Person Structure Search

Purpose

Person Structure Search (PPOSE)

Use this procedure to search for an employee using the Organizational

Management Structure Search.

Trigger

Perform this procedure when you want to view search for an employee using the

Organizational Management Structure Search.

Prerequisites

End User Roles

None.

In order to perform this transaction you must be assigned the following role:

Organizational Management processor.

Change History

Date

Change Description

2/23/2012

Procedure created

Transaction Code

PPOSE

Helpful Hints:

PPOSE Screen Icon

Description

This icon represents the name of the job class used to create specific positions.

This icon represents an organizational unit within a department.

) (Person) This icon represents a person assigned to a position.
2 (Position) This icon represents a position within an organizational unit.
B (Chief) This icon represents a ‘chief’ position for the organizational unit. A position becomes

a ‘chief’ position when the relationship ‘manages’ is assigned between the position
and org unit.

-

o (Goto)

This icon allows you to view the organizational structure in different ways. For
example: by selecting Organizational structure you can view only the organizational
units without any position details. By selecting Staff assignments, you can view both
the organizational structure along with the positions assigned.

i (One level up)

This icon allows you to view the structure one level above the point you are currently
viewing.

ﬂ (Column Configuration)

This icon allows you to select the columns you would like to view, for example:
Object, ID Number or Relationship.
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Person Structure Search (PPOSE)

PPOSE Screen Icon

Description

(Icon legend)

This icon allows you to view a legend of what various icons represent within the
organizational structure.

(Large/Small results list)

This icon allows you to maximize or minimize the view of the search area.

@I (Date/Preview period)

This icon allows you to view the organizational and reporting structure as of a
specified past, present, or future date.

R

(Close Detail Area)

This icon minimizes the Detail area of the screen to expand the Overview area.

(open Detail Area)

This icon maximizes the Detail area of the screen to view the detailed information
pertaining to an object.

(Expand Node)

This icon maximizes the drill down area.
For example: To view All positions and employees within the Santos Training School,
highlight the name and click the expand node icon.

Staff Assignments (Structure) |

= & IN TRAINING 01
@3 PURPLE JIMELL
< B IN TRAINING 02
@ PINK JARNE

|

(Collapse Node)

This icon minimizes the drill down area of a screen. For example:
otaff Assignments (Structure)
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Person Structure Search (PPOSE)

e The system may display three types of messages at various points in the process. The messages
you see may differ from those shown on screen shots in this procedure. The types of messages
and responses are shown below:

Message Type

Description

Error

Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: @_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.
Action: If an action is required, perform the action. Otherwise, click

V] (Enter) to validate and proceed.

Confirmation

0,

Example: & Save your entries.

Action: Perform the required action to proceed.
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1. Procedure

2. Start the transaction using the above transaction code PPOSE.

Person Structure Search (PPOSE)

=

Organization and Stafiing  Edit Goto  Settings  Systern Help
& A EICGQ I EHE Soan | RE @
Organization and Staffing Display

[= ===y E=T=)E] [3/35/3513 + 3 Months
Find by |
I O Crganizational unit
[ Position : :
" gﬂm Organizational Management
b @ Persan B — . -
b O User This is the initial screen for maintaining your enterprise’s organizational plan. You can create your Organizational structure
b & Task ) N

) ’ e user interface is divided into four areas:
B Onhject history Th terf divided into f
+ Inthe Search area on the left of the screen. you can use the search functions to find individual organizational objects
area.

3. Inthe Find by section, drill-down from Position and click Structure Search

=
Organization and Staffing  Edit  Goto

@ al Q@ |
Organization and Staffing

|| & 1 B
Find by
[ [ Organizational unit
I & Position
[t Job

=~ 4% Person

[} Collective search help
Search Term
Structure Search |
Free search
b [& User
I 3 Task

B Object history
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4. Click the i

5.

