IT-1

20003509 Pers.bssgn 20003509 PHYSICAL THERAPIST . E n\'{;?
Jenn Mathias Position  PHYSICAL THERAPIST Active
1 Full Tirme Perstrea  HSZ0 Suburban Hospital Inc

PSubarea  HOOL Fegular

CoCd |PA  |EEGrp [ESgrp (Cost Center |Cost center |[Org, Unit  [Position Job keyE

11/01/2012 OHEM H520 1 23 GO074370958 PHYSICAL T.60099999  THERLICR .. i

08f12/2012 OHEM HS20 1 23 HO07437098 PHYSICAL T.60099999  [TCHCRTLE .. =
Default po .

04011996 IHEM H520 2 £

* Doing an
overview into
the Org
Assignment will
let you see how
many updates
this InfoType has

= You can then
click into the
individual items
to find out more
information or
what changes
were made
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Organizational Assignment — IT-1

Pers. Mo, boonzsng Pers, &5500 O0002509 PHYSICAL THERAPIST . &1 %
Marme Jent Mathias Position  PHYSICAL THERAPIST Active
EE group 1 Ful Time Perstrea HSZ0 SubLrban Hospital Tnc
EE subgroup 23 W1/B1 Hrly MNon-Exmpt PSubarea HOOL Regular

Start 1170172012 to 1273179999  Chng 1172172012 ACARLENL

Enterprize structure

CoCode JHEN  JOHMS HOPKIMS ENMTERPR. ..

Pers,area H320  Suburban Hospital Inc Subarea HOO1  Regular

Cost Ctr 6007437098  PHYSICAL THERAPY Bus. Area &00 SUBLURBAMN HOSPITAL, I..
Fund 1060000000  SUBURBAN OPERA .

Personnel structure

EE group 1 Full Time Payr.area El  JH Bi-wWeekly

EE subgroup 23 W1/B1 Hrly Mon-Exmpt Contract B
Crganizational plan rninistrator

Percentage 100.00 Persfdmin 3UI SHHS HR DPT

Dsition 500726le  THERLICRE-CS Payradmin P12 SUBLURBAN HOSPITAL

( PHYSICAL THER.&F‘IS}

Job key 00000000

Exempt

rg. Lnit 60003171 /009999999
Physical Therapy

= Taking a closer
look at the most
recent record -
11/01/2012 - we
can see this
update was from
the promotion
action on
11/01/2012

= On this detail
page is:

= Position
Number/Title

= OrgUnit
= PersAdmin/Payr
Admin

18



Personal Data—1IT-2

Display Personal Data (0002)

Pers. Mo,
Mame

EE group

EE subgroup
Start

Marne

Title

Last narme
First nare
Middle narme
Second title
Suffix

Marme

HR. data

Birth date
Language

Mationality

20003609 Pers. Ass0m S0003609 PHYSICAL THERAPIST .. & Q;a?
Jenmn Mathias Position  PHYSICAL THERAPIST Active
1 Full Time Persfrea  HSZ0 Subrban Hospital Inc

23 W1/B1 Hrly Mon-Exmpt PSubarea HOO1 Regulat
0s/08/1978 To 1273149999 Chog 1171672012 ACARLEN]

4 Mz, E Mame Format 00
Mathias Birth name
Jenn Second name
Wy
E Mickname

L]

Mathias , Jenn

Gender
05/08/1978
EM English
LIS Armmerican LIS &

(i

The data on this
infotype can be

updated using a
PDCISR

"= Name
correction/change

= Birthdate

= Nationality

= Gender

= SSN (hidden on
this infotype)

19



Addresses —IT-6

Overview Addresses (0006)

30003609 Persissgn 90003609 PHYSICAL THERAPIST .. & -
' PHYSICAL THERAPIST  Active

Jerm ‘Mathias Positicn

1 Full Time Pershrea H520

OGN (#)To 12/31/9999

_ (H320 Emhanlﬂfusp@a?mc
© W1/BL Hrly Non-Exmpt PSubarea HOOL  Regular

. Start Date  |Address

Telephone nio.

2nd Address Lir'|

Permanent Residence (1) |y pari2/2012 6008 Belle Court

2024150930

Work Physical (4) & 02/12/2012 Ba00 Old Georgetown Rd

20138953100

02122012 Bae00 Old Georgetown Rd

2013953100

Waork Mailing (5)




Emergency Contact—1T-21

| 7 Emergency contact

_ erSDn
| Last name Mathias
First name Bob Initials
Title El
Gender (CiFemale (® Male
Birth date Ref.Pers.ho.
Telephone number 555 S55-5555

N e
\

To view Emergency Contacts - select Family Member/Dependents and
type 7 in the Sub InfoType box




Education —1T-9022

Display Education (9022)
=)

A | 90003609 PHYSICAL THERAPIST .. 8 %7
Mathias ' P - ;

11/21/2012 !ACARLEI-Il

Diegree LA Bachelor of Arts
Degree “ear Terminal

fears of Education

Institution SHIPPENSBURG UNIV PA Keycode - used

Country Code iE < in IS.Rs to
: provide the
university name

Branch of Study 1
Branch of Study 2




Skills — I T-24

List Skills (0024)
Q7 0@

e



Residence Status — IT-g4

Display Residence Status (0094)
Pers. Mo, 20003609 Pers. 835590 00002602 PHYSICAL THERAPIST .21 %
Marne Jenn Mathias Position  PHYSICAL MEDICIME AIDE Active
EE group 1 Full Tirme Persarea HSz20 Suburban Hospital Inc
EE subgroup 23 W1/B1 Hrly Mon-Exmpt PSubarea HOO1 Regular
Start 08/12/2012 0 to 12431799399 Changed on 02/20/2012 FF_HRO1

Personal identification

Residence status G Pending 19 E)

ID type

T

Ermployrnent verification

Wiork Perrmit

(i

Issuing Authority

Work permit nurmber

Issuing date
Expiry of WP

This infotype will
display if the
employee’s I-g has
been verified.

