Monitoring the Timely

Submissions of ISRs
(Personnel Actions by Type Report)

Displays actions for calendar
month by action type

Revised 05/13/09 1



Why iIs Timely Submission Important?

The timely submission of ISRs continues to be a challenge. lfogegd are
not compensated in a timely manner there are compliance idsates.
terminations can result in overpayments which is also a condean. |
employee is receiving benefits we are required by law to sendaoexinre
notice addressing the continuation options for their benefits. This m®tice
system generated and is not sent until the ISR is processed.arb@enalties

when employees are not notified timely.



Instructions for Monitoring ISR
Submissions

Monitoring may be at a personnel area level or at an organizationédvadi
depending on your security access. A report for each month must be run
separately. Enter the month and year for the period you wish ewevi
Compare the changed on date to the month in review. This indicateath
or timely the ISR was initiated, approved and processed. See toglaw

explanation on the changed on date.



Suggested Attributes for ISR Monitoring

Changed on Date- This is a required field on the report that tells you when
the ISR was entered into SAP by HR Shared Services (HRBiS)date does
not tell you when the ISR was submitted to HRSS by the initigjordaers

but HRSS generally processes ISRs within 24 to 48 hours of recéhat of
ISR.

Salary Information — you may wish to delete this information so that the

report may be shared with a wider audience.

Employee Information — may be added in order to get details on the

employee affected by the ISR.



BW Additional Resources

HR BW Website :
http://ssc.jhmi.edu/humanresources/reporting.html

HR BW Overview :
http://ssc.jhmi.edu/humanresources/DataFiles/BWOverview.pdf

HR BW Basic Screen Description
http://ssc.jhmi.edu/humanresources/DataFiles/BWScreenDescriptions.pdf

JHU Personnel Area/Subareas
http://ssc.jhmi.edu/humanresources/DataFiles/EnterpriseStructure JHU.pdf

JHHS Personnel Area/Subarea :
http://ssc.jhmi.edu/humanresources/DataFiles/EnterpriseStructPersAreaJHHS.pdf




Accessing BW

Access BW from your portal.
Click on the BW Report Center tab.

A Getting Started - SAP NetWeaver Portal - Microsoft Internet Explorer

File Edit View Favorites Tools Help

] : Al & p ST |
@Eack (=) \ﬂ @ (g | - search S ¢ Favorites @ v ="

Go SIL" “ -"' Search ~ 4+ &2 = EHI' EI* < Bool

Welcome Paml.a'l.fl:1”r.1 . _— F‘ JOHNS HO

Getting Started | Archived Messages | SMART

Getting Started

.

Click here

Welcome to the Johns Hopkins SAP Portal!

P Role name changes for Payroll Cost Transfer (eform)
Effective Tuesday May 5, the payroll costtransfer (eform) rele names have been changed te

make them more intuitive and user friendly, as follows: Linit Cost Maintenance Initiataris n
Pavrnll mnst Transfer refnrm? Initiator 1 Init Tost Maintenance Annrover is nine Pavendl Sost




Accessing BW —
Report Center Home Page

The Business Warehouse Report Center page consists of:
Role Menu on the left
BW News in the center

@Eack - -\_.4"'I U m .| P ) search ”\E’Famntes {-ﬂ' "v h__';; -

Address |@ hitps: fjpr2 1xbw. erp.johnshopkins. edujsap /ow BEx ’sap-language =EM &bsplanguage =EMN&CMD =LDO¢
Go S[E’| v|{'5&arch'1-@* Eﬁ* gl" T2 Bookma
Welcome Pamela Vaden r‘ JOHNS HOP

105/06/2009

llos:00 &M
|EBF transactions are still posting. Al

%% Special Loads** *



Access Report:
Personnel Actions by Type Report

I : Select the following path:

MO Favorites
[0 JH - Report Librarny

'3 e JH Report Library

PO Sponsored Projects

1o e Human Resources

M1 Finance Adrmin Personnel Admin

PO Bensfits
PO Time Mansgement

PO Organizational Management ACtionS

*[O Perscnnel Admin

*[d Actions

et Aoy amoles Personnel Actions
| by type

| Actions by ty

Pe:
Fl

~ P Ersonne|
Pearsonnel Actions for 2 day
P

onnel Acticns per month
PO Compensation

PO Dashbosrd

PO EECVALF

PO Faculty

Double click
on the report

PO Genersl Employes
PO Mon-employee
PO Tuiticn




Personnel Actions by Type Report

Click to run report

F Personnel Actions by type | — [ * <>

Options:

