Title: ZPPOSITIONOOO - Display Position (Document)
Functional Area : Human Resources
Sub Area : Personnel Management

Work Instruction

ZPPOSITIONOOO - Display Position (Document) ZPPOSITIONOO
0,
ZPPOSITIONOO
1,
ZPPOSITIONOO
2
Purpose
Use this procedure to display attributes of a position or to display the workflow history of a
position.
Menu Path

Use the following menu path(s) to begin this transaction:

Human Resources = Personnel Management = Administration =» HR Master Data =»
ZPPOSITIONOOQO - Position Create/Change

Transaction Code
ZPPOSITIONO0O, ZPPOSITION001, ZPPOSITION0O2
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Procedure
1. Start the transaction using the menu path or transaction code.

SAP Easy Access

=y ElEE
Menu Edit Faworites Extras Systemn Help

|& HAEC@ae BHB Dnan | AR @
SAP Easy Access
lEI lz”z‘ |E Create role| | Assign users” Cocurnentation

b ] Faworites
= (3 SAP menu
b [ office
[E | Cross-Application Components
[ [ Logistics
[ [ Accounting
= 3 Human Resources
2 PPMDT - Manager's Deskiop
= {4 Parsannal Managemeant
= {4 Administration
= {21 HR Master Data
@ PA40 - Personnel Actions
@ ZPA4E - Hire from E-Recruiting

2 PAID - Maintain | EA 2.0
2 PAZ0 - Display

1) ZFTERMOON - Termination Reguest ‘ R‘s

1) ZPSTVO00 - STY Reguest u 4

1) ZPHRRECORDO00 - Record Friend j Pending EE J Guest Traveler Request [T :Té%ﬁﬁg:’grsﬁm
@ FPPAYO00 - Personnel Change Request
) FPPOSITIONONN - Position Create/Change:
@ ZPADDPAYD00 - Additional Pay Request
@ ZPRECPAYD0OD - Recurring Pay Reguest
1} ZSES - UT Student Assistant Entry
17 PA10 - Persannel File
172 PATU - FastEntry
17 PA4T - Fastentry Actions
@ FPR_PAYEMCUMB_DETAIL - Payroll Encumbrance Detail Report
@ EPR_PAYENCUMB_PROJEC - Payroll Encumbrance Projection Report
@ DNF_HISTORY - Workflow History Report
P [ Info Bystern

[«][r]

K

B [ Tools
i [ SESSION_MANAGER [ gazappt [INS [ 7
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2. Double click @ ZPPOSITION000 - Position Create/Change  The Position Request screen is

displayed.

Position Request
=
| Goto Systern  Help

|& NeDeEe CHE GO DR I0N

Elw

Position Request

|D Create Hﬂ Change ||<$%;2 Display”@ Caopy |
m Wiorkflow History

Selection Criteria

Effective Date:
Paosition Mumber:

Fosition Title:

Org Unit Cost Center:

Holder Pernr:

Job

Job Title:

Funding Source:

Funds Center:

[Jinclude Obsolete Positions?

I[«]»]

Position .. [Position Title Cost Center [Holder |Ermp. G [Ermp 5]
: :
]| [aD B
[ I [ zrrosmonoon B gazappt [INS | /_
3. Perform one of the following:
If you want to display the Go To
Current attributes of a position Step 4
Workflow history of a position Step 5
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4. The following steps demonstrate how to display the current attributes of a position.
4.1 Enter values into the following fields:
Field Name R/O/C Description

Effective Date: (HR2) R

The date that a change went or will go into effect.

Example:

07/01/2007

Position Number: R

An 8-digit number that uniquely identifies a position within

IRIS.
Example:

20002217

@ For additional information on finding a position
number, see the “ZPPOSITIONOOO - Find a Position”

document.
Position Request
|E?§mo Systern  Help E‘w
|& 2 0E €GO SHE D000 AR @

Position Request

|D Create Hﬂ Change ||6%9 Display”@ Copy |
m Workflow History

Selection Criteria
Effective Date
Position Number:

o7 /a142007
20082217
Position Title:

Crrg Unit Cost Center:

Huolder Petnr:

Joh:

Job Title

Funding Source:

Funds Center:

[Jinclude Ohsolete Positions?

