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HRMS

Position - Create (PP03)

Use this procedure to create a Position and establish the Position attributes.

Roles: Organizational Management Processor

Note: Field definitions can be accessed within HRMS by pressing the “F1” key on the keyboard, or via On Line Quick
Reference (OLQR), HRMS Data Definitions Resource Guide, and Glossary.

1.

Enter transaction code
PPO3 in the command

field and click the Enter
button (3) or press Enter

on the keyboard

Complete the following
fields:

The following fields are
mandatory:

e Object Type

¢ Validity

e Action

The following fields will
default:

e Plan Version
e Validity start date
e Validity to date
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Menu

& PPO3

Edt Favorites Extras System

q =

SAP Easy Access

BES) | [« 8)l2

Maintain Plan Data: Execute Actions

@

" [#]

2]

Plan Version ‘01 current plan
Object Type 5

Object 1D

Object abbr.

Selection of Tasks

Planning status 1 Active

Valdity 12/05/ 2016070
L A
Action 3

12731/9999
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Position - Create (cont.)

3. Click the Execute (&)
button to begin the
transaction.

4. Complete the Create
Object infotype.

The following fields are
mandatory:

e Object abbr.

e Object name

5. Click the Enter (&) button
or press Enter on the
keyboard.

6. Click the Save (5 button.

Position - Create
Revised 12/28/16

) Tips

¢ Object Type is the type of object being created. Organizational Units and
Positions are the only object types used for transactions PP03. Enter S in the
object type field for position.

¢ Object ID is a system assigned number of an object type. This field should
remain blank when creating a position.

o The Validity fields identify the lifespan assigned to the position. These fields
default, but may be changed.

o The Action groups infotypes according to the type of action being
performed. Enter S in the action field to create a position.

Create Object
= e
Paosition

Planning Status Active
Iy =t
Validity Lllzmsffmls_l to 12/31/9999| |4  Change Information

Object 01 S 000000001

Dhject abbr. RTR1
Dhject name HR Generalist
Language Key English -

& Tips

¢ Object abbr. is determined by the agency and is often referred to as the
position short text; 12 character maximum.

¢ Object name is determined by the agency, and is often referred to as the
working title or position long text; 40 character maximum.
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Position - Create (cont.)

7. Complete the Essential Essential relationship Relationships

relationship H & % Allowed relationships
Relationships infotype.

Position RTR1 HR Generalist

i § X Planning Status Active
The fOHOWIHg field is valid from rh.z..-'ﬂsfzﬂlﬁ—l to [12/31/9999 |62:r’* Change Information
mandatory: c -
e ID of related object Relationships 015 71047975 1

) i . Relationship type/relationship A| |003| Belongs to
The following fields will
default: Related Object
¢ Relationship Type of related object Organizational unit -

type/relationship I ID of related object 31008154 I
e Type of related object Abbreviation 163
Name Consolidated Technology Swvcs
8. Click the Enter (&) ooty
button or press Enter on
the keyboard. )
y & Tips

e The ID of related object establishes a relationship between the new

9. Click the Save (&) button. position and the organizational unit that the new position belongs to. This
relationship is necessary for all positions to identify where the position fits
in the agency’s organizational structure and for the system’s role-based

1 0. complete Essential security.
Relationship
Relationships infotype. Essential relationship Relationships
The following field is 3% Allowed refationships
mandatory: Position RTR1 HR Generalist
o ID of related object Blanning Status e
Valid from [llQIfJSx’EDlGj to 12/31/9999 |6E:r’ Change Information
The following fields will
default: Relationships 015 71047975 1
L] Relationship Relationship type/relationship Bl (007 Is described by
type/relationship
e Type of related object Refated Object
Type of related object Jab hd
1 1 - Click the Enter (@) I ID of related object 50000653 I
Abbreviation 119H
button or press Enter on Name HUMAN RESOURCE CONSULTANT 4
the keyboard.
Priority
1 2. Click the Save (&) Weighting :
button. <
@ Tips
o The ID of related object establishes a relationship between the new
position and the job that the new position is described by. This relationship
is necessary for all positions to identify the job classification that the position
is allocated to.
Position - Create Page 3 of 12

Revised 12/28/16



Position - Create (cont.)

