JOHNS HOPKINS

UNIVERSITY & MEDICINE

JOB AID: Filtering Tips and Tricks on the Prompt Screen

Use this job aid to: help you use the Display Member Selector on the Prompt screen.

Filtering Tips and Tricks

This job aid will define the various fields on the Member Selector pop-up screen and their functions. It
will show you how to select a variable from the Member Selector pop-up, and search a member selector
(variable) list by Key and by Text.

Overview of the Member Selector pop-up screen

If you do not know the value to enter for a variable, you may search for it using the Display Member

Selector ! button. Clicking that button brings you to the Member Selector pop-up screen.

Search Field

e Case sensitive.

e Accepts portions of search
term(s), i.e., word(s) or
number(s).

e Replace spaces with
wildcards (asterisks, *) and
begin and end with asterisks

Find Members Binoculars
Button
e Click to launch search.

Member Selector

Display Drop-Down

e Lists the display (and search)
options.

e Recommended: Use
Key : Medium Description (if
available) for employee
names, vendor names, or
longer text fields.

\ Display = | | Hierarch

Member (Key : Text
LUUUOLLT s

10001485 :
60000062 :
10001487
10001488 :

60000019 : Department of Educ

Member Display
e Shows the currently selected
Display option for the list

10001314 ;: Department of Financ
60000063 : Department of Financ
10001315 : Department of Info T

60000064 : Department of Inform

60000018 :
10001132 :

Department of Interd

Member List
e Click to select one member.

Drepartment of Intern
— 10001316 : Department of Manage
60000065 : Department of Manage
10001317 @

60000066 :

Department of Market
Diepartment of Market

10001495
10001148 :
1

Department of Mechan
Department of Mental

0K

Sho

Find Members Binoculars Drop-Down

e Toggle between Key or Text searches.

e Matching Key- or Text-type searches
with the data in the Search field will
improve the search outcomes.

Cancel

-
Py

Selected

Return to Member List

e Clears the Search field and
displays the original member
list again.

e Refreshes the data back to
the list before search terms
were entered.

e Display and Find Members
choices do not switch back to
first view however.

Show Selected

e Shows the checked or
selected members in one list.

e Useful when you are filtering
or selecting multiple items
and cannot remember what
has been chosen.

Hierarchy Drop-Down

e Only applicable for those
characteristics with
hierarchies.

OK Button

e Click this to apply your single,
selected item to the Variable
(prompt) screen.
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Individual selection

If you do not know the value to enter for a particular variable, you may search for it by clicking the
Display Member Selector = button on the Prompt screen.

|:AII|R£q.i'Ed|Cbtimd Variants - | .|
~ *Personnel Area (UN* andjor HS*)

+ *Employment Status (Required)

Indude . values Equall .

[B]x *

Click the value to select it and click OK to apply that value to your Prompt screen.

Home | Documents | Concurrent Assignm... S~ & =

mE-d-8-1a-5 g
oo B B EIx T T T E:
—% . | *erpA 0 Qo003 [SAP Business Warehouse] ~ *Personnel Area (UN* andjor HS™)
IE‘ T ='E @1 p— : g Area (UN* and/or HS*) : Equal: un02 ‘ Indude = ‘ . ‘ Equal . ‘
Key Date : 20140701
L) Area(Selection Option, Required) (| ™2 |l
E‘] *  Employment Status (Required) : - *Key Date
- St SrnTn [ 20140701 i)
Member Selector 2
S IF ¥ %- — m - tion Option, Requir
Data Source: ZPA_M10_Q0003 [SAP [Indude - L [Greater Than o
Business Warehause] Display - || Hierarchy + || show Selectzd
Thismmpoﬂegt\snntcmneched to the Member (Key : Text) ‘ L ‘
lata source. . =
Click here to connect to the data source. m % Status (Required)
1: LOA With Pay [Indude - values [Equal -
2 : LOA Without Pay
4 ; Temporarily Inactive ‘ e ‘
0 : Terminated/Retired o il - = =
# : Not assigned
‘ Include - ‘ values | Between = |
4 > ‘mvabesseﬁecfed ‘ & |.Ibbvabesselecfeo’ |
Cancel + Personnel Subarea (Selection Option, Optional)

NOTE: To add more individual variables to the Prompt screen, click the ' plus sign to add another
row, and repeat the process above.

* = Employment Status (Required)
Incude - values Equal -

3 =1 LS
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Searching by Key

Click the Display Member Selector ! button. In the text field, type in a portion of the number. Click

-

the Find Members binoculars drop-down
Members # binoculars button.

and make sure Key is selected. Then click the Find

Use the Find Members
binoculars drop-down
Member Selector i to make sure Key is
i selected.
Type a portion of the 190731
number here.
Display = | | Hierarchy » || Show Selected I% -
Member (K.ey 1 Text) *  Key
£ : Mot assigned -

1000000001 : FRINGE BENEFITS

1000800000 : TRAINING & DEV GENRL

1010060100 : PROVOST OFFICE

1010240158 : PAYROLL ERROR

10102459730 ¢ JHU TRAINING

1010481098 : PAYROLL ERROR

1100200001 : CTR SOCIAL CONCERN P
1100200013 : CSC DONATIONS

1100200025 : COMM IMPACT INTERNS -

oK Cancel

Select the option you want to include as a variable by clicking it. Click the OK button to apply the

variable.
Member DL e
1z0731] Search results shown below. =

Display ~ | | Hierarchy = || Show Selected

Member (Key : Text)

1207310001 : CFIS OPR

1207310002 : CIS FACULTY
1207310000 : CIS SPON AWARDS
1207310055 : CTR FOR BRAIN IMAGIN
1207310451 : DISCRETIONARY - MILL
1207310601 : DISCRETIONARY - RATN
1207310401 : NIH SAL CAP-MILLER
1207310088 : PAYROLL ERROR
1207310099 : PAYROLL/NON PAYROLL |

Cancel
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Searching by Text

If you do not know the value to type in for a particular variable, you may search for it by clicking the
Display Member Selector ™ button.
_All|R£q.'rEd|Cplinnd Variants ~ | -

¥ Employee

 *Qrganizational Unit{Selection Option, Required)

Include values Equal -

Bl &

1. Type a key word(s) or portion of a key word(s) in the Search field.

-

2. Click the Find Members binoculars drop-down 7 and select Text.
3. Click the Find Members binoculars button # to launch the search of the key word(s).

