Effective immediately, all access to the COEUS system for grants administration will require initiation of
a Mini Master COEUS ISR. You must have the ISR Initiate role to create this ISR. If not, please have an
individual in your department with that role to complete the ISR for you. Emails will no longer be
accepted to create COEUS records in SAP. If you have questions regarding obtaining the ISR Initiate role,
please visit http://webapps.jhu.edu/smart/ for information.

HR Shared Services will assume the responsibility for processing all Mini Master COEUS ISR which will
create these records in SAP. When your department representative initiates the Mini Master COEUS
ISR, the following information must be submitted: the full name, date of birth, contact information
(permanent address), and social security number (temporary ssn can be obtained from the Payroll
Office). An approver is not required, and the position number must be all 9’s (default position). Please
enter your personnel area in the appropriate space along with 21 (COEUS) in the employee subgroup
section of the ISR. A copy of the recommended format for creating a COEUS Mini Master ISR is attached
for your review.

In addition, the SAP system will no longer interface with JHED to create JHED access for COEUS records.
It will be the department’s responsibility to sponsor all COEUS Jhed accounts. If you have questions or
concerns regarding sponsoring Jhed access for COEUS records, please contact 6-HELP.

If you have questions regarding initiating Mini Master COEUS ISRs, HR Shared Services will be available
to assist you. Please call 443-997-5828 for assistance.
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