13. Complete the Create
Relationships infotype.

The following field is
mandatory:
¢ ID of related object

The following fields will

default:

e Relationship
type/relationship

e Type of related object

14. Click the Enter (&)
button or press Enter on
the keyboard.

15. Click the Save ()
button.

16. Complete the Create
Description infotype.

The following fields are
mandatory:

e Subtype

¢ Description

17. Click the Enter (&)
button or press Enter on
the keyboard

Position - Create
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Create Relationships
E & i%  Allowed relationships

Position RTR1 HR Generalist
Planning Status Active
Iy t
valid from Lh2f05f2016J to |12/31,/9999 |63° Change Information

015 710479751
Relationship type/relationship 2 |002| Reports (line) to

Relationships

Related Object

Type of related object Position -

| ID of related object 71047850 |
Abbreviation RTR1
MName Hr Generalist

Priority

& Tips

o The ID of related object establishes a relationship between the new position
and the position that the new position reports to. This relationship is necessary
to identify the position’s supervisor and the agency’s reporting structure.

o Only these three position relationships are created during the position create
(PP03) action. If you have additional position relationships to create, refer to
the user procedures Position to Management Type Assignment Relationship,
Position- Market Segment, Position- WMS Inclusion Criteria, Position- WMS
Position JVAC, Position- Dual Language Relationship, and Assignment Pay to
Position Relationship located in the OLQR for guidance in creating additional
relationships such as management type, market segment, and JVAC.

%® |.| Create Description
H B H = EEF

Position RTR1 HR Generalist
Planning Status Active
validity 12/05/2016| to 12/31,/9999 |62:r’ Change Information

Description 015 71047975 1
I Subtype General description - I
Language Enaglish v
Description

HDE e FE

™ - - - - . - - il
Position reguired for recruitment. This is used for training purposes.

* Lil,Co71 Ln1-Ln 9 of 16 lines
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Position - Create (cont.)

18. Click the Save ()
button.

19. Complete the Essential
relationship Employee
Group/Subgroup
infotype.

The following fields are
mandatory:

e Employee group

¢ EE subgroup

20. Click the Enter (&)
button or press Enter on
the keyboard.

21 . Click the Save ()
button.

22. Complete the Essential
relationship Acct.
Assignment Features
infotype.

The following fields are
mandatory:

e Business Area

e Personnel area

¢ Pers. Subarea

The following fields are
conditional:
e Budgeted
e Retirement Eligible

23. Click the Enter (&)
button or press Enter on
the keyboard.

24. Click the Save ()
button.

Position - Create
Revised 12/28/16

ETips

o The Subtype categorizes the description by selecting from a list of applicable
subtypes. The following subtypes display during the Create Position action:
o General Description
o InTraining
o Shift Designation

e The Description is a text field for entering a detailed description for the
selected subtype.

e To create additional description subtypes, repeat steps 16-21.

¢ You may skip any subtype by clicking the Cancel (a) button. If there are no

descriptions to enter for the position, click the Cancel (ﬁ') button for each
subtype then skip to step 22.

Essential relationship Employee Group/Subgroup
H B =

Position RTR1 HR Generalist
Planning Status Active
Valid from 12/05/2016] to |12/31/9999 |6°<r’ Change Information

Employee Group/Subgroup 01 § 710479751

I ol
Employee group I_F'r:‘!rmam-znt e

=
EE subgroup 06| M-OT Elig=40hrs/wk

ETip
e The Employee group is the status of the position. Refer to the HRMS Data

Definitions Resource Guide or press F1 in this field for Employee group
definitions.

Essential relationship Acct. Assignment Features
H & U

Position RTR1 HR Generalist
Planning Status Active
I t
valid from Lh:fﬂs;:ﬂlﬂ_l to (12/31/9999 |6}f Change Information

Acct. Assignment Features 01 S 71047975 1
Company Code WAOL  STATE OF WASHINGTON

Business Area 1630 Consolidated Technology Sves
Personnel area 1630 Consolidated Technology Svcs
Pers. subarea 0001 MNon Represented

CO Area WA01 Washington State

FiM Area WOl

Additional fields

Budgeted
Retirement Eligible
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Position - Create (cont.)