@Emplny&& (Selection Option, Optional) X =
@Adinn Reazon { Sel. Optional} =
@Adinn Type (optional)

@Drgﬂnizatinnal Unit{Selection Option, Regquired) (*} | =

@F‘Ersnnnel Area(Selection Option, Required} (*)

@PErsnnn&lEubar&ﬂ {optional} =

@Cﬂl&ndﬂr“ﬁsﬂn‘fﬁnnth (Single Value, Required Entry) (*)

@Ehang&d COn Date =

W

Execute mhs 2
xecue][Creoy i Click to validate entries

10003

UN10

a1

[i=]

er]

Look Up Link

Fields with an asterisk (*) are required fields. The required fields for this report are:

Organizational Unit — Personnel Area — Calendar Year/M

onth

Include

Include

Include

Include

Include

Include

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. If you have an error you will
receive an error message at the top of the page identifying the field wit h the error.

If you do not get an error message after clicking “Check” you should hit “Execute” to run the report.

9



Report Screen:

When you hide the Role Menu Panel it allows more space to viewbet.r

BN | Juljl'lu INAVIRN YN Wy 1

i ¥
PO Favorites z
~[1 JH - Report Library N Graphical display | Information |
PO Finance
¥ Sponsocred Projects by Type
¥ sSugply Chain i . — . ﬂ |H::-. of H::-'-.'.'_=-| |N:}. of 1
¥ Humsn Resourcss Click on this arrow to hide
LS sz st the Role Menu Panel
PO Finsnce Admin
A Action Type 2 B | S Perzonnsl Arsa or
PO Time Mensgement Organizational Unit S| [SE|  [un10|university Administration | 101
PO Organizaticnal Management Personnel Area = Eﬂ) Y e
*[O Perscnnel Admin =
w1 sctions * Columns Owverall Result
" Pamonnel Adtions by employes Calendar ear/Manth @ 17| 58

DV OEUEEE  Graphical display | Information |

Personnel Actions by Type

Wariable Soeen | F'rir'tir'g| | ElE}BkI'I'EII‘l-':| | Mo. of F{m\'s.l | No. of C.:}IL.rrr's.l | El-.-laill | Mew '.-‘a'ir'{::m'l | ExcEpti:}r'a-'C:}r'{:iti:}r's.l

Click on this

* Rows

» Columns Owerall Result

Caler
arrow to Re-open Action Reason =77 [, | S8
i Tvns o}
the Role Panel Action Type 358 Perzonnel Arsa Organizational Unit Action Type Ao Rl
0 izational Unit [=]
el Eﬂ" i UN10 | University Administration | 10003648 | HR Shared Services | 14 | JHEM Salary Change [ 01 [ Annu
Perzonnel Arsa = Eﬂ) £ Resut
i

Calendar ¥ear/Month

&
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Variable Screen Overview

Click on this icon to remove a field
from the report. (Will now appear
under “Free Characteristics”)

Data Analysis ‘Graphical dj Armatiu-n

Employee Master Data (witl

| Toggle Nawv El:C}‘:l |"-;'s'is:|§l

| F'ir'tir';l | Eccﬂ—sﬂ:l | )

o. of H:‘.*'sl | No. of CcIL.'rr'sl |Et-.|si|| M

- Rows

Fields / Data that
are currently
displayed on

the report

Employes

Hire Date
Organizational Unit
PS Group/Grade

Pay Grade Level

Perzonnel Area

Perzonnel Area

EEEIE

Perzonnel Subarea

- Columns

Key Figures

il
o
=
i

Annual Salary, Hourhy Pay
(2}, Employment Percent

Fields / Data that

- Free Characteristics

PS Group/Grade  Pay G

UN10 | University Adminiztration | QG/U/ATO 37.5 03

COFUATO 407E 03

Agein Years

can be added to
the report

Calendar “ear/Month
DSM Code

EECQ Job Category
Emplovee Group

Employes Subgroup

g=l=l=l=l=l=]l & =] <10=0=0=0=]%]

Employment Status

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.

