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Objectives:

In this course you will learn how to use BW
software to generate the following reports:

Employee Master Data (without Pay)
Date Monitoring Report
Personnel Actions By Type



What iIs BW?

Business Warehouse (BW) Is data storage
and reporting software.

There are four functional areas in BW on
which to report:

- Finance

- Sponsored Projects

- Supply Chain

- Human Resources



BW Security and Roles

In order to access BW reports, SAP R/3 Roles are required. The system
will return the message “No Authorization” if the required roles do not
exist.

For reports and required roles, refer to:
http://www.jhu.edu/hopkinsone/Support/Security.htm

You can check your role assignment in R/3 by using transaction:
ZZWF_SUO01D.

The ZSR Transaction approach to assigning security and workflow has
replaced the BW Security Role Access Request Form.

- As of 3/10/08 all R/3 Initiators were assigned the one-stop-shop role:
ZRSE_ONE_STOP_SHOP_REQ
(If you do not have this role, submit a Position Maintain ISR to request

the role)
- To learn more about this new transaction, refer to:
http://www.jhu.edu/hopkinsone/Support/documents/zsr.ppt




Getting Connected

Log into Hopkins One
Open your H1 icon on your desktop OR

Open your internet browser and go to
http://hopkinsone.johnshopkins.edu

Log in with your JHED ID and password



Accessing BW

You access BW from your portal.
Click on the BW Report Center tab.

W Getting Started - SAP NetWeaver Portal - Microsoft Internet Explorer
Eile Edit Wiswy Fawvorites Tools Help
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= Salary Commitment Change ™ (3/13)
Wile have implemented an enhancement to salarny commitment updates in Funds
Management and Grants Management. This enhancement will cause retroactive
commitment activity for salaries to post in the current FMN period. Prior to the
change. retroactive salary postings cccurred in the pernod where the commitment
was created. The reports where yvou will see changes to the posting date are:

Mon Sponsored - Financial Summary Feport
All Funds Report




Accessing BW —
Report Center Home Page

The Business Warehouse Report Center page consists of:
Role Menu on the left
Information, News and System requirements in the center

Links to Home, Manage Favorites and Custom Help on the
upper right hand corner

A BW Report - Microsoft Internet Explorer
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10:57 AM - Sponsared Reporting data is now updated in BW.
8:00 AN - Sponsored Reporting, F&A Calculations posted into BVW an 2/12/08 are currently being

loaded. Data is current through 2/171/08. This message will be updated when data becomes available.
2:00 AM - Payroll Postings to Finance data load has not vet posted for 212108, Thiz message will be
updated when data becomes available.
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Navigating BW
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vieicome Pamela Vaden Reports can be accessed
Toa e by:

MO Sponsored Frojects

PO supply Thein

[0 Human Resocurces
MO Fayroll Admin
PO Finsnce Admin

=i Role Menu drilldown

PO Owganizaticonal Management

e navigation

O Compensation
PO Dashibocand
MO EECvALE

PO Faculty

T S Role Menu Search

Department Report by Degrese

o

Employese Certificates and Licenses

" Employes Directony

" Employes Disability

Employes Experience Dates
Employes Master Data (wic Fay)

" Empgloyss Master Data (with Pay) JHL
" Employses Master Datas (with Pay-Fix
" Employes Master Data with Personal
Emgloyes Master Data-Address Data

Employes Master Datas-Emergency

[»]
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Navigating BW

X BW Report - Microsoft Internet Explorer

Eile Edit View Favorites Tools Help

Qe - ©  [x] [B] € O seorar Clicking on this arrow

Agdress g hitps://pr2 1xt|';-.'.erp._]ahnsho_nkjﬁs.Edu_.'sap,.'b',*.-,."BEl‘x?sa|: A
Menu Welcome Pamela Vaden hldeS the Ieft menu bar
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Categories .

have a. fOId er PO Sconsored Frojecs BW Mews

LI Supcly Chein \Daily Loads
o
= Hurmen Resources 03M14/08

FLo - Pagrol] Adein 1M2:20 PM - Payroll Postings to Finance data as o

PO Finance Admin
PO Bansfits
PO Time MManagemsent

11:25 AM - Grants Management Encumbrance d

750 AM - Grants Management Encumbrance da

PO Saganizational Management \updated when data becomes availahle.