25. Complete the Essential Essential relationship Planned Compensation

relationship Planned e o
Compensation infotype.

Paosition RTR1 HR Generalist
Review the infotype and Planning Status Active
. . . Iy St
verify all the information valid from h2/05/2016)Fjvo  [12/31/9999 [%  Change Information

is accurate.
Planned Compensation 015 710479751

26. Click the Save () _ PayGrade . PayScale | Direct
button.

Pay scale structure data
Country Grouping USA -
P.scale type 00/  Non-Represented
PS Area 01  Standard Progression
ESG for CAP 3
Pay Scale Group 58 To 58
PS level 1 To M
Key Date for Display 12/05/201&
Currency key UsD United States Dollar
Amount 2,156.50 | To 2,902.00
Time unit Semi-monthly Ad

F1ip

e The Planned Compensation information will default from the job.

o The Pay Grade tab is used for non-standard pay schedules, such as bands.

o The Pay Scale tab is used for standard, incremental pay schedules, such as
steps.

o Refer to the HRMS Data Definitions Resource Guide or press F1 in this field for
Pay Scale Area / Pay Grade Area definitions.

o Refer to the user procedure Position- Maintain Planned Compensation located
in the OLQR for additional guidance in completing this infotype.

27. Complete the Create

Vacancy infotype. Create Vacancy
28. select the appropriate & B =
Vacancy option. Position RTR1 HR Generalist
Planning Status Active
29. Click the Enter [@') Valid from 12/05/2016 to |12/31/999% |6“q” Change Information
button or press Enter on
the keyboard. Vacancy 015 71047975 1
%) 0pen
“IVacancy filled
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Position - Create (cont.)

30. click the Save @Eh @ Tips
button. e The Vacancy infotype is used to identify the position’s availability.

31 Complete the Essential Essential relationship Work Schedule

relationship Work e =
Schedule infotype. Position RTR1 HR Generalist
The following field is Planning Status [Active _
mandatory: valid from h2/0s/2006 Fleo  [12/31/9993] [ Change Information
e Percentage
Wark Schedule 015 710479751
32 ) Basic Work Hours Monthly
= Click the Enter [al) Hours per Day .00 Defaults
button or press Enter on e 20.00
the keyboard' Hours per month 173. 460
Hours per year 2,080.00
n m
3 3. click the Save (&)
button Percentage 100.00(%
(i .
L Tips

e The remaining fields will populate once a Percentage is entered.

e If the position is 100%, you can click on the Defaults () button and
a Work Schedule Default Values window will appear. Click on the Transfer
(1) button to populate the default values.

e A warning message may appear “Work time per month is calculated acc.
to.” Continue to click the Enter (@) button or press Enter on the keyboard
until you are prompted to click the Save (&) button.

Essential relationship Cost Distribution
S E| = EE

a Position RTR1 HR Generalist
34. Co_mplett_e the Essential E—— e
relatlonShlp Cost Start date 12/05/2016 to |12/31/9999 |0’é{> Change Information

Distribution infotype.

Cost Distribution 015 710479751

The following fields are
Master cost center 1630000000| DEFAULT AGENCY 163
mandatory: Cost. distrbution
e COAr COArCost ctr Pt |Fund Name Functional Area  Cost Object _AF[T]
[ Cost Ctr WAO01 1631111000 100.00 16830010000 DEFAULT AGENCY 1633111100000000IP.GS"J"JUU"J"J"J"JUJ
e Pct.
e Fund

¢ Functional Area
e Cost Object

e AFRS Project T T+
o AFRS Allocation

|E"@" New entries Entry 1 /0
Entry 1 of 1
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Position - Create (cont.)

35. Alist of Codes are
available by clicking the
matchcode in each of the
Cost Distribution fields to
narrow your search.

Go to step 36 for help
searching Cost Center
codes using the
matchcode.

Skip to step 38 if you
directly entered the Cost
Distribution codes.