1. Type a portion of the key
L . 2. Click the Find Members
word(s) here. This field is case- Member ool » . .
sensitive EmiEr ar = binoculars "'drop-down and
’ = | - select Text.
NOTE: You may also surround . = *  Key
Display = | | Hierarchy - || 4K . .
the entry with asterisks [ 1P 3, Click the Find Members
- o Member (Key : Text) s binoculars button ® to
Replace spaces with asterisks. values 10001541 ; 10001541 =
- ' launch the search.
E =l 50004402 : 650004402
60001477 : 60001477
™ * Organizational Unit(Selection Option, Reguired) 10003648 : 10003648
|1ndude - = iss 10003645 : 10003645
10001542 ; 10001542
=1
[ Ao vaties selected | 50004248 : 2 CX Labor & Deliver
+ *Personnel Area(Selection Option, Required) 60004244 : 2 N MCU/Couplet
r
50004245 @ 2 N Nursery
|I”d“de b | Values | |-nnn4037 - 2 P Suraery 2
4 *
o |E
= Personnel Subarea (Selection Option, Optional)
0K Cancel
[ tnclude + | values | Betwe

4. From the search results, click the one selection you want.
5. Click the OK button to apply the data to the Prompt screen.
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T pe—— X
WA e Postens I (52 [search results shown below.
| 3 E'lﬂo
S22 Display = | | Hierarchy - | | Show Selected
+ * Employment Status (Required)
Member (Key @ Text)
| Indude - | rELE 10002455 : Bio Medical Services -
[3 |[&] 10003902 : Ctr for Crdwselr Bio
10003251 : SOM Admin Safety Bio
~ * Organizational Unit{Selection Option, Required) 10002757 : SOM Bio Chem Biologi
[Tndude . =TT 60000375 : SOM Bio Chem ICE
10002774 : S0M Cell Bio Cell Bi
; +
[ o values selected |=] 50002526 : SOM Cell Bio Cell Bi
~ = Personnel Area(Selection Option, Required) 10003800 : SOM Cell Bio Cell Bi
10003801 : SOM Cell Bio Imaging
|I.r'|dude -| values P O & Do b e ]
[o | =] Iwnowﬁs : Biochemistry and Mol I
» Employee SubGroup (Opti N 1(ﬂ|’|ﬂlﬂ?1 : Binstatistics Admini : R
» DSM Code (Sel. Optional)
T — = oK Cancel

Using the Display drop-down to help distinguish data

Member Selector =

» Emplo
vee Display - | iesaschy - | | Show Selected
~ *Employment Status (Required)
Member (Key : Text)
| Indude - | values

10002455 : Bio Medical Services -

[3 \El 10003302 : Ctr for Crdvsdr Bio

10003251 : SOM Admin Safety Bio

~ ™ Organizational Unit(Selection Option, Required) 10002757 : SOM Bio Chem Biologi
Include . values 60000375 : SOM Bio Chem ICE
10002774 : SOM Cell Bio Cell Bi
No values selected X |+ . .
(W6 vabes [E] 60002526 : SOM Cell Bio Cell Bi
w *DParsaonnel kﬁmm'wﬂ 10003800 : SOM Cell Bio Cell Bi

10003801 : SOM Cell Bio Imaging
10003289 : Behavioral Biology

L IE] 10001066 : Biochemistry and Mol !

10001071 & Rinstatistics Admini

+ Employee SubGroup (Optional) 1 v
¥ DSM Code (Sel, Optional)

| Indude - | values

=1 0K Cancel

To further distinguish between the three text entries labeled “SOM Cell Bio Cell Bi,” use the Display
drop-down and select Key : Medium Description.

N I :

¥ Employee :
+ = Employment Status (Required) Bio -] &=
| Indude - | values Display ~ | | Hierarchy + || Show Selected
E B = —
* * Qrganizational Unit(Selection Option, Reguired) ] Short description
| Indude . e ] Medium description Bio

1*  Key:Text i
| No values selecled | i . :x - i
+ *Personnel Area(Selection Option, Required) Key : Medium description . l
| Incude - | values | fext:Rey n ;
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The search now shows more detailed Org Unit names if they are available.

T — >

» Employee
. Bio | - 4=
* *Employment Status (Required)
|Indude . | etz Display = | | Hierarchy - | | Show Selected
Member (Key : Medium description
E |E] (Key : Medium deseription) 4
10002455 : Bio Medical Services -
* = (Organizational Unit{Selection Option, Required) 10003902 : Ctr for Crdvsclr Bioinformtcs and
| Include . values 10003251 : SOM Admin Safety Biosafety
10002757 : SOM Bio Chem Biological Chemizs
| Mo values selected |E] 50000378 3 SO Bio Chem ICE
10002774 | SOM Cell Bio Cell Biology
v *Personnel Area(Selection Option, Required) . . .
. 60002526 § SOM Cell Bio Cell Biology Admin
|1r“jLJdE - | values | 110003800 | SOM Cell Bio Cell Biology I1CE
10003801 : S0OM Cell Bio Imaging Facilit
P & T8 o FoeTey
10003289 : Behavioral Biology
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