Organizational Management

z Create a Position

This will be a field level function. When a new position is needed at the field level,
SAP will require a position number. A position CANNOT be set up without a job
number and description already in the system. If there is no existing job that pertains to
the new requested position; Headquarters must create a new job.

NOTE: ALL POSITIONS MUST BE CREATED WITH AN
EFFECTIVE DATE OF 10/1/1950.

NOTE: OPEN 2 SESSIONS BEFORE CREATING A
POSITION.

There are three steps in creating a position

Step 1
Use the following menu path:

Menu Path:  HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > SIMPLE MAINTENANCE > CHANGE

Transaction Code: =~ PPOM_OLD

Ogranizational Plan/Change

e Double click on “Jacksonville MWR” to see the departments.

™ Organizational Structure / Change _ =] x|
Organizational plan  Edit Gofo  View System  Help Lo
@ | Z W Qe |CHE DDLDPE @
[ 8% 80 & star assi%nments | 18
N
e @BER| a2 _ =
. 0 18881747 JAX HMYR Jacksonville HMWR
Find by |
(= [ Drganizational unit 0 180681708 Financial  Financial
[ GﬂlAthCQUEW 0 18881701 Admin/Pers Administrative / Personne
B | Structure search G 0 18881782 Clubs Clubs
0 186881783 Main/Recyc  Maintenance / Recycling
0 188681784 Info Sys Information Systems

L 0 10881785 Rec Division Recreation Division

0 10881786 Mkt Division Harketing Division
0 18881767 Mil Division Military Division

Bl & a & el B

e | Code L 0 180682968 ITT T
(= [ Havr-MwiR NaMTHMWR 0 A 0 10082961 Flying Club Flying Club
= Jacksanville Region  J& u]
|:| Kingshay Kingshay u]
E| - Jacksonville Jacksonville u}
0|

& M| | scksonville MYJ2S MWR

] Jacksonville Re Jx Reg OFF 0
B Mapport Mayport 0
B[] Seattle Region Seattle a
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e Double click on Organizational Unit Name “Jacksonville MWR”

o+
e Click on expand icon -this opens organizational unit to see all departments

. . . Skaff assighmments . . .
e Click on Staff Assignments icon -this will show all positions and

people. If there are no vacant positions you must create one.

™ Staff Assignments [ Change

Organizational plan  Edit Goto  Wiew  Systern  Help
@ | e DHE DDLD BRI @
D Positions... Assign holder.. 43, 82 E] Task profile uﬂ

NEET I

Find by |

0 18881747 JAX HUWR Jacksonuille HUR

= 0 18881788 Financial Financial
= 0 18881761 admin/Fers Administrative / Py
—E 0 18881782 Clubs Clubs

S 18893251 HF 1181 ™ Hight Hanager
= 0 18043708 Snack Bar Snack Bar

B = & & il E

E 0 1688681711 Gutter Grill Gutterball

ame | Coe i & not occupied
=[] NAVY MR NAVY-MWR D . 1 0 18801712 Mulligans Hulligans
- Jacksorwille Region | Jax il {3 not occupied
|:| Kingsbay Kingsbay il 0 18801713 Banbino's Bambino's
E| [ Jacksonville Jacksonville a
= ) ol G 0 18881789 OFff Club Officers Club
0 {2 not occupied
[ Maypot Mayparl o = 0 18881718 Ent Zon Entertainment 4§
EIl:l Seattle Region Seattle 0 = o 18881717 CPO cPoO
I:l General Fund General Fund 1] 1 0 16801726 Bingo Bingo
#--[] East Sound MwF | East SndMwR 0 0 18881727 Hain Event Hain Euvent
B[] Morth Sound MWR Nith Snd MwR - 07 5 0 100881728 Yest Cafe Yesterday
---DWegtSDundMWH wWetSnd MWR 0 B 0 108881729 Brewhouse Brewhouse
e AT Lo o

Positions are listed in yellow with an “S” next to them. If a person has been assigned to a
position, it will have a yellow folder next to the “S.” If you expand the folder, the
employee’s personnel number and name will appear.

e Click once to highlight the department where the position will be created. The
example below shows Bambino’s has been highlighted.
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= Staff Assignments f Change =]

Organizational plan  Edit Goto  Wiew System  Help

& | CIHeoe CHR 000D |EE @
“ DPosilions...l Aasignhalder.. 8% 80 ¥§] Task profie I
| A E B 2 a S 188685244 NA 3566 82 Custodial Vor

S 108685254 HA 7488 83 Food Service
S 108685312 HA 7408 83 Food Service
S 108685313 HA 7488 83 Food Service
S 10885314 HA 7488 83 Food Service
S 108885322 HA 7485 @5 Bartender

S 10005362 HA 7488 B2 Food Service

Fird by |
= [ Organizational unit
: [H_'[ Ad hoc Queny
_‘_HJ' Stucture search

0 1[601712 Bambino's Bambino*s

. .. . Pozitions. .
e Click once on the Create Positions icon O

Abbreviations” will appear.

