Title: Free Search — Position Address (PPOSE)

Free Search — Position Address Transaction Code:
PPOSE
Purpose This procedure demonstrates how to use Free Search to obtain Position and the

Trigger

Prerequisites

End User Roles

related address information.

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

None

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.
= o Account assignment feature
|:_E Fersonnel subarea
EZ Company Code
EZ Business Area
EE Controlling Area
EZ Personnel area

OERICOO00 -
OoOoOoOoon
oOoOoon

[® Plant
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Title: Free Search — Position Address (PPOSE)

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.

Warnin m
— g Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

G} Action: If an action is required, perform the action. Otherwise, click

& (Enter) to validate and proceed.

Confirmation ] .
Example: Save your entries.

0 or @ Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the transaction code PPOSE.
g Dw
Organization and Stafing  Edit Golo Setfings  System  Help
g 140068 BHE 0008 BR O
Organization and Stafﬂng Display
EEREAERE B30 + 3 s
Findby \ 4
b [ Organizational unit
b 3 Postion r
b &m0 Organizational Management
b 4§ Person
b [BUser Th!s is the intial screen for maintaining your enterprise’s organizational plan. You can creats your Organizational structure and Staff assignments for esch arganizations!
b & Task uni.
8 Object hstory

The user interface is diided into four areas

o I the Search area on the lef of the screen, you can use the search functions to find indvidual organizational objects. The results of this search are displayed in the
Selection area,

_____ + These arganizational objects can be transfamed from here ta the central area of the screen, the Overview area, where they are displayed within their arganizational
enironment

+ The buttorn area of the screen is the Detail area. Information about individual objscts is displayed and can be sdited in the detal area

Getting started

2.
On the right side of the screen click the (date and preview) button.
Organization and Stafiing  Edit Goto Settings  System  Help
V] BAHCEQ CHE DDL8 HE @M
Organization and Staffing Display
Y
BEBE 01/22/2008 + 3 Months
Find by W
b O Crganizational unit
Egj‘gsm'ﬂ” Welcome to Organizational Managemei
ED) %Eersm This is the initial screen far the maintenance of your enterprise's arganization:
S Organizational structure and Staff assignments for each organizational un
b & Task
@ Mhicrt kictane
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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Title: Free Search — Position Address (PPOSE)

Click the © (execute) button.

537012005 3

Preview period to
) Time petiad Z in the future

@ End date U1 /22/2008

Preview period from  03/01/2008
to  01/22/2008

@ %

6. Click the triangle by Position to expand the list, and then select Free Search.
Drganization and Staffing  Edit Goto  Settings Sys

Y L eae
Organization and Staffing Display

pEEERIREAEEE
Find by |
b [ Organizationalunit —
= B Position
(Bl Free search C)rgE
M Search Term
(B} Structure Search This is t
fHl Object Histary unit.
[+ fmf Job
[ @ Person The use
B [& User
I & Task o It
B8 Object histary f

7. Click the triangle by Object to expand the list, and then select Object abbreviation.
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S = | Y | | RSN RS
Field groupfields |Va|ue selectiun| Walue output |Tex1 Displaﬂ
I [(] Keyfields
=[] Object
@ Start date
[#~ End date
& Delimitation Date
[ Chject abbreviation
[#_ Ohject name
F Ohject ID with level dis
[# Object abbreviation wi
[ Ohject name with leve
8. Click the triangle by Relationships to expand the list, and then select Type of related object and
ID of the related object.
= & Relationships
[ Additional relationship
(® Start date of relationst
#_ End date of relationsh
[ Weighting Percentage
FZ Relationship between
FZ Relationship specifica
FZ Type of related object
[# 1D ofthe related objec

|[I[>]

OO00O0xEROdO)-

o OOO0O000dfd

OO0O000afd
i

KEOOOOO

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.

11.

[E HR Object Selection

Title: Free Search — Position Address (PPOSE)

ela ][] F==]=)

Reporting Period: 0111372009 To 041272009

Field group/fields |Iue Selectilalue outptl'ext Displal

sl Reporting set

I [ Keyfields
= [J Object
[® Start date
[# End date
[# Delimitation Date
[ Ohject abhreviation
[# Ohject name
[ Ohject ID with level displs
[# Ohject abbreviation with h
@ Ohject narme with level di:
= 2y Relationships
[#~ Additional relationship da
[# Start date of relationship
[ End date of relationship
[® Weighting Percentage
=E Relationship between ob,
r.E Relationship specificatior
#E Type of related object
[® ID ofthe related ohject

Scroll down to the Address folder and click the t
select the values that you would like to display.

