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Use this job aid to: help complete the prompt screen in HR reports.
Inputting Variables in HR Reports

Human Resources (HR) reports have special security because of the confidential nature of the master
data they contain. Most HR report users at the university have permissions defined by Organizational
Unit; this means that they are allowed to view the data for certain Organizational Units only. A few users
have Personnel Area security and can see data for an entire personnel area. At the end of this job aid,
there are instructions on how to see your permissions.

—

Navigate to an HR Report

Click the Enterprise Reporting tab.

Click the Open Analysis link.

Click the Documents tab.

Click the Folders accordion file.

Click the plus sign next to the Human Resources folder.

Double-click the folder where the HR report resides, for example, Personnel Admin.
Double-click the report name you want to run, for example, Employee Master Data (w/o

pay).
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My Documents Title »

| Folders |CE
% | EEO Report JHHS

= Public Folders

% | EEO Report JHU

- Enterprise SAP BW v | Employee Actions Report
& Finance % | Employee Certificates and Licenses
} Human Resources ¥ | Employee Directory
s Benefits % | Employee Disability

w | Employee Experience Dates

Finance Admin
a Employee Master Data (wfo Pay) CE
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2. Organizational Unit Access -
Completing the Organizational Unit and the Personnel Area Fields

Most university users with HR reporting roles have organizational unit-level security. The
organizational unit is listed as “Optional” on the prompt screen; however, you MUST complete this
field in order to run your report.

1. Click the Organizational Unit bar to display the field.
2. Click the = Display Member Selector icon to select from the options. You will only see the
organizational units that you have access to.

Al | Requred | Optional

» Employee

» Employment Status (Sel. Optional)

+ QOrganizational Unit (Multple Single, Optional)

-
0 <—

= * Personnel Area(Selection Option, Required)

Include - Between
values

0| &
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3. Inthe Member Selector pop-up screen, check the Org Units you want to see in your report.
You will ONLY see the organizational units you have access to.
4. Click OK to apply your selections to the prompt screen.

Member Selector *
_ﬂ -
Display = || Hierarchy ~ | | Show Selected

[m] Select Everything
Member (Key : Text)

: Finan
: 50M <
: S0M

: S0M

4 ’
b OK Cancel

5. Change Between to Equal in the Personnel Area.
6. Type *in the Personnel Area field.

Al | Requred | Optional Variants

» Employee

» Employment Status (Sel. Optional)
= Organizational Unit (Multiple Single, Optional)

60004502 X
10003077 X
10003084 3 X

« * Personnel Area(Selection Option, Required)

Include - values Equal = <#

7. Continue inputting variables into the prompt screen as needed for your report, save the
prompt values, and then click OK to run your report, as usual.
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3. Authorization Errors - Organizational Unit Access

If you do not complete the Organizational Unit field, you will get the following error.

Analysis edition for OLAP

An error occurred in the MDAS service while processing a request from
Analysis, edition for OLAP. Try the operation again. If the problem
persists, please contact your administrator. (AQOC00041)

0 Hide detais

Failed to execute getRepresentation() because the query state
[USER_NOT_AUTHORIZED] is invalid. :
com.businessobjects.multidimensional.services. MdasRuntimeException:
Failed to execute getRepresentation() because the query state
[USER_NOT_AUTHORIZED] is invalid.

m

OK

4. Personnel Area Access - Completing the Personnel Area Field

If you have security for an entire personnel area, enter your authorized personnel area(s) on the prompt
screen. You can leave the Organizational Unit prompt empty, unless you only want to only view certain

org units.

1. Change Between to Equal in the Personnel Area field.
2. Enter the Personnel Area(s) that you have access to.
3. You may leave the Organizational Unit field blank, unless you only want to only view certain org

units.

Al | Required | Optional Variants
» Employee

»  Employment Status (Sel. Optional)

+ QOrganizational Unit (Multiple Single, Optional)

S x| <]

« * Personnel Area(Selection Option, Required)

Include - values Equal - 4
IUNIU I<# 03 X |4

4. Continue inputting variables into the prompt screen as needed for your report, save the
prompt values, and then click OK to run your report, as usual.
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5. Authorization Errors

If you fill out the prompt screen to access data that you’re not authorized to access, you will get this
Authorization error.

Analysis edition for OLAP

An error occurred in the MDAS service while processing a request from
Analysis, edition for OLAP. Try the operation again. If the problem
persists, please contact your administrator. (AOC00041)

o Hide details

Failed to execute getRepresentation() because the query state
[USER_NOT_AUTHORIZED] is invalid. :
com.businessobjects. multidimensional. services. MdasRuntimeException:
Failed to execute getRepresentation() because the query state
[USER_NOT_AUTHORIZED] is invalid.

m
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6. Checking Your Permissions in ECC

Use the ECC transaction ZZWF_SUOQO1D - Display Position By Role Assignment to see your
permissions. A payroll admin will have to submit a ZSR to change your permissions.

1. From the SAP Welcome Screen, click ECC to launch the SAP Easy Access User Menu.
Welcome ]OHNS HOPKINS Help | Log off

UNIVERSITY & MEDICINE

Welcome Enterprise Reporting Pl Partners | ECC | i g Internal Service Provider Ordering Travelﬂeil'h.l'semﬂilll

2. Scroll to the Enduser Role folder (at the very bottom of the list of folders).

3. Clickthe P arrow to expand the folder.

4. Double-click the transaction ZZWF_SUQ1D - Display Position by Role Assignment.
Note: According to your settings, you may not see the technical name (ZZWF_SUQ1D)
for this transaction.

SAP Easy Access - User Menu for
& B dH & CHEN
I (7 Security and Workflow One Stop Shop Requester Role
I» (7 Business Area Officer Security and WF Reports
= {3 Enduser Role
) SU2 - Maintain Own User Parametars

122 SU3 - Maintain Users Own Data

p o DU paghuipinndpdy o o o B

nok E

bilities

- ZWHND - whete is My Woikflow ?

A it} I Alorkflaaer oatificrating oo
ZZWF_SU01D - Display Position By Role Assignment
SERAGENTS - Get WF Agents from Respons
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5. Type in your User name (typically your JHED ID),OR
6. Use the drop-down to find your User name.
7. Click the & Check icon.

V] ald
USER: Initial Screen
G

8. In this example, the Display User Details view shows this user has Org Unit structure.

Display User Details
Personnel No _ Hame ]
Position u 1 o L} Home Cost Center
Org. Unit -
Role Name |
ZBHR BW R INST UN BR-HR 211 Institution Control Reports — UN (211)

ZBHR_FA R FAV CCIO SASP BW-HE Finance Admin View Reports - CCIO/SASPE

ZBHR FA R FPAV ORG EW-HE Payroll Admin View Reports - ORG(3tructur..
ZBHR_PFY R FYC ORG BW-HE Payroll Comprehensive Reports — ORG(Struc..
ZBHR TA R TAV ORG EW-HE Time Administrator Reports - ORG(3tructur..
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