. The Pop up box for “Job

™ Create Positions X|
Organizational unit 0 10001713 Bambina's
Choose d ibing job
Abbr. INF 10203 ﬂ Create jobs
Description Contract 5 pecialist
Positi
Abbr. MF 110203
Mame Contract 5 pecialist
Mumber af requested positions |_1
“alidity of pozitions |1 8/81/1958 o |1 273179999
®
Field Name Description R/O/C | User Action and Values
Abbr The job R Type in pay plan, series and
abbreviation grade. Hit enter and this will
populate the position information.
Description Job Description Full R System enters based on the Abbr
Text entered.
Position Abbr. The position R System enters based on the job,
abbreviation do not change.
defaulted from the
Job abbr.
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Name The Position Name R This will also default from the job
entry. Position name can be
changed if necessary.

Number of The number of this R Will default to “1”. Change if

positions position required requesting a different number.

requested

Validity of The start date of the R Today’s date will default; you

positions position must change it to 10/01/1950.

]
Click the Save icon to create the positions . A pop up window will appear with the
message “Position created” and the new position number. Click OK to continue.

Step 2

AFTER THE POSITION IS CREATED, A COST CENTER MUST BE

ASSIGNED.

Click on the new position number to highlight it.

= Staff Assignments f Change

Organizational plan  Edit Goto  View System  Help

|l

SR o B N0 BR @

" [ Positions... Assign holder.. 83 82 %5 Task profile s

- | EHR| S a S 10805244 HA 3566 02 Custodial Wor 2
i | S 10805254 HA 7408 03 Food Service
T , S 10805312 HA 7468 03 Food Service
= [ Drgarizational urit S 100865313 N 7408 03  Food Service
(8 Ad hoo Duery S 18805314 NA 7408 63  Food Service —
B8 | Stucture search S 188085322 HA 7485 @5  Bartender
S 10805362 HA 7488 82 Food Service
—3 0 198001713 Bambino's Bambino's
B B S &y il [E
Bl & | g wl B | i —&lwaaszg? NF 1182 83 Contract Spec
Name Code % 10003298 NF 1102 03  Contract Spec
Click on “Goto” and select “Account Assignment.”
™ Staff Assignments f Change =
Organizational plan  Edit | Goto View  System  Help
& || ~  Organizational structure | | @
Staff assignments
D Positions...  Assign holder... 83, Tagl DT’O%E F5
F - . 18065244 HA 3566 082 Custodial
:.-dh-. & = | Reporting structure 18805254 NA 7488 B3  Food Servi
maby A " Account EIEE;i[:]["|l'['|E['|t 8005312 HA 74088 A3 Food Servi
= [ Drganizational unit R e e 8005313 NA 7408 83  Food Serui

Human Resources

-4




Organizational Management

Highlight the position number again, and click on “Master cost center.”

= Account Assignment / Change |

Account assignment  Edit Goto  Wiew System  Help

@l Simeee CHBR DDA BE|@
“ %03 i3 Master oozt center... | #5 Cost distribution  § Account assignment features glf] T %31 = 1y

=3
- | HEHRB S a

0 18881713 Bambino's Bambino's

Find by
= [ Organizational unit

[H] Ad hoc Query

s 1083297 HF 1182 83 Contract Specialist
S 1A8A3298 HF 1182 A3 Contract Specialist

The “Assign cost center” screen appears:

1 ™ Assign Cost Center X|
[, Position Contract Specializt

| Cost center I? ﬂ

L Contralling area |2 §15]5] AlS Controlling drea

] Waliclity |1 8/81/1958 to |12.f31 /9999
- gh|E| %

£

e Enter the correct Cost Center or select using the drop down arrow
e Leave Controlling area as defaulted-DO NOT CHANGE

e Change the validity date to 10/01/1950

e C(Click the Save icon.