Gender
Home Cost Center
Job

I R R

4

i il i O

\

[
=

Click on this icon to add a
field to a column. (Will now
appear under “Columns”)

Click on

field to a row. (Will now
appear under “Rows”)

this icon to add a
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Suggested Attributes:
Add “Changed On” Date

I e | |

Personnel Actions by Type

|T::-gg|:— Nawv Ellm:kl |Vsrisble E‘rm:—:—nl | F'rintingl |B:mkmsrk| |N:>. of F{:msl |N:}. of C:}Iumnsl |Er-.-IsiI| | New Window | ExaEpti:}ns-'C:}nditi:}ns|

* Rows Calendar Year/Manth | 02/200%

Action Reazon = Numer

P E'_-I Eﬂ) of Annual Employment
Action Type -—-I Eﬂ’ Perzonnel Area Organizational Unit Action Type Action Heazon Actiong  Salary | Percent

S~ - =

Organizational Unit 2|8 UN10 | University Administration | 10003848 | HR Shared Services | J4 | JHEN Salary Change | 01 | AnnualMerit Increase 1 100.0
Perzonnel Area 217 { Rezult 1 1000
* Columns Overall Rezult 1 100.0

i

Calendar ear/Month
Key Figures
* Free Characteristics

Age in Years

&
=l =l=]l =l=lsls]

Calendar Day
Changed On

DSM Code

EEQ Job Category
Employee

Click Here to
add this field to
the report

Employee Group

il il i i i
e e e e

38
e
T
T

Employment Status
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Suggested Attributes:

Delete Key Figures
(Deleting the salary info will allow you to share the reporhvaitwider audience.)

S crenicalgispiay | information |

Personnel Actions by Type

| Toggle Nav E||Dd(| |‘ufariabIE Scﬂ:—Eﬂl | F'rintingl | E:}::kmark| | Mo. of F{:msl | Mo. of C:}Iumnsl | Er-.-1aiI| | Mew '\l".l’ind:r.'-'| | ExaEpti:}ns—'C:}nditi:}ns|

* Rows Calendar Year/Month | 04/2005
Action Reas =) Number
T ?un_ asen EI_-I Eﬂ’ ? of Annual Employment
Action Type -—1 ﬂ ? Perzonnel Area Organizational Unit Action Type Action Reazon Actions  Salary Percent
— - 5
Organizational Unit 21|, | S8 UN10 | University Administration | 10003646 | HR Shared Services | J4 | JHEN Salary Change | 01| AnnuabMertt Increase 1 100.0
Personnel Area 217|8, | S8 Result 1 100.0
* Columns CQwerall Resuft 1 100.0
Calendar Year/Month B 2] S
Key Figures Eﬂ SA [
h F’*C“mﬂﬂ'“‘“ﬂ o Select Filter Values to
Age in Yearz .
Calendar Day BB 2 Delete the Key Figures
Changed On B || S8
DSM Code B M 5
EEQ Job Category Bl S
Employes B S
Employes Group B S o )
Employment Status Bl S ExlsgNFllt:r V‘:':"::
W umocEr o ons
somEERET Uncheck the Values
Employment Percent y H
s Eiter et you don’t want and hit
113 77
Key Figures | | Tl’anSfer
KMaximum Mumber of Hitz 200
Kew Figures

[s=lec All]|[ Deseled]

< Transfer ;
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Report Screen Explanation

This is the month
and year of the
data transactions.

- Rows Calendar Year/Mont

Action Reason

of
Actions

Action Type
Changed On
Organizational Unit

Perzonnel Area Organizatienal Unit Action Type Action Reasen Changed On
UN10 | University Adminigtration | 100023848 | HR Shared Services | J4 | JHEN Zalary Change | 01 | AnnualMerit Increask] 04/08/2008

B

Personnel Area

* Columns

Calendar ear/Menth

This is the date
the change was
made in SAP

i R

Key Figures
MNumber of Actions

* Free Characteristics

Agein vears
Calendar Day
DEN Code

EEQ Job Category

10=1=0=]] 2=l <1=1=]=]<]

il i i i
1 EEE

14