Gl Refresh

Position ... |F‘ositiun Title |Cost Center |HOIder

|Emp. Grp |Emp S\

D]

Ko

Ll

I«1lr]

=
L~
b | zrrosmonoon B[ gazapp [ s | /_
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4.2 Click L% _DisPla¥ | o the application toolbar. The Position Request — Display(Master
data) screen appears with the Original Data tab displayed. Note that all of the fields
are grayed out. No changes can be made on this screen.

Position Request - Display(Master data)

=g = E
Eosition  Goto  Systerm Help

|& 23 0E @@ BHE Do A @
Position Request - Display(Master data)

I«1lr]

: f Position: 07i01/2007 Mumber: 20002217 .
Fosition Title: Assistant Professor 2
Paosition Ohsolete
Crganization
Org Unit Cost Center: EQ11024 CHEMISTRY
Personnel Area: 1018 | Knoxville Employee Group: R Regular
Personnel Subarea 1018 | Knoxville Employee Subgroup:  |B1) Faculty - 8 month
University Contact Code
Limited Curation Appaintment Payraoll Area:

‘Work Schedule
Schedule:  |SAL-DAY Reguited  Flex Year %: 0.oo
Mew Schedule Needed Shift: D.. Bl FL3A31: NA &
Mon: |8.80 Tues: |8.00 Wed: |8.@0 Thurs: |8.00 (Fri: §.00
Sat: |p.0n Sun: |0.808

Cost Distribution

Allocated FTE %: 100,00 Skip Update from Employee Data Lump Sum
THEC Override Exclude from Budaet Calculations 9 Maonth Position
CostCenter  |WBS Element |Wage Type |annual Salary  |Cost% | []
E011024 1REG 54,809 28 100.00
L [=]
g ]
Koy I | [+]
[ b | zrrosmonooo B[ gazapm [ns |7

@ You will need to scroll down the Position Request — Display(Master data) screen to see
all of the fields.

4.3 The following attributes of the position are shown:
Field Name Description
Position Title: The textual description of a specific position.
Example: Assistant Professor
Position Obsolete If checked, the position is obsolete and will no longer be considered
an active position.
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Field Name

Description

Personnel Area:

A unit in the organizational hierarchy of the University such as
Memphis, Chattanooga, and the Institute of Agriculture.

Example: 1010

Personnel Subarea:

A unit in the organizational hierarchy of the University that allows for
subdividing a personnel area, such as the "Family Practice, Memphis"
and "Family Practice, Knoxville" personnel subareas within the
"Memphis" personnel area.

Example: 1010

Employee Group:

A category of employees or positions such as regular, term, student,
or friend.

Example: R

Employee Subgroup:

Sub-category of employee group. Examples are faculty 9-month,
faculty 12-month, staff professional, staff hourly input, student hourly
input, etc.

Example: 10

University Contact
Code:

A position-level indicator for the purpose of identifying employees who
should receive certain types of administrative correspondence.

Example: 50

Limited Duration
Appointment

If checked, this position and/or the holder's relationship to this position
is intended to be valid for a limited period of time. An LDA is a form of
regular employment for a specific project or for a limited period of
time. An LDA may be established for up to one year with an option to
renew the appointment annually for a maximum of three years.

Schedule:

The default work schedule for this position or employee. It indicates
hourly versus salaried status and shift worked. It also includes a flex
year indicator, if applicable.

Example: SAL-DAY

Required

If checked, the work schedule for this position is required for all
employees who occupy the position.

Flex Year %:

The percent of the year that the person occupying this position is
working. Must be between 75% and 92.34%. The employee will not
be working for the remainder of the year but will continue to be paid.

Example: 80.00

New Schedule
Required

If checked, the required work schedule does not exist. A new
schedule must be created for this position.

Allocated FTE %:

The percent fulltime allocated to this position.

Example: 100.00
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Field Name Description
Skip Update From If checked, the allocated FTE% and the cost distribution for the
Employee Data position will not be updated automatically during budget processing to
reflect the percent fulltime and funding of the employee(s) occupying
the position.
Lump Sum If checked, this is a lump sum position. Such positions are used

primarily to store salary dollars for such things as clerical overtime,
etc. Employees cannot be hired into lump sum positions.

THEC Override If checked, this position should be counted in THEC reporting even
though it does not meet the normal criteria.

Exclude from Budget |If checked, this position will not be included in budget calculations.

