
Assessment Guidelines
Supervisors can use this assessment to evaluate a person’s level of knowledge and skills using SAP and other applications.  It will specifically assess the following:

	· SAP Basics
	· Standard Reports

	· HR T-codes 
	· Internet Explorer

	· Finance T-codes
	· WebView

	· SRM T-codes
	


When you finish using this questionnaire, you should be able to determine:


1.
The individual’s current level of expertise using the above applications.


2.
What, if any, additional training is needed for the individual.


3.
Where the individual needs encouragement using these applications, assuming they have sufficient skills.

Administering the Assessment Questionnaire:

Prior to the assessment, gather the following documents (if applicable):

· Your areas account listing
· Your areas SIO listing
· Your areas RIO listing

· A Purchase Order

· A Travel Document Number

· A Position Number

There may be some questions that are not applicable to your college/ school/department (For example, you may not be involved in Sponsored Programs Services.)  The person administering the assessment should pick and choose the questions that apply for each individual.  

The following tips will help you when administering the assessment questionnaire:
· This is designed as an interactive tool.  Sit down with the individual and ask them to perform the requested tasks.  Observe how they use the system and how easy or difficult it is for them to find the answer. 
· Do not suggest to the individual where to find the answer until he or she is really lost.  If it’s not something they do every day, it may take them a while to remember how to do it.  That’s acceptable in many cases.

· In several scenarios in the questionnaire, there is more than one way to find an answer to the question.  Let the individual find it their way.  You may learn something new you didn’t already know!  If you know a different way to find the information, show them after they have answered the question.

After completing the assessment, use the Summary sheet to:

· Note issues or concerns that arose as a result of the assessment

· Determine if your staff needs future training
Assessment Worksheet

1) Objective: To assess their working knowledge of using favorites. (SAP BASICS)
At the SAP Easy Access screen, add t-code PA20 to your Favorites.

At the SAP Easy Access screen, create a Purchasing folder and add t-code ME23N to that folder; delete the folder.

2) Objective:  To assess their working knowledge of variants. (SAP BASICS)
Pull up a variant that has already been established using any t-code.

Using t-code ZHR_PAY_POSTING create a variant to look at current month payroll posting for clerical and service staff on your general funds.   Title the variant “XXXtesting”, X=your org. unit.  Delete this variant.

3) Objective:  To assess their working knowledge of layouts. (SAP BASICS)
Use a layout that has already been created.  

Using t-code FMRP_RFFMEP1AX (all postings), create and save a layout that includes the following fields: fund, fund center, commitment item, posting date and amount; add a total and subtotal by commitment item.  Title the layout “XXXlayout”, X=your org. unit.  Delete this layout.

4) Objective:  To assess their working knowledge of exporting to Excel. (SAP BASICS)
Execute t-code FMRP_RFFMEP1AX, with variant “ALL POSTINGS” and layout of “/1PURDUE”.   Export and save the results in excel.

5) Objective: To assess their working knowledge of PPOSE.   (HR-T-CODES)
Locate the position number for graduate teaching assistants (if you don’t have grad. TA’s, use student service or student clerical) in your organizational unit.

Who is currently in position number?
6) Objective:  To assess their working knowledge of PA20. (HR-T-CODES)
Search for a person with the last name “Edwards”.

Search for a person with the last name “Edwards” and first name begins with “S”, select one of the individuals listed.  What is their position number?

What is their PUID?

Find an individual’s home address for processing a travel reimbursement.

7) Objective:  To assess their working knowledge of ZHR_ADDL_PMTS. (HR-T-CODES)
Identify the individuals in your area that receive summer pay in August 2008.

Did any individuals in your area receive an overload payment during May – August 2008?

8) Objective:  To assess their working knowledge of ZHR_PAY_POSTING. (HR-T-CODES)
Identify the graduate students that had salary charged to a specific account in October 2008.

Identify the clerical and/or service individuals that had salary charged to a specific account for November 2008 effort.

9) Objective:  To assess their working knowledge of ZHR_COST_DISTRIB or PA20 (IT0027). (HR-T-CODES)
Find the account number(s) to which a monthly employee’s salary is being charged to.

Identify the individuals who will be charged to your general fund account for next month.

What is your estimated retirement date?

