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EDUCATION INFOTYPE 9022

| ! » The Education infotype (9022) allows comprehensive tracking
| and reporting of Degree, Educational Institution, Branch(s) of
Study, and Year of Graduation(s).

» Infotype 9022 replaces the previous Education Infotype 0022

» When the employee is first hired the education information
can be initially entered on one of the Hiring ISR’s

> After the initial hire, any updates to the employees education
will be the departments responsibility to update

SAP technical role need to directly maintain this infotype is:
ZRHR PA UNTPREDMNT_ALL (HRPA - Unit Property
Education Maintenance)

— Organizational unit security (Z61 relationships) determines
which employe s can be reviewed and updated.
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» Click ECC to open the

REVIEWING & UPDATING
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NOTE: In the future — once you have
updated existing records in the new
Infotype — you will use PA20 — Display

HR Master Data to first view records. b I'_"IAF‘Dmpr
[> [ AP Electronic Check Regquest L
I CJ IM-Inventory Display N
(1] 1M . Banarte ':l
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ight want to proceed dlrectly
P 30 - Maintain HR Master Data to
review, update, and add new Education records as needed.
Double-click the Maintain HR Master Data transaction to
open




REVIEWING & UPDATING
EXISTING RECORDS CONT'D

> The Maintain HR Master
Data screen will open.

— The layout is identical to
PA 20 - Display HR Master
Data , with the addition
of icons for functions such as
Create, Change, and Copy.

Press the Enter key on your
keyboard to open the selected
record.
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> Enter or search for an employee’s
Personnel Number (PERNR).

[l Collective search help
[Hl search Term
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REVIEWING & UPDATING
EXISTING RECORDS CONTD

EE group ull Time FPersfrea |HSO6 Johns Hopkins Health
EE subgroup 24 1 Hrly Exrmpt PSubarea [HBE1 Regular

> The bottom portion of the Maintain HR Ca ol Tine  Bereis y OpgRuurestons 1), -
Master Data screen displays tabbed — | H=— V| @aras
sections. Each tab represents a category of || ™™ EH Ol Comvr
Infotypes. e e e

» The Education Infotype falls under Basic _ =
Personal Data. s — oTes

« A green check to the right of the Education N\ e o

. Infotype line indicates that record/s exist e =l

You will be able to open and Change ||¢ =
those record/s. Inotype [Education B

~ * No green check indicates that no Education records yet exist. You will
. need to Create|0)| new record/s to record Education information.

OTE: In viewing employee information, a missing green check may also indicate that you do
74 ha ve access to this information. 1o open Education information from PA30 - Maintain HR
+RPA - Unit Property Education Malntenance 15 reqwred




If Education record(s) already exist
(green check), use the Change
function to review and update their
Information. Here is how:

1. Select the Education Infotype line
by clicking the box to the left.

| 2. Then click the Overview icon in
. the upper left of the screen.
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PERFORMING AN OVERVIEW
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each Education record for this
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CHANGING AN EXISTING RECORD

EE group l Full Time
EE subgroup . W/B1 Hrly Exmpt

PersArea |HSO6
PSubarea |HOO1

4. From the L/st Education
screen, select the record
you wish to review/update

B Choose  [B1/81/1800) To

11243179999

Johns Ho
Regular

STy

by clicking the box to the
left of the line.

5. In the upper left area of the
screen, click the Change icon
(penci) to open the record.

6. The Change Education
screen will display, with the
Education data previously
entered in this Education
record.
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If no Education records exist yet, or
additional ones are needed, use the
Create function to initiate new
record(s).

1. From the Maintain Master
Data screen, select the
employee, then the Education
Infotype.

|

Click the Create icon
(Image of a piece of
paper).

CREATING NEW RECORDS
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CREATING NEW RECORDS CONT'D

&wnsxjte;fel:@mQm&m@@ﬁ@m@@-
The Create Education screen rrig—
will display with a blank ™ i l? I
Education record. e N S
o =t
. To record the Degree earned, ocwan |
click inside the Degree field, | ~
. Education ]
and then click the search 3 | [ — — |
iCO n . | | BOres Year Brminal
Years of Education D : .
. The list of degrees will display. _ fE2zeeecose @ s enmec foune
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1 for the study reflected in this

e drop-down.

ecord, select No Degree from
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CREATING NEW RECORDS CONT'D

5. Degree Yearis the year the
degree was conferred. If no degree Educaion
has been earned for this area of Degree | 5| B4 Bathelor of s
study, leave blank. — | Degeever 1974 Terming|
6. Terminalis display only, reflecting | 6
if the Degree and Branch of Study | " ”fE'j”':ﬂ'”—”ﬂJ
selected are recognized as the final 7

degree in that field.