[ Pamsonnel &dmin

PO Actions |Special Loads

PO Compensation 13114408

P Dsshbosrd - Payroll Financial Reporis are current through 3
PO EEC AAF |

POT Faculty 13110008

[ G=nara| Emcloyes - Benefits Data is current as of 3/6/08.

Dats Monitoring Report

— Reports have a : oot ity s

Report run times may be slower than usual for a

Emploves Cedificetes sna Licsnses

bullet

" Employee Directony 11442008
" Emgloyse Disability Regarding Payroll Postings (E210 Yacation Trns
‘| * Employes Experience Dates — thus you must use the January pericd in your sel

Emcloyes Mastsr Dats (wio Fay)

Employes Master Data {with Pay) JHU
Emplojys=s Master Dats {with Pay}-Fixsd Rate
Employes Master Data with Personal Data
Emploves Waster Tats-~Aadres: Dats

1582312007

If you experience slowness or other BW performi
jcommand center so the problems can be addre:
hopkinsanesupport@jhmi.edu

Employes Master Dats-Emsrgency Contacts 1862007
HRES Employee Report The CO mid day data load has been pushed kac

Kot Elinikle for B=hire El

Report Information
131008
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Report Types

There are two report types:

Actions

- Depend on ISR actions.

- WIill NOT show all employees — only those
with actions.

- Updated nightly.

- Examples = monthly hires, salary changes
with reasons and amounts.

Snapshot

- Show all employees.

- Will not have reasons for actions.

- Updated less frequently.

- Examples = address report, annual salary report.
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Employee Master Data (without Pay)
- This report displays various employee data.

Vielcome Pamela Vaden

Al w]

— Access the Employee
VD rnenes Master Data (w/o Pay)
~[3 tuman Rescurces report:

MO Fayroll Admin

s

[ Perscnnsl Admin

e nt JH Report Library

kO Compensation
[ Dashboard

C=Raninan Human Resources

Date Monitoring Report

e e Personnel Admin

" EBEmployves Certificates and Licenses

I et General Employee

Employese Master Data fwic Pay)

: Emgployes Master Data ::-.'\.-?th Pay) JHL E m p | Oyee M aSter Da‘ta

Employes Master Data (with Fay)}-Fix

" EBEmpgloyes Master Data with Persconal

RS (without pay)

" Empgloyses Master Dats-Emasrgenocy EEI

7] R [+]




Employee Master Data (without Pay)
Variable Screen

Optlpnal field — Options:
Variables are
not required = [l *» <
Master Data (wioPay) | = >= < <= Look-up link
@Emplny&& (Selection Option, Optional) = W Include [
@ Employment Status (Sel. Optional) = W Include |»
(T Organizational Unit(Selection Option, Required) (%) | = Include v || Insert Row

e v

Include |+ || Insert Row

@ Perzonnel Arsa(Selection Option, Required) (*)

@ Perzonnel Subarea (optional)

@Eﬂl&ndﬂr‘.’&ﬂn'r.mnth (Single Value, Required Entry} (*) (*) Required field —
E= Variables are required
Click to run report Click to validate entries

* If you choose not to populate the optional fields, the system will return report results of all accounts to
which you have access.

» Select the Look-up Link to select available options to define the variable.

 After populating the required fields, click “Check” to validate your entries then hit “Execute” to run the
report.



Report Screen Menu Bar

Across the top of the screen are three
tabs: Data Analysis, Graphical Display,
and Information.

By clicking these tabs, you are able to
change the way the report is displayed.

fAddress -@t[ https: jjpr2 =, edu/sapbw BEx*eapHanguage =EN&bsplanguage =ENACMD =L DOCATEMPLATE_ID=ZPMAP_BWREPORTFRAME

FY JOHNS HOPKINS &

< ——daden

EERLEVETE  Graphical display | Information |

Add to
Favorites

Email report
link

|7Advanced
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Employee Master Data (with pay) JHU

/

|Tz-;-;|5 Maw Ellzd-'.| |‘-fs|’isa|§ SC'EEF| |F'ir'tir'-;| |Elssk"rs'l-1| | Mo of Hz'.';5| | Ma. of CEILTP5| | EI-.IsiI| |NE'.'; '.-‘a'ir'as'.s'| | Excepticns :zraitizr's’l

Hide left
data fields

Print
Options

Return to
Variable Screen

Change the number
of Rows or Columns

Opens the report in
a new window

14



Report Screen

Remove

wr

Data Analysis Gra

\aldisplay | Information |

Employee Master Da \ith pay) JHU
[Teggle Maw Blodk| [Warid |e Sor=en] [Frinting] [Bookmark| [Me. of Rows| [Mo. of Columns] [EMail] [Mey

