JHU TEMPORARY ID
REPORT GUIDE

FOR MONITORING INDIVIDUALS WHO HAVE TEMPORARY ID
NUMBERS STORED IN SAP
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What are we doing?

* When a foreign national arrives in the US for the first time they generally do not have a
social security number. They will be assigned a temporary ID number beginning with
988 so that individuals who do not yet have SSNs can be hired in SAP while they
complete the SSN application process.

* 988 numbers are not real SSNs and cannot be used on the Form I-9.

* Only temporary ID numbers beginning in 988 can be issued. Payroll maintains the master list of
numbers. These numbers are unique and can only be issued once.

* This temporary ID number must be updated in SAP (for tax reasons) and Equifax (for
employment authorization). These updates rely upon follow up by the employee. Local
HR should monitor personnel in their areas who have temporary ID numbers in SAP
and maintain a dialogue with each employee until the SSN is updated.

* The system updates are completed by a joint effort between HR Compliance Services,
and HR Shared Services.
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HOW TO RUN THE REPORT ...

.




SAP -> Enterprise Reporting -> BW Reports -> Open Analysis

Folders -> Human Resources -> Personnel Admin

Enterprise Reporting
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Help
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Welcome OPEN Enterprise Reporting ECC ECC - Web BWGUI BW - Web SRM GUI Travel Approver
BW Reports JHHS HR Analytics
Open Analysis
Daily Loads BW Reports

lotifi ons: 1
Notifications: Open Analysis

+ Chrome & Edge browser users (vers.96) will not be able to
adjust the height of the column headers. We are working to
reformat the default views of the reports. In the meantime, .

users can adjust the column header height by using the Firefox Documentation

browser.
* JHHS_AnalysisUsersGuide
Tuesday, February 22, 2022

8:00 AM * JHHS_AnalysisBookmarks

* All areas of BW reporting are available as of 2/21/2022 except * JHU - Analysis Job Aids

as noted in the “Special Loads” area below.
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Enterprise SAP BW

Finance

Human Resources
Benefits
Finance Admin
Finance Admin II
Organizational Management
Payroll Admin

SuccessFactors

SuccessFactors - Of

Time Management

Tuition
Sponsored Projects
Supply Chain
Technical Files

JHHS

JHU Finance
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Personnel Admin

Details

Title ~

Employee Experience Dates
Employee Master Data (w/o Pay)
Employee Master Data (with pay) JHU

Employee Master Data [with Pay)-Fixed Rate

Employee Master Data by Date

Employee Master Data-Address Data

Employee Master Data-Emergency Contacts

Faculty Affiliation and Leadership
Faculty Data

Hopkins Local

HR Transaction Report

HRC Employee Report
Independent Contractor

IT Employees

IT Employees

JHU Employees with Temporary 1Ds
JHU Headcount Dashboard

JHU Turnover Dashboard

Length of Service

Managers & Supervisors (with Pay)
My Positions

My Positon

Mot Eligible for Rehire

Type

Analysis Workspace
Analysis Workspace
Analysis Workspace
Analysis Workspace
Analysis Workspace
Analysis Workspace
Analysis Workspace
Analysis Workspace
Analysis Workspace
Analysis Workspace
Web Intelligence
Analysis Workspace
Analysis Workspace
Web Intelligence
Analysis Workspace
Analysis Workspace
Analysis Application
Analysis Application
Analysis Workspace
Analysis Workspace
Analysis Application
Lumx Document

Analysis Workspace

Last Run



s:- l Welcome new Teference telp mery @
s
Home | Documents
View = Orpgange * 1 Moce Actions *  Detals
My Documents Tithe Type Last Run
v | Impioyee Expenence Dates Analyss Worksgace
v | Employee Master Data (w/'o Pay) Analyss Workspece
. Erterprise SAP BW v | Empioyes Matter Dats (with pary) J+U anslyzs Workigece
Fnance v  Empioyee Master Ot h Pay ) Fieed Rate Anslyss Workipace
T Homan Rescurces v Employee Master Data by Date Anyl Workspace 'TW
Gerefes yv | Empioyee Master Data-Address Data Analysis Workspate ':_'.;. i s G e
TR ¥ | Employee Master Data-Emergency Contacts Anslyss Workspace e f"“'"" L .
v | Fatulty Affllation and Leadership Analyses Workspace D@- W-18-1&8-3 Mm oo | Sy
Fnence Admn I 2 e Oata Anslysis Workspace [o o o > Tl r R, (et . 8 Coodotum - ) Constion Formatting -
Orgeniationst Husgenet v | Mopking Local Analyss Workspace
Payroll Adewn ¥ MR Transaction Report Vieb Inteligence Proespts | 110 Ewgloyees with Temgorary IDs
y | HRC Emgloyee Report Anslyss Worksgace ! v A1 Requred  Optecsl Veatss e
SuccessFactors v Independem Contracter Analyss Workspace '-0 U Emcleyess wah Tempsrary 105 (39 u 1+ Empleyee
Employee ! + Organaatonal Unt (Muigle Simgle, Cotons)
SuccessFactons « Open IT Emgloyees Web Inteligence Orgemtzationsd tiat (Hektiple Siagle, Optionall | * * Persconel Ares(Selection Optien, Regured)
Tume Manapement ¥ | IT Employees Analyss Workspace -9 Area(Selection Option, Required) 1 7 vives Lawed =
e ¥ | MU Enployees with Temporary I0s Analyss Workspace Personnel Subarea (Selection Option, Options 3 X
- o MU Meadcourt Dashboard Analyss Apphcation ¢ Perseend Subarea (Selecton Opoen. Optonal
Sporsored Propects
" MU Ternover Dashbosrd Anslysis Agphcation
Supply Chain Length of Service Anplywe Workspace
% Tackoxal Fles Managers & Supervisors (neth Pyy Anslyss Workipace
¥ S My Postons Analyss Agplcation
= MU Fnance My Pegiton Lumx Docusent

Not Ebprble for Rehie Analyses Workspace

Prompt window will appear.