=
Organization and Stafing Edit Goto  Settings

& | ndH&@

Organization and Staffing Displ

|| &l I B2 [
Find by |
I [ Organizational unit
= & Position

fHl Free search
fHl Search Term
fH Structure Search
fl Ohject History

> £ Job

I @5 Person

P [& User

P 3 Task

B Ohject history

=] [HE =l E FE EE E

Marme |C|:|de |

= ] State of Washington | SOy [a]

to the left of State of Washington to expand

b O SENATE 012 [~]

Person Structure Search (PPOSE)

Use the scroll bar to drill down the list of Organizational Units. Double click the name of your

Organizational Unit to display the organizational structure.
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=
Organization and Stafiing Edit Goto  Settings  Systern  Help

& ol dHI&E 2 EE 2D

Person Structure Search (PPOSE)

a3 80 | FE ] G

Organization and Staffing Display

S EEEEE

02/23/2012 + 3 Months

Find by

=[]
i [ [ ) )

[~ 1I[E] [ETm]ET= =] EE] @)

[ O Organizational unit

Staff Assignments (Structure) Caode |\D Relationship te:

b & Job

= @3 Person
[H Collective search help
[} search Term
[H) structure Search
{i} Free search

b [ User

P & Task

¥ Ohject history

= M B E E R R

=
)
3
o

O WKFORCE TRMG/ED |
[ Archaeology and Histal
O ARTS COMMISSION

OO WA ST HISTORICAL Si
[0 EASTERM W4 ST HIST
[0 DEPT OF TRANSPOR|
[ County Road Administr
O TRANSP IMPROVEMEI
O MARINE EMPLOYEES
O TRaNSP cammission | |0l ]

-
-

b & Position b O SANTOS TRAINNG SCHO[111T O 31000031

I FREIGHT MOB 5T INV

Details for Organizational unit SANTOS TRAIMIMG St

ssignment  Guota Planning - Max Budget

I POLLUTION LIAB INS 4 - ;
O PARKS/RECREATION Organizational unit 11T
O oUTDIDOR RECREATI
O ENVIRONMEMTAL HEA Staff
O CONSERVATION COM
[ Grawth Management H Holder

SANTOS TRAINING SCHOOL

Department

Description 7

I DEPT OF FISH & WILL Ic IHUICIEr

Percentane|Assigned as o Subtyp 0001 Gener:

I DEPT OF NATURAL RIf| &% PURPLE JIMELL
[ Dept. of Agriculture @8 PINK JANE

O EMPLOYMENT SECUR] @0 BLUE KELLI

[ COMVENTION & TRAD G GREEN LISA
1 HEALTH CARE FAC Al @3 RED JONTE

ry =T
L SANTO S ¢ Ba VL | Oy DACHAE]

3
b

b

I

b

b

I

b

b

I

b j|
b O COLUMBIA RWVER GOJ m o Account a
b [J DEPT OF ECOLOGY

b

b

I

b

b

I

b

b

I

b

b

I

5.1.To close the Search and Selection areas to fully display the units information.

Go to the Menu bar select Settings- H

oettings] System  Help

[ Date and farecast periad. ..
| Plan wersion

—|  Maintenance interface ..
Cluery Time Period/Create :
Hide Object Manager

100.00|02/01/2009
100.00|02/01/2009
100.00|02/01/2009
100.00|02/01/2009

100.00|02/01/2009
100 NN NN onna

[elolE] 10 [l

THIS ORG UNIT WILL

iy

rai————

ide Object Manager
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Person Structure Search (PPOSE)

=
| Organization and Staffing Edit Goto  Zettings  System  Help
|@ | 20 E[GOe I CHE foha BE e
Organization and Staffing Display
«[=][EH] 02/23/2012 + 3 Months
[ [ N e i I P =Y 1y = s ([
Staff Assignments (Structure) ICnde |ID |Re|ation5hip text
b LI SANTOS TRAINING SCHOOL 11T O 31000031

5.2.To re-open the Search and Selection areas go to the Menu bar, select Settings —Show Object
Manager

oettings | System  Help

Date and forecast period. ..
Plan wersion

Maintenance interface ...
Cluery Time Period/Create Several Objects

Show Object Manager

=

-

:" For this user procedure the Search and Selection areas are hidden.