Calculations
9 Month Position If checked, this is a position in which the faculty or student holder
works for 9 months (August 1 - May 31) but is paid over 12 months.
Cost Center A cost center is a cost and revenue collector for permanent activities
of the University. Cost center numbers typically start with "E" (for
costs) or "I" (for revenues). Each cost center number has a
corresponding fund with the same number.
Example: E011024
WBS Element A WBS Element (Work Breakdown Structure Element) is a cost and
revenue collector for a specialized, often short-term, activity of the
University including sponsored projects, gifttendowment funds, and
agency funds. WBS Element numbers typically start with "R" or "N".
Each WBS Element has a corresponding fund with the same number.
Example: R011025095
Wage Type A code used for a particular payroll payment or deduction type.
Example: 1REG
Annual Salary The basic pay needed to fund this position for a fiscal year.
Example: 54,809.54
Cost % The percentage of the salary amount on the distribution line as
compared to the total salary.
Example: 100.00
Position Abbreviation |The short textual description of a specific position.
Example: Asc Prf
Job: A compilation of duties and responsibilities that are assigned to one or
many positions. It is identified in IRIS by a unique 8-digit number.
Example: 30000207
Full-Time Equivalency|The percent full time of the position.
(FTE)% Example: 100.00
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Field Name Description

Responsible Work Physical locations where people carry out work. Examples are

Center Chattanooga, Martin, KNOX-ORIT.
Example: 40000016 Knoxville Work Center

Pay Grade Type Also called job families. Within a pay grade type, the University
defines the pay grade groups and levels for each pay grade area.
Example: 01

Pay Grade Area Defines the geographical area to which the position is assigned.
Example: 01

Pay Grade A criterion used to classify data for job evaluations. Pay grades are

assigned by pay grade type and pay grade area.
Example: 46

Pay Grade Min

Minimum annual salary for the pay grade.
Example: 46,258.32

Pay Grade Mid

Midpoint or reference annual salary for the pay grade.
Example: 63,542.76

Pay Grade Max

Maximum annual salary for the pay grade.
Example: 80,827.20

4.4 If you want to display the Position Data Questionnaire (PDQ), click near the
top of the Original Data tab on the Position Request — Display(Master data) screen.
The Position Description window appears. The PDQ for this position will be
displayed in this window if one has been entered.
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Position Request - Display(Master data)
III?F'DSitiDn Reguest- Display{Master data)

Fosition Description

I IS ) ) 8 T (8 3 [

| |_|Li1,C|:|1 Ln1-Ln1of1 lines

4.5 Click (Continue) to return to the Position Request — Display(Master data)
screen.
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Position Request - Display(Master data)

= L= =
Eosition  Goto  Systerm  Help

|@ A H|CGe0HE D0as PR 0N
Position Request - Display(Master data)

I[«][r]

{Effective Date of Position: 07012007 Mumbar: 20002217 sl
Position Title: \Asswstant Professor | PO 2d

[ Fosition Obsolete
Organization

Org Unit Cost Center: EQ11024 CHEMISTRY

Fersonnel Area: 1010 Knowille Ernployee Group: : Regular
Personnel Subarea 1018 Knowille Ermployee Subgroup: . Faculty - 9 month
University Contact Code: |_|

[] Limited Duration Appointrment Payrall Area: M1

‘Wiiark Schedule
Schedule: [ Requitec Flexears: |[0.00 |
1 Mew Schedule Needed Shift  |D.. El| FLEA31: [NA E
Mon: [8.00 Tues: .00 |Wed: [8.00 |Thurs: [8.00 [Fri:[8.00 |
Sat: (0.00 | Sun: 0.0

Cost Distribution

Allocated FTE %: |1BB e[t} |I— Skip Update from Ermplovee Data []Lurnp Surm
[ THEC Override [C]Exclude from Budget Calculations [+] 9 Month Position
CostCenter  [WBS Element [wage Type [annual Salary [costs | []
| |ear1azs 1REG 54,809 28 100.00 D
| B
5 ]
K] Il | [+]
| - I [ zrrosmonoon FEl| gazappt | INS | /j
4.6 Click e (Back) to return to the Position Request screen.
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Position Request
=
| Goto  Systern Help

as gy

@ 00 ece CHB D0H0 AR R

Position Request

|D Create Hﬁ Change ||<S%9 Display”@ Copy |
m Wiorkflow History

I[«][r]

Selection Criteria

Effective Date: o7/en #288?[&]
Position Mumber. 20002217
Position Title: |

Crrg Unit Cost Center: \

Haolder Petnr:

dok: |

Joh Title:

Funding Source:

Funds Center:

[Jinclude Ohsolete Positions?

