Title: Position — WMS - Description (PO13)

Position — WMS - Description

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to create or update the description on an existing WMS position
description.

Perform this procedure when maintaining the WMS Position Description Date or
Last JVAC Evaluation Date.

e The position object must exist.

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

Change History

Date Change Description

06/02/2011 New procedure created.

1/25/2012 Edits made to user procedure

Menu Path Human Resources - Organizational Management = Expert Mode - Position

Transaction Code

PO13

Helpful Hints

The Organizational Management Processor will use this to update a WMS Position’s
description:

. Use the JVAC Points to enter the JVAC points.

. Use the date of the last Position Description to enter the Position
Description Date.

° Use the date of the Last JVAC Evaluation to enter the last JVAC evaluation
date.
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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: Q Make an entry in all required fields.

Action: Fix the problem(s) and then click 0 (Enter) to validate and proceed.

Warning

@

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

@ (Enter) to validate and proceed.

Confirmation

oor&

Example: e Save your entries.

Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the above menu path or transaction code PO13.
=
Position Edit Goto Utilities(M) Settings System Help
|& | 1 dd @@ LHE onoan B m

Maintain Position

v (81|24 | %) ) el s 1 S

Plan version |01 Current plan a|
Paosition
Abbr.

 MIETR Pianned | Submitted | Approved | Rejected

Infotype Name IE | Time period
Object [«] | @ Period
:Relatinnships @ From a7/22/2009| tp 12/31/9999
Description — O Today O Current week
:F’Ianned Compensation O Al 2 Current month
| [Vacancy O From curr.date O Last week
| JAcct. Assignment Features OTo current date O Last month
| [Work Schedule O Current Year
Employee Group/Subgroup
_|PD Profiles = [E= p— |
Cost Distribution [~]

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name

R/0O/C

Description

Position

R

This is a specific and concrete description of the responsibilities

that one individual fulfills in an organization.

@State of Washington Position’s object id number begins
witha 7.
Example: 70003826
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Click ﬁ (Enter) to validate the information.

4 Click to box to the left of |_|Descriptinn to select.

L=

Fosition Edit Goto Uilities Settings  System  Help

& 3 dH e SHE DLLN BE @ 6

7 |=m Maintain Position

7 11172 | % | | e

B Bl EEL

Find by |
= a Position Frai versian iuull::mplall Ei
(R search Term | | pogition 70803826 | ADM OFFICE MGR
(R} Structure Seargh s e —
b = :

Infotype Mame Is.. Time period
Object o [+]|| @ Period
T Elﬂ.liullﬂll;pﬂ "g Fram AE/e2/2011| to 1273179999
| Pesgigion #Z | Orocy O Current week
- & P ; v QA O Current month
| [Vacancy L O From curr.date O Lastweek
_ﬁ.cct. Assignment Features W O To current date () Last manth
| [Work Schedule v O Current Year
Employee Group/Subgroup o
FD Profiles |§| = — |
Cost Distribution v [+ :
5. IF Go To
you are creating a new Description subtype Step 6
you are updating an existing Description subtype Step 11
6. |0
Click (Create) to create a new record.
40f8
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Infotype Edit Goto View Systerm  Help

G

1 iB eee LEE fnnoan OF @F

|2 Create Description

B BN =N

| b | Position 1417 ADM OFFICE MGR
Find by Planning Staf |Artive |
=~ & Fosition validity |o6 /0172011 [t [12/31/9998] |  Change Information
(B} Search Term
(B} Structure Search
Dasorintion O e Fonnacas 4
----- Subtype |Position Description Date |
T ——— |
Camguage | Crgnet EI
Description
A I (=10 2 AT B2 [
a7/e1/2010
[4]
[~]
OTT, Co 1T TR T - 10 of 3T1MES
7. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Validity R The validity period is defined as beginning on the start date and
ending on the end date.
Example: 06/01/2011
Subtype R This is a way to further define the data being stored on an
infotype. Only certain infotypes have subtypes.
Choose your selection from the drop-down menu.
Example: Position Description Date
Description R This is a field that defines specific attributes of a position or/and
organizational unit.
Be sure to enter the dates as MM/DD/YYYY. This will
ensure the reports will sort correctly. Example: Enter
07/01/2010 not 7/1/10
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| | Example: 07/01/2010 |

" o
Click (Enter) to validate the information.
8.
Click g (Save) to save.
You have completed this transaction.
3 Click the radio button ~ @Al in the Period area.
10. ‘E
Click (Overview) for an overview of all actions associated with Description (1002).
"~ Posiion Edit Goto Utliies Sefings System Help
& HaH e@e LHE DnoD DR @®E

7|2 Maintain Position
v sEEEEE

|
Find by |
= & Position Plan version Current plan ia|

{Hl Search Term Position 70003328 ADW OFFICE MGR
{H} structure Search B 1417

Infotype Mame |S_. Time period
Object o [=]| | OPeriod
| |Relationships v || From [06/082/2011] 1o (12/31/0993|
| |Beseription (|| _OTooy O Current week
_F'Ianned Compensation o O Current month
| |Vacancy o (O From curr.date O Lastweek
| fAcct Assignment Features v O To current date (O Last month
| [Work Schedule o O Current Year
Employee Group/Subgroup W
:PD Profiles E‘ |TE e |
Cost Distribution W [+]

11. Select the record you would like to update by clicking the box to the left of the record.
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13.

Title: Position — WMS - Description (PO13)

Infotype Edit Goto View System Help

& B dE @@ CHE DDhoa BE @0

@2 List display with change Description

&=l & » | Position [1417 | ADWOFFICEIGR
Find by || Planning Status | Active |
= & Position Description 01§ 70003826 1
{Hl Search Term
BNERS s S [ [subtyp [Lang  [Startdate [Enddate  [Description (1stline)
0003 EN 01/01/2005 12/31/9999 A2W-0432 [+]
""" UL 4 U T LU T2 g =Lays H

—
—_—

Click (Copy) to copy and continue.
Infotype Edit Goto  View System  Help

& T JHIe@e S0 E atnoan BE @
@2 Copy Description

&[] =

« =5 * | Position 1417 ADM OFFICE MGR

Find by i TSt :n\.-li\lc |

~ B Position Validity pe/ad 2011 to |12#31.’9999| |6‘U'= Change Infarmatior
(] search Term

(K] structure Search

Lescriptinon 045 700033254

----- Subtype |LastJVAC Eval Date =]
Language |English E|
Description

[ D ) [ N B A Y

85731/2011

Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Validity R The validity period is defined as beginning on the start date and
ending on the end date.
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Example: 06/01/2011

Subtype R This is a way to further define the data being stored on an
infotype. Only certain infotypes have subtypes.
Choose your selection from the drop-down menu.
Example: Last JVAC Eval Date
Description R This is a field that defines specific attributes of a position or/and

organizational unit.

: Be sure to enter the dates as MM/DD/YYYY. This will
ensure the reports will sort correctly. Example: Enter
05/31/2010 not 5/31/10

Example: 05/31/2011

14, &'
Click (Enter) to validate the information.

15. _|
Click (Save) to save.

16. You have completed this transaction.

Results

You have maintained the WMS Position’s description.

Comments

None
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