If the approval is

still pending, it will

display as

“pending”.

= Pending I-g stops

the employee
from being able
to update their

direct depositin
ESS.

24



Working with Infotypes - Payroll

LA LR [7

(410> ] I <[]

ase Pay & Labor Distribution
|JE=ar'|l=:: Details
|JF!.E!I:LHT'ir'|I;I Payrents/Deductions
|J.-'h'.|:l|:liti|:|r|al s
| residence
|J Winr L

|J|._.|r'|E!FI'I[:I|IZI'5.I'FI'IEFI1I State
|J".-"'~"it}'|}'u:||dir'lg Info Wd WS LIS




Base Pay —1T-9027

Overview Base Pay & Labor Distribution (9027)

P00 Persssgn 90003603 PHYSICAL THERAPIST . &1 %)
23 WUBLHlyNonBxmpt  Poubea KOOl Regular
Co1/01/1800[@ T 12/31/993 STy o

- ~___ i

13‘V‘E‘eril:uzl Arnovit ‘Hﬁeril:u:l haurs
12f31/9990 F A 35.00
10312012 B ; 16.00
No0/26/2012 § : 17.00
0e/12/2012 paf31/2012 ¥ : 12.47

Start date How many hours
of new End dote Annual 1 Hourly rate or Semi- the employee is
of pay
pay Salary Monthly pay amount working in the pay

amount ATOU amount period.




Base Pay —1T-9027

Display Base Pay & Labor Distribution (9027)

Salary armount ﬂfﬁ Payrments and deductions

Pers, Mo, 0003609 Pers. Assgn 20003609 PHYSICAL THERARPIST & D\f
Marne JTenn Mathias Position PHYSICAL THERAPIST Active
EE group 1 Full Tirme Persfrea  H320 Suburban Hospital Inc
EE subgroup 23 W1/B1 Hrly Non-Exrmpt PSubarea HOO1 Reqgular
Start 11/01/2012 To 12/31/9939 Chhgd 11/21/2012 ACARLEN1
Base Pay | General Distribution

Master cost center 60074370958 PHYSICAL THERAPY

Cost distribution

CoCd #ost ctr Cxcler WES elernent Mamne Pct. sne of
JHEN, 60074370935 PHYSICAL THERAPY 100,00

Entry 1S ]

= Thefirsttabis
Base Pay —
which displays
the Hourly/Semi
Monthly Rate

* The second tab

is Distribution —
which provides
the Cost
Distribution
(cost center, ifo
ORWBS
element) and
the percentage.

27



Recurring Payments/Deductions — IT-14

Overview Recurring Payments/Deductions (0014)

| so00360s | Persassgn  ODDO3600 PHYSICAL THERAPIST Bl :
é&m PHYSICAL THERAPIST o
ﬁﬁiﬁﬂx&a HS20  Suburban Hospital Inc

Wage Type Long Texy|From Croy
ol Supp STD 0sf12f2012 12/31/9999 10,88 Ush

[ /|

Date
Range of Amuunt of
Payment/Deduction
Payment/
Deduction




Additional Payments — IT-15

Overview Additional Payments (0015)

: 9[.[,[,35[.9_': p%mﬁ - 90003609 PHYSICAL THERAPIST .. Eli_.
_-IJ £t -'-i-![athiasl - d?ﬁﬁl’ﬁlflﬁl W}Eﬁl@h%ﬂﬁ?ﬁf” Aﬁﬁﬂﬁf
L Rl Tme Perstiea M2 Suburban Hosptd Inc
P 25 WUSIHbNonExmpt  PSubares HOOL  Regur
' | 12/31/9993 5Ty,

O ot rcy (I Murnber Uit ¢

2,000.00 WS 0.o0

|
R A

Date of

Payment
(Bonus)

Amount of Payment (Bonus)




Working with Infotypes - Time

~ BascPersonalData | Payrol
|_ Infotype text

|JF'|E|F|I'|E!E] Wiorking Tirme
|J.-'i'-.h'5-EF|EE Cuotas

|J|::gu|:|ta 8 fions

|JTir|'|Ee Quota ¢ 5

|JTirnEe Transfer Specifications
|J.'L"-.t|-_=.er'u:e-_=.

|J.'£'-.tteru:laru:e-.=.

|JTirne Sheet Defaults




Planned Working Time — IT-7

Overview Planned Working Time (0007)

0003808 Pers.Assgn 90003609 PHYSICAL THERAPIST . & .

. il F‘EPSIHEIH - PHYSICAL THERAPIST ﬁl:fweg-_
1 Pers.&raa HSEIj: Sublurhan Hasr:uta’f Tﬁ:

_:'23 WJ,iE:L Hr{*_.f Nan- E::fmpt P&ma HOOL ﬂﬂguiar

al1/01/1800 12;"31}'9999

Ermpl,  [MoHrs "f'.f.k.th HrsfDa
DAY 03 100,00 173,33 40,00 2.00
DAY 12 95.00| 154.66| 23200 11.40
AN 12 100.00) 173.33 40,000 12.00

Start dat Total hours
.:} ne:r End date per week
Fiine of hours
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