J[«10r]

»OO0O000000

Ooooooogo oooomroog-
ooo

HEOOOOod

Unrestricted I |

?Structule of pogitions along org. str. 3

restrict by:

Ll Ec]
A| Te..]Field name Option [value

[®_ |Type of related ohject O a
[# ID ofthe related object ') 30003696

Hf

[Furt...

=2
(=]

riangle by Address to expand the list, and then

[ Hr object Selection

o2 o] [E=a] e

Reporting Period: 0111372009 To 0411 272009

Field group/fields [ue selecti[alue outp[ext Displa] |

I [ Employee GroupiSubgroup
I [J Obsolete

I (3 CostPlanning

[ (7 Standard Profiles

[ ] PD Profiles

I«1[»]

Bl Reporting set
Unrestricted D:l

| ?Slructure of positions along org.str. 3

restrict by:

B

I (7 Costdistribution

> Sy
& Address
& Buildings
[# Address supplement feia
[# Distance in kilometers
[® Fax humber
[# House number
=E Country
[® City
[® Postal Code
=E Region (State, Province, ¢
[& Physical raom number
[®~ House number and stree
[ House number and stree
[® Telephone number

7 Mail Address

7 Joh evaluation results

(7 Survey results

3 CIC Profile

(7 Pay scale classification

3 Allowance valuation

(] Sewice typefcategory

[ Teaching hours

O

O

o o o o |
O

FEFONREEEOOOOON™
I

I
b
I
b
I
b
I
b

Ll

5]

D

Click (Transfer hit list) to display the results.

WSD Personnel

Yalue

E

] Te...lFieId name Option
[® Type of related object G o §
[# |ID ofthe related object < | 30003696 §

[Furt..

Empty D:|
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1 2 . Organization and Stafing  Edit

V] [

Goto  Seftings

Systern  Help

JH(¢Ea CHE S0 IRE @M

Title: Free Search — Position Address (PPOSE)

Organization and Staffing Display

[ TE[EB[=]2]

01A13/2009 + 3 Months

Find by

lm\

b [ Qrganizational unit

< B Position
[ Free search
[} Search Term
{Hd structure Search
fE} Object History

b &= Job

I @ Person

b [ User

b 2 Task

8 onject histary

[&]F]wa][=x]

Hit list

Icon| Exdstence[Name |Obiect abtreviati..

2 DATA COMFILER 3 PAD24 [=]

2 SPEC A3ST V96 =]

2 SOCIAL WORKER 3 V17 W

2 SOCIAL WORKER 3 TE]

2 CHF PRI & POLICY KFBE

2 IT BPEC 4 ML72

2 NURSE CARE CMST My 47 n

2 OFF CHLD CRPLC HF12

2 CASE REVIEW SPEC NS07

2 MS BAND 3 Ng11

2 IT BPEC 3 QxaE

2 ITSPEC 4 Rv83

2 IT SPEC 4 5195

2 WMS BAND 2 5069

2 PROJECT MANAGER 5008

2 BOCIAL & HEALTH FROGRAM CONSULTANT 3 TF47

2 SPC SDS PG MGMT TS28 =

2 WS BAND 2 vC10 E

a T e e
[

Organizational Management

This is the initial screen for maintaining your enterprise's organizational plan. You can create your Organi
for gach organizational unit.

The user interface is divided into four areas:

« Inthe Search area on the left of the screen, you can use the search functions to find individual org
are digplayed in the Selection area

¢ These arganizational objects can be transferred from here to the central area of the screen, the Ov
their organizational environment

s The bottorn area of the screen is the Detail area. Information about individual objects is displayed

Getting started:

o Using Goto -» Change View, choose the view with which you want to work.

o If you have already created your enterprise’s organizational plan, use one of the search functions tc
transfer the object to the overview area by double-clicking.

o [fyou have not already created your enterprise’s organizational plan, switch to create mode. In the
Organizational Management -= Organizational Plan -> Organization and Staff Assignment -> Creat
create an organizational structure and staff assignrment plans.