Bl Refresh

Position ... [Position Title Cost Centar [Holder |Emp. G [Ermp. 5
: ;

ain] I 5
| I [ zrrosmonoon FEl| gazappt | INS | /j
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5. The following steps demonstrate how to display the workflow history for a position.

5.1 Click the i ¥orkiow Histon: — (5

Position Request

Goto  System Help

as Ty

|@ 21 0E @0 CHE D000 BE @R

Position Request

floww History

Positions it

I[«][r]

Fosition

Status Subrmitted  |Final Appro.. [Submitted By

|EventiD [ ]

1«1l

LDl

Ko

[l

JlIE

I [ zrrosmonnnn B nazappt [iNS | ;

5.2 Enter the position number for which you would like to display the workflow history.

Field Name

R/O/C

Description

Position:

R

A post which can be occupied by a person (employee) in the
staff assignments of an organizational unit, e.g. a payroll
clerk. Itis identified in IRIS by a unique 8-digit number.

Example: 50038407

53 Click & (Enter). The workflow history for the position number will be displayed.
There may be multiple lines displayed for a position on the Workflow History tab. A
new line is generated every time the position is changed, and the changes are
submitted to workflow for approval.
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Position Request

= L= =
Goto  System Help

|@ 0B CEe CHE D000 AN O
Position Request
Fositions g8l ailei %
Position 50038487
Status Subrmitted  |Final Appro.. [Submitted By |EventiD [ ]
| |inProcess  osnosannz DEXBERGE 28026525 [+]
|
[~]
K <+
=
I [ zrrosmonnnn B nazappt [iNS | ;
5.4 Click in the selection box to the left of the line that you would like to display. The line
will then be highlighted.
||:|In Frocess  08M1 002007 DEXBERGE 290265245 |3||

5.5 Click % Display| 16 position Request — Display(Create) screen is displayed for
that transaction.
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Position Request - Display(Create)
|E7Ensition Goto  Systern Help

|& HDeEe DHE 00 PN len
Position Request - Display(Create)

as gy

B wiork ltem Histony

Wiorkflow Motes

I[«][r]

Effe on: 07/01/2007 Number: 50038407 (<]
Paosition Title: Assistant Professar FDG L
Crganization

Org Unit Cost Center: EB11024 CHEMISTRY

Personnel Area: 1018 | Knoxville Ermployee Graup: R Regular

Personnel Subarea 1018 | Knosville Ernployes Subgroup:  |B1) Faculty - 8 month

University Contact Code:

Limited Duration Appointrment FPayroll Area:

‘Work Schedule

Schedule: |SAL-DAY Reguired Flex Year %: 0.00
Mew Schedule Needed Shit:  |D.. El| FLSA31: [N B

Man: |8.00 |Tues: .00 |Wed: 8.00 |Thurs: (8.00 |Fri: |8.00
Sat: |0.80 | Sun: 0.00

Cost Distribution

Allocated FTE %:
THEC Override

100, 88

Skip Update from Employee Data
Exclude from Budget Calculations

Lump Sum

9 month Position

Cost Center |WBBE\ement |WageType |Annua|8a\anﬂ |Cost% | |—‘
_ED11824 1RER 54,809 28 100.00 |:|
| [

=]

[0 0] []
|I — — I [ zrrosmonnnn B nazappt [iNS | ;
5.6 Click @ Wiork Iterm HISIONY | o the application toolbar of the Position Request —

Display(Create) screen. The Workflow History by Object Report is displayed for the
transaction.
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Workflow History by Object Report

List Edit Gotn Systern  Help

|0I a

|II7

as gy

JH @@ ERRER Don BAE @6

Workflow History by Object Report

|E WWiarkflaw Log Hﬁj Change\f\ew|

Report: ZWF_HIGTORY_RPT
lser: DEXBERGE

I[«][r]

The University of Tennessee
Workflow History by Object

Page: 1
Date: O6/11/2087

Sys/Clnt: OAZ/300 Positiaon Time: 13:22:43
Position number: 50038407 Assistant Professor Specific Workflow Reguested
Created Completed Status Apent Agent Wame workflow Task Work Item
/18407 16:23:18 STARTED DEXBERGE Debbi Exherger Position Create/Change Worktlow 28026525
Os/18/07 15:23:27 READY AROBIMS4 AWM ROBIWSON-CRAIG Position Create/Chandge Review 29026532
JMBARWET  Jennifer Barnett

JlL

b [ zwF_HisToRY B[ nazappt [Ins | ;

5.7

The following attributes of the workflow path are shown:

Field Name

Description

Created

Date and time that a report, query, or work item was created.
Example: 05/10/07 15:23:18

Completed

Date and time that a work item was completed.