36. Enter your agency code
with an asterisk (*) and

click the green check )
to begin search.

37. selectthe appropriate
code and click the Copy

(li) button or press Enter
on your keyboard.

38. click the Enter (&)
button or press Enter on
the keyboard.

39. click the Save ()
button.

Position - Create
Revised 12/28/16

 Caution
¢ Enter cost distribution information on multiple rows as necessary. Pct. column
should add up to 100 percent.

\) Tips
e For guidance in the Cost Distribution fields, see the Cost Accounting Equivalency

Crosswalk (AFRS to HRMS) in the Financial Reporting Job Aid located in the
OLQR.

c Cost Center (1) —llES

" Cost center Cost center name Standard Hierarchy Crganizational... m
Cost Center [=] [[EEE j
Controling Area lﬂ' waol |
Company Code 'W'
Cost Center Category [ ]
Person Responsible I I
User Responsible ]
Cost ctr short text ' '
Language Key =l en
Maximum Mo. of Hits [so0 |

[= Cost Center (1) 242 Entries found

-~ Cost center Cost center name Standard Hierarchy Organizational unit via Personnel Area (NPQ) Joint vent...

:J....-- (&)

Cost Ctr  ~ COAr CCtC| Person Responsible
hﬁBOUUUUUUIWﬁUl WADL STATE OF WASHINGTON
1631110000 WADL WADL STATE OF WASHINGTON

User Resp. Short text Language Valid From to

JDEFAULT AGENCY 163 I EN 01/01/2004 12/31/9939

e
DIR-CTS ADMINISTRATI EN 01/01/2004 12/31/9999

£ (=

1631111000 WAODL WADL STATE OF WASHINGTON HUMAMN RESOURCES EN 01/01/2004 12/31/9999
1631114000 WAODL WADL STATE OF WASHINGTON CTS FACILITIES EN 01/01/2004 12/31/9999
(1) s
2 Tips
e Review the cost distribution code and short text value before making your
selection.

e Repeat steps 35-39 for each cost distribution field as necessary.
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Position - Create (cont.)

40. Complete the Essential
relationship Address
infotype.

The following field is

mandatory:

e UFI Code (Unique
Facility Indicator)

41. Alist of UFI Codes are
available by clicking the
matchcode by the UFI
Code field.

Go to step 42 for help
searching UFI codes using
the matchcode.

Skip to step 45 if you
directly entered the UFI
code.

42. Clickon the yellow bar
with the triangle to search
for a UFI Code assigned to
a position’s duty station
address.

Position - Create
Revised 12/28/16

Essential relationship Address
H B ;7 I

RTR1 HR Generalist

Active

Position
Planning Status

Validity 12/05/2016| to 12/31/9999 |6’q’> Change Information
Address 015 710479751
Subtype Main address v
Duty Station Address
UFI Code ™~
Address 1
Address 2 Address suppl.
City House number
State Telephone no.
Zip Code Fax number
County Distance in km.
Country
(3) ms
8y Tip

e The Unique Facility Indicator (UFI) Code is assigned to all state facilities listed
in the State’s Facilities Inventory maintained by the Office of Financial
Management (OFM). The UFI Code identifies the Duty Station (facility) where a
position is assigned and/or where an employee is assigned to conduct work.

e A position and/or employee may be Home-based. This means they are assigned
to their home as the Duty Station. In these cases, the appropriate Home-based
UFI Code should be selected. This is different from full-time Telework where
the employee is still assigned to a state agency location as their Duty Station.

e When working with the UFI Code field you can use the matchcode button to find
the UFI code assigned to the position’s duty station address. Refer to steps 41-
45.

—
 Restictons |

v HEE 28] &

UFL * Address Line 1 Address Line 2 City County Zip Code State Country
ADDOO3 1523 BROADWAY SEATTLE KING 98122 WA US
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Position - Create (cont.)

A4 3. Enter Address
information on the
infotype. If address
information is unknown,
you can start the address
information and enter an
asterisk (*). Click the

green check ('7 ) to begin
search.