10) Objective:  To assess their working knowledge of Standard Monthly User Reports (SMUR) (STANDARD REPORTS)
Locate last month’s Income Statement for your departments general fund account.  What is the Salaries & Wages amount for this month?  What is the year to date amount? (ZSMUR_INCOME_STMT)

Find a list of all accounts in your department, school or college. (ZSMUR_ACCT_BALANCE)

What is this year and last year current month’s revenue for a specific fund? (ZFI_SMUR_OPER_STMT)

Find the budget changes that processed in 2008 for your general fund account.  (ZSMUR_BUD_CHANGES)

What was the management balance of a specific gift fund as of the end of the previous month? (ZFI_SMUR_BALSHEET)

What are all of the transactions for the previous month with detail including vendor name and product description for your general fund and export this to excel. (ZSMUR_MONTHLY_TRANS)

11) Objective:  To assess their working knowledge of Statistical Internal Orders (SIOs) S_ALR_87013018. (FINANCE T-CODE)
What is the current balance on a specific SIO?

What allocations have been made to a specific SIO?

12) Objective:  To assess their working knowledge of SRM. (SRM T-CODES)
Select a Purchase Order, find out whether it been paid or not. (ME23N)

Find a vendor number for Hertz Equipment Rental in Indianapolis. (MKO3)

13) Objective:  To assess their working knowledge of Real Internal Orders (RIO) Reports. (STANDARD REPORTS)
Find the total expenses for last month and YTD for a specific RIO. (ZRIO_MONTHLY_TRANS)

14) Objective:  To assess their working knowledge of Project Financial Reports. (STANDARD REPORTS)
For a sponsored program order, find: (Z_FSSR_PROJFIN)

· The sponsor

· The account title

· The F&A rate

· The responsible cost center

What is the total sponsor available balance as of last month end?

What is the total account balance as of last night?

15) Objective:  To assess their working knowledge of the “Business Managers Directory” on the internet. (INTERNET EXPLORER)
What is the organizational unit number for the Bursar’s Office?  Where did you find this information?

Who is the Business Manager in Chemistry?  Where did you find this information?

If you wanted to send email to someone in one of the Business Offices and you did not have their email address, where would you look to find it?
16) Objective:  To assess their working knowledge of WebView. (WEBVIEW)
While reviewing your account you identified a travel expense that charged to your account and you do not have a pending copy; where would you find a copy of the document?

17) Objective:  To assess their working knowledge of linking to information through the Travel homepage. (INTERNET EXPLORER)
What is the daily currency exchange rate for the Austrian shilling per the US dollar?

18) Objective:  To assess their working knowledge of linking to information through the Human Resources homepage and to assess their knowledge of favorites. (INTERNET EXPLORER)
· How many regular staff position vacancies are posted at Purdue?

· Add this site to your favorites.

· Now, remove this site from your favorites. 

· Who is the Assistant Director for the Shared Service Center?

19) Objective:   To assess their working knowledge of linking to information through the Purdue homepage and to determine if they know what a URL is.  (INTERNET EXPLORER)
Find your department’s, school’s, college’s or division’s homepage.  What is the URL?

20) Objective:  To assess their working knowledge of using Business@ Purdue. (INTERNET EXPLORER)
Where would you find the process to hire an undergraduate student?  (People/Hiring)

Where would you find the process for creating a new fund? (Finance/Account Structure)

21) Objective:  To assess their working knowledge of Business@Purdue News. (INTERNET EXPLORER)
What training sessions have been announced recently?

What recent staff changes have been announced?

22) Objective:  To assess their working knowledge of the Payroll Calendar. (INTERNET EXPLORER)
What is the last day in September that monthly paid staff’s cost distribution can be changed for the month of September?

Assessment Summary
This document is meant to be a summary of issues or concerns that arose as a result of the Assessment completed with the employee. Please complete the Assessment Summary as appropriate for your staff and return it to your Training Coordinator.


Assessment for:

How comfortable is the employee with the following tools?  


Very Comfortable
 Comfortable
Not Comfortable
N/A


SAP Basics
3
2
1
0


HR T-codes
3
2
1
0


Finance T-codes
3
2
1
0


SRM T-codes

3

2

1


0


Standard Reports

3

2

1


0


Internet Explorer

3

2

1


0


WebView

3

2

1


0

Please list any issues or concerns which arose as a result of the assessment.

Is any further development or training needed for this staff member?  If yes, explain below.
PRIVATE 

         Summary Completed by:





Date:


1
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