Step 3

ON SECOND SESSION

Use the following menu path:

HUMAN RESOURCES>0ORGANIZATIONAL MANAGEMENT>EXPERT
MODE>POSITION
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e Plan version defaults at current plan-DO NOT CHANGE
= pqaintain Job
Job  Edit  Goko  Utlities  Settings  Swsktem  Help
=1 -l m | e@ae | DM amaan (EE @
O 2 @ Mo @ | .2 1
Flan wersion Current plan =1
Job [
Abbr.
auctive | Plannesd | Submitted | Approwved | Rsisctsd |
Infotype name 111 Time period
Object == @ Period
e | | rom  [Fesisiese sl [z/a179999
Description 3 Todaw ) Current wesk
Flanned Compensation oAl € Current month
(Cesk PIRHRE) 0 From curr.date 0 Last week
Standard Profiles 0 To current date 0 Last month
. 0 Current pear
Job Evaluation Results
Survey Fesults e
[ | g F'::vfile [~ | Solect I
e Enter new position number
e Verify date is the same date position was created-10/01/1950
e Highlight Employee Group/Subgroup
e C(Click on create
[ J

Employee Group-use the pull down to select the correct Employee group. GS
employees are all external. Do not select retiree or separated.
¢ Do not enter Employee Subgroup.

= add Employee Group,/Subgroup

[nfotype Edit  Gokto  Extras  Miew Swystem  Help

& || D0 eoa MK anan | RE|@
RN Y

Fositian ML 7420 03 ‘wiaiter Leader

Flanning status Bctive

W alidity |1 as/81/1958 to |1 25317990909 S Change information

-Employee Group/Subgroup 01 5 10006813 1

Ermployes group
EE subgroup

Fetiree LI

e Click on save.

You will now need to create a vacancy for the new position. Follow the
instructions on the following page.
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z Create a Vacancy

Menu path:

HUMANRESOURCES>ORGANIZATIONALMANAGEMENT>EXPERT

MODE>POSITION

= Maintain Position

Gobto  Ukilities

Position  Edit

Maintain Position

Settings

Svstemn  Help

< ||

SwmeaaLME nooan | BE @

_@jﬁ@m@alan

Plan wersion
Position

Abbr.

Current plan
18883297
MF 1102 03

Active | Plarined I Subniitted I Approved I Rejected I

Infotype name

|

Object

Relationships

Wl
o —

Description

Department/Staff

Planned Compenszation

» |[Wacancy

Acct Aseighment Features

m

—

1 Contract 5pecialist

Time period

® Period

From |1 8/81/1958 o

) Today

Al

0 From cur.date
) To current date

|1 273179999

Current week
Current manth
Last week

Last rmonth

00000

Current wear

e Highlight Vacancy
e C(Click on Create

e Click on save.

Field Name Description R/O/C User Action/Values
Plan Version Should always R No action required. It will
default to the default
Current plan
Position Enter the R Enter the position number if
position number known or use the dropdown
search help to select the correct
position. Hit enter on your
keyboard after entering
position number.
From Begin date R Always use the begin date of
the position 10/01/1950.
To End date. R Always enter 12/31/9999.
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Select “Vacancy” and then the create icon 0 to go to the next screen.

= Add Vacancy

Infotype Edit Golo Exras Wiew System Help
|| Slglecelcnk/anan B0 @
Y

ER=NN; Y

Position INF 110203 Contract Specialist
Planning status IActive
' alidity Iﬂ;" 81/1958 ﬂ to |1 273179999 e Change information
Vacancy 01 5 10003297 1

® open [T Historical rec.

) Wacancy filled

No entry is required on this screen. Click to create the vacancy.
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z Delimiting a Position

This process will be used when Navy MWR will no longer have this position. Once an
employee has been assigned to the position, it can not be deleted but will need to be
delimited. This process will take the position out of the position vacancy reporting.

Transaction code: PO13

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > POSITION

Maintain Position

= Maintain Position

Position  Edit Goto  Utilities

Settings

Swstem Help

@l

W Ccae2HME DDLD AR @

lDeewmoalgl:
“u

Authorities/Resources

wiork Scheduls

Flan vergion Current plan ;I

Paosition 10008952 A

Abbr.

Active | Planned | Submitted | Approved I Rejected I
Infatype name Time period
Object - ® Perind
» |Relationships Fram Im ta Im

Drescription ) Today ) Curent week
Department? S tatf Al ' Current manth
Planned Compensation O From cur. date ) Last week
acancy C) To curent date ) Last morith
Acct Assighment Features ) Curent year

of employee data

Employee Group/Subgroup [~ 2ekeet |
Field Name Description R/O/C | User Action/Values/Comments
Plan Version Organization plan R Defaults to current plan. Do not
change!
Position Number assigned R Enter the position number or
to employee select using drop down arrow.
Infotype name Name for groups R Click once on “Relationships” to

select it.
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Hit Enter or the | @ | to go to the next screen, “List display with change Relationships.”

e Verify there is no active holder to this position. (Employee). All the records should
have an end date to them. You can not delimit a position number if there is an

active employee assigned.