6. To search for a person click (Find).

=

| Organization and Staffing  Edit Goto  Settings  Systern Help

@ 190 @@ee SHE aDo0 BE @
Organization and Staffing Display

«[=][E] 02/23/2012 + 3 Months

e [ N s I [ e [ = | 21 =] (3] | 6]

Staff Assignments (Structure) ICnde 1D |Re|ationship text

P O SANTOS TRAINNG SCHOCOL 1117 O 31000031

7. Select Person from the Object Type pop up and click I “‘FI (Copy).
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III:'Dhject Type (17 3 Entries found

i G =T
OT|Object type text |

. C Dr%anizatiunal it

= FPosition

Select the appropriate tab to use for your search:

Person Structure Search (PPOSE)

B

& Person ()

* Last name - First name

Persannel 1D Mumber

{ Organizational assignment ||| E lI‘

Search Tem

Last name

First name |

9. Enter search criteria and click I “‘?I (Copy)
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Person Structure Search (PPOSE)

[=Person (1)

Search Term Last name - First name

Last name | E” Pink I

Firzt name |

10. Click the box to the left of the employee to select and click I “‘?I (Copy).
III? Ferson {11 1 Entry found

Search Temn " Last name - First name Ferzonnel (D Mumber

=

EEEIE
. |First na...|Ti... | Birth date |Pers.No. |Start Date |End Date
JAMNE 0350641968 00000101 03061968 12/31/9999

11. Double click on employees name to be taken to employee level detail.

=

| Organization and Staffing  Edit Goto  Settings  Systern  Help

|& | DA H @ SHE fnoa0 BR @ m

Organization and Staffing Display

=]=][E] 02/23/2012 + 3 Months

[ I ) e e P =3 1 8 (= s A

Staff Assignments (Structure) |Code |ID |Re|ati0nship text Chief Assigned as of |Assigned until

= [ SANTOS TRAINING SCHOOL 11T O 31000031
P& IN TRAIMING 01 ORGO1 S 71000026 Incorporates 01/01/20082 Unlimited
= 8 IN TRAINING 02 ORGO02 S 710000897 Incorporates 01/01/2008 Unlimited

PlMk JANE PMk | P oooooto1 Holder 02/01/2008 Unlimited
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Person Structure Search (PPOSE)

12. Double click the employees name to be taken to Details for the employee:
|‘[| Details for Person PINK JANE

.~ Basic data Clualification i Tasks

Position assignment 02/23/2012 @

Icor| Existence| Position Joh |Organizat Vald On  |02/2372012
IN TRAINING 02 |INFORMATICON TECH SYSTEMS/APP SPEC £ | SANTOS | @ Mo periods

[l ]| [ L]
Persannel Mo 101 MName PINKE JANE
EE group O Permanent Persannel ar 1110 Dept of Persannel
EE subgroup |01 Maonthiy(hd) OT Ex. 55N |500-10-1673 Status Artive

13. @ To hide the Details for Person click on the title bar
Details for Person PIMNK JARNE |

Clualification i Tasks

Fosition assignment 03/01/2012

|con| Existence| Position Job
2 M TRAINING 02 INFORMATION TECH SYSTEMSAPP SFEC &

q
14. To change the date range for the view click the (date and preview) on the application toolbar
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Person Structure Search (PPOSE)

=
Organization and Stafing Edit Goto  Settings  System Help

& | AH CEQ CHE Do
Organization and Staffing Display

e[=][E] |/ @3izsais + 3 months
o [ C[ O[T [Te [« [~ ] [&] [OIE]E =] =) eE] @]

Staff Assignments [Structure) IChief I Workflow

P& IN TRAINING 01

Bk Tk

Wk Cm

15. Enter a Start date of the period range you want to view.

16. Enter an End date of the period range you want to view.
I@Specifj,r date and preview period

Start date 03/01/2012 [&)

Freview period to

C Time period EI| in the future
@ End date osf01/2012

Preview period from 0340172012
to 05012012

%]

17. Click (Execute) to view the results.

18. You have completed this transaction.

Result

You have searched for an employee within your agency.
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