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Free Search – Position Address Transaction Code:   

 PPOSE 

  

Purpose This procedure demonstrates how to use Free Search to obtain Position and the 

related address information. 

 

Trigger Perform this procedure when searching for a position(s) in a specific geographic 

area. 

 

Prerequisites None 

 

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

Organizational Management Processor 

  

Change History  

  

Date Change Description 

02/02/2009 Procedure created. 

  

Transaction Code PPOSE 

 

Helpful Hints This procedure describes how to run this report by Organizational area for a large 

agency.  For a small agency, the steps below describe how to run this report by 

Personnel Area.  Replace this with step 4 of the procedure. 

 

Click the triangle by Account Assignment features to expand the list, and then select 

Personnel Area. 
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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:  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  

 (Enter) to validate and proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 
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Procedure 

1.  Start the transaction using the transaction code PPOSE. 

 
 

2.  
On the right side of the screen click the  (date and preview) button. 

 

 

 
 

3.  Enter start date of the period range you want in the start date field. 

 

4.  Enter end date of the period range you want in the end date field. 
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5.  
Click the   (execute) button. 

 

 

 
 

 

6.  Click the triangle by Position to expand the list, and then select Free Search. 

 

 
 

7.  Click the triangle by Object to expand the list, and then select Object abbreviation. 
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8.  Click the triangle by Relationships to expand the list, and then select Type of related object and 

ID of the related object. 

 
 

9.  Complete the following fields: 

 

Field Name Description 

Type of related object It defines if the related object is an organizational unit, a 

job, or a position. 

 

Example: O 

ID of related object This is the system-assigned number of an organizational 

object to which the original object is related. 

If an agency has a large personnel area, it is 

recommended to run this report by organizational unit.  

See the Help Hints area on how to run this report by 

Personnel Area. 

 

Example: 30003696 
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10. Scroll down to the Address folder and click the triangle by Address to expand the list, and then 

select the values that you would like to display. 

 
 

11. 
Click  (Transfer hit list) to display the results. 



Title:  Free Search – Position Address (PPOSE) 

 

7 of 10 

 

12. 

 
 

13. 
Click the  (Views) button and then List Output to see the full results in a report layout. 
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Report view: 

 
 

14. To export the report to Excel: 

From the Menu bar select System � List � Save � Local File 

 
 



Title:  Free Search – Position Address (PPOSE) 

 

9 of 10 

 

 

15. In the pop-up window, select Spreadsheet to create an Excel file. 

 
 

Click  (Continue) to continue. 

16. Select the Directory you want to save the file to and give the document a File Name. 

Click Generate to create the file. 

 
 

17. Go to the location you saved your file and open as an Excel File. 

18. You have completed this transaction. 



Title:  Free Search – Position Address (PPOSE) 

 

10 of 10 

 

 

Results 

You have created a report that displays position and address information. 

 

Comments 

The information on the Free Search value output is coming from these fields on the Address (1028) 

infotype. 

 
 

 