Click on the “K” record (cost center) and click on the delimit icon | .
Delimit Relationships
™ Delimit Relationships
Infotype Edit Goto Extras  View Systern  Help
& | SIeeeeCHME anan A @
“ B | B @ | Addiona daia
Puositian Accountant Accountant
Flanning status Active [ Historical rec.
Walidity |ﬂ1fl-]1 F1988 ta |1 2/31/9999 ﬂ o Change information
Relationzhipsz
Relationzship typenumber IE A82  Reparts [ling] to
Related object
Type of related object Position ;I
1D of related object 108888695 |
Abbreviation Fin Suprur
Mame IFinance Supervisor
Pricrity I_
Record |1 af 2
&

Change the end date from 12-31-9999 to the end date of the position. Select the
go back to the previous screen. You will be prompted to save this record. Click save

]
= , you will see a message that the record has been delimited. Change the next

relationship by selecting it, then the delimit icon. Change the end date from 12-31-9999
to the end date of the position.

Click the green arrow to exit. You will be prompted to save this record. The system will
then confirm the change with a pop up message as before.
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z Changing Cost Center to a Position

Transaction code: PO13

Menu Path: HUMAN RESOURCES > ORGANIZATIONAL MANAGEMENT >
EXPERT MODE > POSITION

Maintain Position
®™ Maintain Position !
Position  Edit Goto  Utlites Settings  Swstern Help

& || Sl wmece DME oDhaoan BE @
Dﬁ@ﬁ:@ﬂl@u

Plan version IEulrent plan - I
Position [fioonees2 % [countant
Abbr. I.é.cc:ountant

Active Flanned I Submitted I Approved I FRejected I

Infotype name ﬁ Time period
Dbject = @ Periad
@[ =lationships Fraom |m|f26f2 ae1 |1 2/31/799929
Description ) Today ) Cument wesk
Department/Staff Al ) Current month
llrned) Cempemain ) From curr.date ) Last week
Vacanc}l. ) To curent date 1 Last marith
Acct Assignment Features 0 Eluet ween
Suthorities/Hesources
“wiork Schedule =
Emploves Group/Subaroup = Seleet I
Field Name Description R/O/C | User Action/Values/Comments
Plan Version Organization plan R Defaults to current plan. Do not
change!
Position Number assigned R Enter the position number or
to employee select using drop down arrow.
Infotype name Name for groups R Click once on “Relationships” to
of employee data select it.
Q

Click on Relationships and the Overview icon <
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On the “List Display with Change Relationships” screen:

= List display with change Relationships

Infotype Edit Goto

Extras Wiew Swstem

Helm

e | | =W eceae | oM mooD  BE @

= & a3 | -]

Poszition IAccountant A ccountant

Planning status [2ctive

R elationships
Start End date Fi= Fel FRelat'ship Fes Rel'd object 1D | Abbr. 2 rate
01./01 /1300 12/31./939339 r ooz Reports [| = 10000635 Firn Suprwr 0.00;
o101 1900 12/31/99939 B |0O7 Iz describ Z (00000007 Accountant .00

Click on the cost center relationship (K). Click on the “copy” icon.

Copy Relationships
™ Copy Relationships

Infotype Bdit Goto Exiras  Wiew

System Help

& | I8 LHE anaa BE| @
=R s -]
Fosition GS 012211 Athletic Director
Planning status A ctive
W alidity a1/e1/1958 ﬂ to |1 273179999 S Change information
o X
Relationzhips
Relationship type/rnumber IF 883 EBelongs to
Related object
Type of related object Organizational unit ;I
ICr of related object 18881728 A
Abbreviation Gum
Marne Gym
Pricirity l_
Record |1 of 2
Field Name Description R/O/C | User Action/Values/Comments
Validity dates Beginning and R Change the validity date to reflect
end dates the begin date of the new cost
center assignment and leave the
end date as 12/31/9999.
ID of related object | Cost center R Enter the new cost center number.
number This will populate the new cost
center title.

Note: This will also automatically change the Organizational Assignment for the
employee who is assigned to this position. To verify this, follow these steps:

e PA20 - Display Master Data

e Enter employee’s personnel number

e Click on Organizational Assignment and the “overview” icon. This will show a
record with the begin date of the new cost center for the position. You can also use

the magnifying glass to open the record completely.
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