Education,

7. Leave Years of Educationblank, == 8! %’Em e |
. unless “No Degree” was selected

lED'Years of Education Code (1) 3 Entries found

for the Degree field. sl e |
Insiuion | || | 2
If No Degree was selected from the |comme WIHIH{MIEI IQ'HI|
. . Years Code |Years of Education
Degree list, click the Years of W isHEn

Branch of Study 1 \

. : : |
Education field, click the search | smasse P e
icon, and select the appropriate
entry. =
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CREATING NEW RECORDS CONT'D

Years of Education

9. To select the school, click inside -~ 4/@ ‘
the /nstitution field, and then htion L
the search icon. This will display | “™**
the formal listing of accredited ooyt |||
Institutions. BanchofShuy? ||

10. The first 3000 of 5000+ will
display, initially sorted by 5 iton Gote ) T Eres| AL
Institution Code. 10

1. To display and search from all PIOEEIERERER
\ institutions, you’ll need to nst Code instuson Name stiuton cay_[Ra [y
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0017  BARRWALTERSSCHOLARSHP  SPRINGFELD MA US

the SearCh Criteria Wi ndOW oot BOETTCHER FOLINDATION SCHOL DEMVER Cousg
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. Your cursor will begin in
the Institution Code field.

Using the Tab key on your
keyboard, tab until your
cursor lands in the Maximum
No. Of Hits field.

. Highlight and delete the number
3000 which defaults there, and
leave the field blank. This will
enable all possible selections to
display.

. Click the green check at the
lower left of that window to
display the full list of institutions.

CREATING NEW RECORDS CONT'D

(= Institution Code (1) 3000 Entries faund
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[nstitution Code
[ stitution Wame:
[ stitution City

Region

Use the tab key on your
keyboard to tab to

(=] 4]

“*Maximum No. of Hits.”

N

|
||

Country Key 13 ‘ l:l
Mawimum Mo, of Hits 3000
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CREATING NEW RECORDS CONT'D

ion Code (1) 9000 Entries found

Restrictions

17
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Inst Code '|Ins’titution Name

[mstitution City |Ra [cty]

18. Alternatively use any of
. the “Find” options:

~ 16. The 5000+ accredited
t} Institutions will now Femmel ooy
| display, enabling you
to locate the specific onos
| institution you seek.
| 17. Sort by any column to [
. help locate the specific |2
Institution.

Iz 18 de (1) 3000 Entries found
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a) Find (binoculars)

b) Find Again (binoculars+)|

9 Inst Cnde‘llnsﬁlminn Name I L R L o —
nooz COLUMBUS HEARNG IMPAIRED PROG  COLUMBUS OH LS
noo4 ALCOA FOLURDATION SCHOL PROG PITTSBURGH  PA LIS
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CREATING NEW RECORDS CONT'D

19. Once the Institution is selected,
Country Code will fill automatically | o2l 5 Boneimsse: s
with the country of the institution. oty Code

20. In Branch of Study 1 and
Branch of Study 2, you have the

ranch of Study Code 1 (1) 69 Entries faund

option to select up to two areas of | s |

academic study. Click the “7ext” |™™" D;w RS
column to view your choices o ramnorsiy ]
alphabetically. -

09892

09993

‘ IOTE: If there is a dual degree, such 1008 voutng

10030 Administration
as M.D. / Ph.D., separate records 10031 Appled P
10088 Architecture

Nould be created for each. 0001 A

Do Not Complete Education Records for Faculty Joint and Secondary
Appointments: Faculty Education records are maintained on the Primary
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CREATING MULTIPLE RECORDS

» The same process is repeated when multiple records
are required.

» If an employee has more than one degree (such as
B.A., M.A., Ph.D., M.B.A....), Individual records should
be updated/created for each.

» Additional records can also be created to reflect
significant study at an accredited institution even if a
degree has not been earned or Is in process.




RESOURCES

» Fast Facts Faculty Presentations:
http://www.hopkinsfastfacts.org/

» HR/Payroll Shared Services

http://ssc.jhmi.edu/hr_payroll