- Rows
Employes

Hire Date
Organizational Unit
PS Group/Grade

Pay Grade Level

Fields / Data that
are currently
displayed on

the report

O [[8 [ [[E [

EEEIE

1:0=l=)=l=l=l=l=]0s] O =] =l=d=d=d=l=]s]

Perzonnel Area

Perzonnel Subarea

- Columns

Key Figures

il
o
=
i

Annual Salary, Hourhy Pay
(2}, Employment Percent

- Free Characteristics

Agein Years
Calendar “ear/Month
DSM Code

EECQ Job Category
Emplovee Group

Fields / Data that
can be added to
the report

Employes Subgroup
Employment Status
Gender

Home Cost Center
Jdob

i

Perzonnsl Area PS Group/Grade  Pay G
UN10 | University Adminiztration | QG/U/ATO 37.5 03

COFUATO 407E 03

Filter — By clicking this filter icon a window
will open and available filter values will be
displayed. Select only those values you
want displayed in the report.

[«

N\

Add to

AR EEEREREE

A

Columns

N

|

Add to

Py
2
)
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Context Menu

The Context Menu is
accessed by right clicking
while in a report. It is context
sensitive.

Different options will appear
depending on where you
right click.

The Context Menu can be
used in addition to the
navigation block to
customize reports.

Select Fiker Walus

rilldcwsn

wap Perzonnel Area w

D
=
Remowe Drilldewsn
=

Sort Perzonnel Area
Export az ...
Properties

Qusry Properties

Fisld De=zcription
Feport De=cription
Show Repeated Texiz

Suppress All Resuliz

ith

£
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Download to Excel

Once the Report is
ready to download,
select Export as..MS
Excel 2000 File.

The system will prompt
you to Open, Save or
Cancel. Choose your
desired option.

Click on “Export As” and
“MS Excel 2000 File”

and the report file will move
to Excel

Im| Keep Fiter Valus Uoans | Stafi-

Fix Fiter Value to Axiz
Select Fitter Value
Fitter and drilldown according to  »

Drilldown F

uoons | Staff-

Swap Perzonnel Area with k
Remove Drilldown

Swap Axes

Sort Perzonnel 4reg b

I-
Properties

Query Properties

Report Dezcription
Show Repeated Texts

Supprezs All Results

[ ]

a Interne
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Date Monitoring Report

1| k]

4
[ JH - Report Librany E
FO Finsncs
MO Sponsored Projects
MO Supply Chain

[ Human Resources

]
[
K[
K[
K[
=[O

FOd Actions

MO Compensation
PO Dashboand
PO EECVEAP

PO Faculty

- = 5

Welcome Pamela Vaden

Payrzll Admin

Finance Admin

Benefits

Tirme Managsmsnt
COrganizaticnal Management

Personnsl Admin

* Date Monitoring Report
" Department Report by Degres

" Employes Certificates and Licsnses

" Employes Directony

" Employes Disability

" Employes Experience Dates

" Employes Master Data fww'oc Pay)

" Emgployses Master Data (with Pay) JHL
" Employes Master Data {with Pay-Fix
" Emgployses Master Dats with Personal
" Employes Master Data-Address Data

" Employes Master Data-EBErmergenoy O
1 HBET Fronlowes Benrart El

4|

L]

Search

The Date Monitoring Report can be
used for:

Monitoring Annual Reviews
Probation Dates
LOA Expirations

Access the Date Monitoring Report:
JH Report Library
Human Resources
Personnel Admin
General Employee
Date Monitoring Report
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Personnel Actions By Type Report

- Displays actions for calendar month by action type.

4| »

*[J JH - Report Librany

PO Finance
FO Sponson =d Frojects
PO Supply Chain

[0 Human Rescurces

PO Time Management
PO Organizational Management
*[1 Persannel Admin

[0 Acticns

oyee with faculty data

¥O Compensstion
MO Dashboard
PO EEC/EAF
MO Faculty
[0 Genarsl Employss
" Date Monitoring Report
" Department Report by Degres
" Emgloyes Certificates and Licenses
" Employes Directory
" Emgloyes Disability
" Emgloyee Experience Dates
" Employes Master Data (w'o Pay)

Access the Personnel
Actions By Type Report:

JH Report Library

Human Resources
Personnel Admin

Actions

Personnel Actions by Type
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