44. cClick on the green

check r ) to accept the

correct address.

e [f results return more
than one entry, select
the correct address.

e If there is only one entry,
it will be selected by
default.

The UFI Code field will
display the code you
selected.

45. cClick the Enter (&)
button or press Enter on
the keyboard.

The following fields will
auto-populate once you
click Enter:

e Address 1

e Address 2

o City

e State

e Zip Code

e County

e Country

The following fields are
optional:

e Address Suppl.

e House number

e Telephone no.

e Fax number

e Distance to km.

Position - Create
Revised 12/28/16

[E UFI Code (1) 5000 Entries found x

"/ Restrctons |
Country C ]
State ]
Zip Code
County
cy =l ovmes 1
Address 2 .
Address 1 \E| I\E‘

UFI Code

Maximum No. of Hits 500

[= UFI Code (1) 1 Entry found

/Reamctions. |
EEEERE &

UFL Address Line 1 Address Line 2 City County Zip Code State Country
A10186 | 1500 JEFFERSON 5T SE OLYMPIA THURSTOM 98501 wa  Us

Essential relationship Address

E & -2 S
Position RTR1 HR Generalist
Planning Status Active
U T
Validity LtLEﬂJSx'z"JlGJ to 12/31/9999 |62{> Change Information
Address 015 710479751
Subtype Main address -

Duty Station Address

UFI Code Rl0lgée

Address 1 1500 JEFFERSON 5T SE

Address 2 Address suppl.
City OLYMPIL House number
State WA Telephone no.
Zip Code 98501 Fax number
County THURSTON Distance in km.

Country us

O Tips
e Make note of the position’s UFI County as it should match the position’s duty
station County on the Essential relationship Job Attributes infotype (step 47).
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Position - Create (cont.)

46. Click the Save ()

button.

47. Complete the Essential
relationship Job
Attributes infotype.

The following fields are

mandatory:

e Country/State

e County

The following field is

optional:

e Security Clearance

A48. Click the Save ()

button.

Position - Create
Revised 12/28/16

Essential relationship Job Attributes

H B H s

Position
Planning Status
Start date

Job Attributes
RIF Attributes
Competitive Area

Competitive Level

Security
Position Sensitivity

RTR1 HR Generalist
Active

T =t
Lhzms;zme_l to 12/31/9999

015 710479751

Security Clearance

Duty Station

Country/State  |W&|  Washington
County 34 | Thurston County
City

Other Federal Position Attributes

Position Qccupied
Financial Statements
Functional Cls.
Supervisory St.
Bargaining Unit
Pers. Dffice

Drug Screening

0000
afalali}

" |Drug Test Designated Position

|C%” Change Information

Duty Station

WA 34

& Caution

o The Country/State field is case sensitive and accepts only CAPITAL letters.

The only option is WA (Washington)

o The County field should match the County field on the position’s Address

infotype.
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Position - Create (cont.)

49. Complete the Create

Telework/Flex Work Create Telework/Flex Work (POS)
(POS) infotype. g4 B o
The following fields are
mandatory: Position RTR1 HR. Generalist
e Telework (POS) Planning Status Active
e Flextime (POS) Validity [h.zme’EDlﬁj to 12/31/9999 |6;,° Change Information
e Compressed
Workweek (POS) Telework/Flex Work (POS) 015 710479751
Telewaork (POS) BE| Position Eligible
Flextime (POS) PE| Position Eligible
50. Click the Save () Compressed Workweek (POS) PE| Position Eligible
button.
O Tips
o Refer to the HRMS Data Definitions Resource Guide or press F1 in this field for
51 = You have successfully Telework (POS), Flextime (POS), and Compressed Workweek (POS)

completed the Position

Create procedure. Maintain Plan Data: Execute Actions
D B
Ral
F..
~ i Plan Version 01 Current plan
Object Type S | Position
T Tt
Object ID thﬂ4?9?5 _|1‘ Generalist
Object abbr. RTR1

Selection of Tasks
Planning status 1 Active

Validity 12/05/2016| to 12731799949
Action 3 Create position
@& Tip

The Position’s Object ID number will display for the new position. Be sure to
record this for future reference.
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