For more detailed documentation, choose:

ication help (context-related documentation)
-» Parsonnel Managerment -= Organizations! management (complete documel

o Help-» 5,
Drag to expand
window to view more
information

|@ Selection resulted in 54 hits

Click the

List Qutput

Excelinplace

Lotus Inplace

WSD Personnel

[139A Francrarth nnatinnardress. dar TCnmnahiity Mada]

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

List Edit Goto Seftings Systern Help

EW

@ 2l Heae BHR D00 I HE @FE
Hit list
(L]
Hit 115t
Icon|Existence|Nane Object abbreviation|House number |Country|City Postal Code|Region (State, Province, County)|House number and street|House number and street|]
8 DATA COMPILER 3 P24
SPEC ASET V.J98
SOCIAL WORKER 3 N7 us TAKIMA W
SOCIAL WORKER 3 N18 us YRKIMA (%)
CHF PRG & POLICY KFE6
2 IT SPEC 4 HL72 us GPOKANE W
&8 HURSE CARE CNST 47
OFF CHLD CR PL C NF12
CASE REWIEW SPEC NsB?
WMS BAND 3 NS11
IT SPEC 3 0xss
2 IT SPEC 4 Rva3 us TOPPENIGH W
&8 IT SPEC 4 £.J95 us ARTHA W
WM BAND 2 5069
PROJECT MANAGER sueg
SOCIAL & HEALTH PROGRAM CONSULTANT 3 TF47
SPC 505 PG MGMT 1528
2 WHE BAND 2 {nli)
PROGRAM MGR-LICENSING ¥D32
INFOTEC S48 5 6 DG
WMS BAND B3 WFa3
WMS BAND 3 i)
IT 5PEC & WH26 us OLYHPTA W
&8 M2 V¥H52 us LACEY W
WM BAND 2 WHT8
ICW ASSC PRE MGR WHE1 us OLYMPIA W
INFD TEC 5/8 5 6 ot
IT SPEC & )89
= FISCAL ANALYST 2 KJ62 us OLYMPTA W
8 SPECIAL PROJECTE PROG MGR WN21 us OLYHPIA W

14. To export the report to Excel:

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

=
List Edit Goto Settings  Systern Help

(/] T Create Session | [ T B O | 2] | &)

End Session
Hit list -

User Profile k
[ senices |
Hit 1ist |_Hilities v

List 4 Print !
[con| Existence| Wame Services for Object Find... Ctrl+F |Jn‘Huuse number|EDun'
] DATE COMBEIL My Qbjects v Sawve +  Dffice Folders
=) SPEC A55T Cvn Spool Reguests Send Eepor Tree |
=) SOCIAL WORE ) -
8 SOCIAL WoRk QwinJobs List Header Local File |
8 CHF PRG & F SthMEssage KFEE -
2 IT SPEC 4 MLF2 115
S NURSE CARE  Status.. My47
2 OFF CHLD CF Logoff NF12
2 CASE REWIEW NsQT
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15. Inthe pop-up window, select Spreadsheet to create an Excel file.
b= save listin file...

In which format should the list
he saved ?

O unconverted

(2 Rich text format
(O HTML Farmat
O In the clipboard

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.
[=Hitist

Directony CADacuments and SettingstlesatSaporkDin

File Marme  [JXLS

Generate || Replace || Extend |

17. Go to the location you saved your file and open as an Excel File.
18. You have completed this transaction.
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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.
Infotype  Edit Goto  Extras  Miew Systern Help
& 1 0@ EHE SDOO EE @0

Address

Object
DD I Abbreviation
| v | Position Vs PADZ4 DATA COMFILER 3 — MName
Fin...|| Planning Status |Active |
< &| validity 01/13/2009] to  [12/31/9999) |&° Change Infarmation
Address 015 70116516 1
Subtype | Wain address =]
ILH
Address suppl. 10987 |
House nofstreet 1235 5th | House number 887
Street |at:u: |
PCodelCity 195405 | Tacoma |
Country |Ug USA =]
Regian lm YWashinaton
Telephone no. 555 -555 - 5555 |
Fax number |555-555-5555 |
Distance in km. |_|
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