
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. 
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Opening SAP 

▪ Click on the 
ECC tab 

▪ Generally a 
pop-up 
blocker will 
appear 

▪ Right click 
and select 
“Download 
File” 
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Opening SAP 

▪ Now that the 
pop-up has 
been 
accepted, the 
ECC tab will 
need to be 
clicked again 

▪ The pop-up for 
the file 
download will 
appear -- 
Select OPEN 

▪ To stop seeing this warning 
in the future, go to the 
following link:  
http://ssc.jhmi.edu/hr_payr
oll/DataFiles_HR_Payroll/br
owser_settings.pdf 
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Saving SAP Actions to Favorites 

▪ Find the SAP 
action you 
would like to 
add to 
Favorites 

▪ Right click and 
select “add to 
Favorites” 

▪ The action will 
now also 
appear in 
Favorites 
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Getting to Master Data 

▪ Once in SAP, 
you’ll want to 
work  within 
Display HR 
Master Data 
to view 
employees’ 
records. 
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PA20 – Master Data 

▪ Display HR 
Master 
Data will 
open as a 
blank 
screen. 
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Buttons in PA20 

▪ Keyboard 
shortcuts are in 
parenthesis 
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Customize Layout 

▪ After clicking this ICON, click 
on Options 

▪ Click on the Interaction Design Folder and 
then on the Visualization & Interaction Link 
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Finding an Employee 
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Searching for an Employee 
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Basics of PA20’s main page 
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Working with Infotypes – Personal Data 

▪ Basic Personal Data 
▪ Actions (is found under ALL tabs) 
▪ Organizational Assignment 
▪ Personal Data 
▪ Addresses 
▪ Emergency Contact 
▪ Education 
▪ Skills 
▪ Residence Status 
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Actions – IT-0 

▪ Provides overview 
on the actions that 
have occurred with 
this employee 
▪ Hire 
▪ Salary Change 
▪ Reassignment 
▪ Hours Change 
▪ PAC 
▪ Termination 
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Actions – IT-0 
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Actions – IT-0 

▪ Display view of 
the last action 
on the record – 
Hours Change 
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Organizational Assignment – IT-1 

▪ 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 

▪ 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 
▪ Org Unit 
▪ PersAdmin/Payr

Admin 
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Personal Data – IT-2 

▪ The data on this 
infotype can be 
updated using a 
PDC ISR 
▪ Name 

correction/change 
▪ Birthdate 
▪ Nationality 
▪ Gender 
▪ SSN (hidden on 

this infotype) 
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Addresses – IT-6 

▪ ESS is used to update Permanent Residence  

▪ PDC ISR is used to update Work Physical/Mailing addresses 
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Emergency Contact – IT-21 
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Education – IT-9022 

▪ Education 
Infotype can 
be maintained 
by the 
department. 
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Skills – IT-24 

▪ The Skills infotype is 
where two elements 
can be found: 
▪ Score for annual 

reviews 
▪ License and 

certification 
information 
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Residence Status – IT-94 

▪ This infotype will 
display if the 
employee’s I-9 has 
been verified. 

▪ If the approval is 
still pending, it will 
display as 
“pending”. 
▪ Pending I-9 stops 

the employee 
from being able 
to update their 
direct deposit in 
ESS. 
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Working with Infotypes - Payroll 

▪ Payroll 
▪ Actions 
▪ Base Pay 
▪ Recurring 

Payments/Deductions 
▪ Additional Payments 
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Base Pay – IT-9027 

▪ An overview of 
the Base Pay 
shows the 
changes in pay 
over the 
working 
history of the 
employee 
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Base Pay – IT-9027 

▪ The first tab is 
Base Pay – 
which displays 
the Hourly/Semi 
Monthly Rate 

▪ The second tab 
is Distribution – 
which provides 
the Cost 
Distribution 
(cost center, i/o 
OR WBS 
element) and 
the percentage. 
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Recurring Payments/Deductions – IT-14 

▪ Common 
Deductions 
are: 
▪ Parking 
▪ Johns 

Hopkins 
Credit 
Union 

▪ Voluntary 
Benefits 
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Additional Payments – IT-15 

▪ Additional 
Payments are 
one-time 
payments owed 
to an employee 
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Working with Infotypes - Time 

▪ Time 
▪ Actions 
▪ Planned Working Time 
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Planned Working Time – IT-7 

▪ An 
overview 
of the 
Planned 
Working 
Time 
shows the 
changes 
in hours 
over the 
working 
history of 
the 
employee 
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Resources 

▪ SAP Job Aids 
▪ http://ssc.jhmi.edu/hr_payroll/job_aids.html 

▪ Questions can be directed to HRSS @ 
▪ 443.997.5828  
▪ HRSharedServices-HealthSystemclients@jhu.edu 
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