“JHU Employees
with Temporary IDs”

7. Save prompt values with worksoace
Requred promsts
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. . . If you normally select org units
| Prompts : mplo with Tempora s g
| Pver—— when you run Analysis reports
| | Al | Required | Optional N .
because of org level security it will

* JHU Employess with Temporary IDs [SAP Business Wa... | » Employee

Employee : » Organizational Unit (Multiple Single, Optional) be required for thiS report tOO.

= * Personnel Area(Selection Option, Required)

Organizational Unit (Multiple Single, Optional]

= @ Personnel Area(Selection Option, Required) : | Indude M values Equal M

L =
tsonnel Subarea (Selection Optien, Optiona UN o |X| |+

b Personnel Subarea (Selects

UN* is a wildcard value
that will return all
personnel areas for
which you have access.

Green check indicates
successful validation.

General best practice is to Validate
selections before running.

Save prompt values with workspace
* Required prompts

Validate

General best practice for Analysis
reporting is to check this box to save
prompt values.
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The result screen (sensitive information has been obscured).

N '3 Welcome: Applicationsv  Preferences Help menu v Log off yol
‘ml Documents I JHU Employees with ... [~ & ‘
m"‘"‘i]'\:]'\\fi'& Ll Analyze\m‘m >
sl i ;f}f] @ | X | i Filter ) Formatting < Auto Update
Y] H — | , -
|l] Columns Hopkins ID Person Employee Date of Birth  Employment Status Employee Group Employee Subgroup {1 Drop Colums

;-E‘ & X @ prompts
~ JHU Employees with Temporary IDs [SAP Busin

1

You have some options to
drag free characteristics in or

= P 7
7%, Key Figures
[#177 Date of Birth
[# % Employee

out of the report as needed.

[# 1% Employee Group
[ % Employee Subgroup
[# 7% Employment Status

[# 1% Hopkins ID =

[ 7 Organizational Unit / Hopkins ID > Hopkins 1D

[# 1% Oversight Unit / Person > Person

[# 174 Person s Employee > Employee E
[# 1% Personnel Area ¥ Date of Birth > Date of Birth

[# 174 Personnel Subarea # Employment Status > Employment Status

[ 1y Position . # Employee Group > Employee Group

+ Employee Subgroup > Employee Subgroup
# Personnel Subarea > Personnel Subarea

/ Personnel Area > Personnel Area

/ Organizational Unit > Organizational Unit
# Oversight Unit > Oversight Unit

# Position > Position

|| sheet1 “sheetz | Sheets | [
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Results may be exported to Excel if needed.

SAD4

Home I Documents ] JHU Employees with ... = = & ]

General best practice is
to check “Repeat outer

Export to XLSX (Excel

. = | = | Export
DE- 3 =N " Analyze | Insert |~ Display i [ Sheet 1. header members” and
"y ]‘:35 IE] b4 Filter . 5 Sort = Calculations % Conditional Formatting
e AEEERTEE®  “Export Key and Text

[V

—~_. JHU Employees with Temporary IDs [SAP Busin

E

4 2 @ Prompts

7
|

T

“ Key Figures
% Date of Birth
“4 Employee

BHEHB

“4 Employee Group

|

“4 Employee Subgroup

|

“4 Employment Status
“1 Hopkins ID

“4 Organizational Unit
“4 Oversight Unit

“4 Person

= Rows

Ec

¢ Person > Person

EOE

“4 Personnel Area

=

“4 Personnel Subarea

=

“4 Position

¢ Employes Subgroup > Employee Subgroup i
/ Personnel Subarea
/ Personnel Area > Pq
4 Organizational Unit
¢ Owersight Unit > O
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Export to Excel

* Hopkins ID > Hopkins ID

¢+ Employes = Employee

¥ Date of Birth > Date of Birth

¢+ Employment Status > Employment Status
¢ Employee Group > Employee Group

Hopkins ID Person

Employee

values as separate
columns” when

exporting Analysis
reports to Excel.

L 7] Export Conditional Formats applied to a different measure
% [«] Highlight Totals

Highlight Totals is generally
checked by default. It’s fine

oK Cancel

to leave as is.
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WHAT TO DO WITH REPORT
RESULTS

.




Business Process

* Foreign nationals without SSNs are also required to completed the Foreign
National Information Form (FNIF).

* Once SSN cards are received, employees should upload them into the
system.

* The FNIF system emails a unique link to the employee that they will use to
access the system and upload their SSN number

* Employees unable to access this link in order to upload their SSN cards
should contact I9ComplianceSvcs@jhu.edu for assistance.
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