Example: 05/11/07 16:40:35

Status

The status of an item in IRIS. In Workflow, if the work item is in
"Ready" status, it is currently visible in the agent's business workplace
inbox and is ready to be executed by that agent. If the work item is in
"Started" status, it is currently visible in the agent's business
workplace inbox, has been reserved by that agent, and may not be
executed by any other agent until it has been replaced or completed
by that agent. If the work item is in "Completed" status, that agent has
already approved or rejected the work item.

Example: READY
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Field Name Description
Agent The user ID of the employee who the workflow system has identified
to act on a work item based on their approver, reviewer, or position
responsibilities.
Example: JSMITH
Agent Name The name of the employee who the workflow system has determined
to be an agent for this work item.
Example: John Smith
Workflow Task A textual description of the type of activity a particular step within a
workflow involves, e.g. Additional Pay Approval, Requisition Review,
etc.
Example: Position Create/Change Review
Work Item A task, a step in a workflow, or a piece of work that the workflow
system has determined a particular employee (i.e. the agent) needs to
perform. It appears as an executable item in the business workplace
inbox of its selected agent(s) and, when executed, opens the
underlying transaction needed to complete it.
Example: 29026525
5.8 Click & (Back) to return to the Position Request — Display screen.
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Position Request - Display(Create)

= L= =
Eosition  Goto  Systerm  Help

|@ A H|CGe0HE D0as PR 0N

Position Request - Display(Create)

B wiork ltem Histony

Wiorkflow Motes %

{Effective Date of Position: 07/01/2007 Nurber: 50038407 3

Position Title: \Asswstant Professor | PO 2d

Crganization

Org Unit Cost Center: EB11024 CHEMISTRY

Personnel Area: Mo10) Knoxville Employee Group: : Regular

Personnel Subarea: 1018 kKnowille Ernployee Subgroup: . Faculty - 9 montt

University Contact Code: |_|

[Tl Limited Duration Appointment FPayroll Area:

‘Work Schedule

Schedule: [ | Reqguired Flex Year %: -
[]Mew Schedule Needed Shift: lﬁ‘ FLSAZ1: [NA B
Mon: [8.00 | Tues: 8.80 |Wed: [8.00 |Thurs: [8.00 [Fri:[s.o0 |
Sat:|0.00 | Sun: 0.00

Cost Distribution

Allocated FTE %: 100,88  |[T] Skip Update from Employvee Data [ Lump Sum B
[ THEZ Override (] Exclude from Budget Calculations [+] 9 Manth Position
Cost Center |WBB Element |WageType |Annua|8a\anﬂ |Cost% | |—‘
| ear1ozd 1REG 54,809.26  100.00 D
| o
=]
[0 0] []
| I [ zrrosmonoon B[ gazappt [N [ 7
5.9 Click e (Back) to return to the Position Request screen.
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Position Request

= L= =
Goto  System Help

|@ 0B CEe CHE D000 AN O
Position Request
GUENT R Workflow History %
Position 50038407
Status Subrmitted  |Final Appro.. [Submitted By |EventiD [ ]
_In Process  08M0/2007 DEXBERGE 29026525 E‘
|
=]
KDy K1y
i
I [ zrrosmonnnn B nazappt [iNS | ;
6. Click e (Back) to leave the transaction and return to the SAP Easy Access Menu screen.
7. You have completed this transaction.
Result

You have displayed the attributes and workflow history for a position.

Comments

Q For assistance, contact the IRIS Helpdesk at irishelpdesk@tennessee.edu.

File name: Version: Approved - Ready for Web Work Instruction
~ZPPOSITIONOOO_DISPLAY_POSI Last Modified: 6/4/2007 9:45 AM Page 18/18
TION.DOC

Reference Number:



	ZPPOSITION000 - Display Position \(Document\)
	Purpose
	Menu Path
	Transaction Code
	Procedure
	 - SAP Easy Access
	 - Position Request
	 - Position Request
	 - Position Request - Display(Master data)
	 - Position Request - Display(Master data)
	 - Position Request - Display(Master data)
	 - Position Request
	 - Position Request
	 - Position Request
	 - Position Request - Display(Create)
	 - Workflow History by Object Report
	 - Position Request - Display(Create)
	 - Position Request
	Result
	Comments

