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Purpose

Use this procedure to find a position when using transaction ZPPOSITIONOOQO - Position
Create or Change.

Trigger
Perform this procedure when you have initiated transaction ZPPOSITIONOOO and need to find
a position to change, display or copy.

Prerequisites

None

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

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

Transaction Code
ZPPOSITIONO0O, ZPPOSITION001, ZPPOSITIONOO2
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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]

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

Elw

|& 2 aE@Ee CHB Bnan | AF @

Position Request

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

I[«]»]

Selection Criteria

Effective Date:
Paosition Mumber:

Fosition Title:

Org Unit Cost Center:

Holder Pernr:

Job

Job Title:

Funding Source:

Funds Center:

[Jinclude Obsolete Positions?

Position .. [Position Title Cost Center [Holder |Ermp. G [Ermp 5]
- [+]
[]

K[| I[«lr]

-
I [ zrrosmonoon B gazappt [INS | /_

3. Complete the following field:

Field Name R/O/C

Description

Effective Date: (HR3) R

Example:

The date used to retrieve data.

@ Records returned to this screen will reflect

information valid on the effective date you select.
This date will also be used as the effective date
for the change, display or copy function that you
choose after selecting the position.

07/01/2007
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4, After you have entered the

Effective Date, enter values in one or more of the following

additional parameter fields to help you find a specific position.

@ For any of these fields

(Matchcode) to find it.

, if you do not know the value that you wish to search on, use

If you want to find a
position based on:

Then

Position Number:

Enter the position number, if you already know the position number
you want to use.

Example: 20002716

Position Title:

Enter the text of the position title. Wildcards are permitted. For
example, you could enter Director, Dir* or *Dir*. Each of these
would return different results.

Example: *Student*

Org Unit Cost Center:

Enter the cost center associated with an organizational unit
(department). This is the cost center that is administratively
responsible for the position, not necessarily the cost center funding
the position.

Example: E011701

Holder Pernr:

Enter the personnel number of the employee who occupies the
position. The personnel number (referred to here as Holder Pernr)
is the unique number assigned to each University employee.

Example: 123456

Job:

Enter the job code associated with the position.
Example: 3000550

Funding Source:

Enter the cost center or WBS element funding all or part of the
position.

Example: E011701

Funds Center:

Enter the funds center. Any position partially or totally funded by a
cost center or WBS element within the requested funds center will
be returned.

Example: U013417001
5. Normally, positions that have been marked obsolete on the effective date you requested are
not included in the returned list. If you want to include obsolete positions in your search
results, click {—INEIUdE Obsolete Positions? |, select that option.
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6.  After you have entered the effective date and any additional parameters, click G Refresh|

The list of positions that met your selection criteria will be displayed. Below is an example of
records returned for 07/01/2007 when *Student* was entered into the Position Title field. This
list shows all positions that contained the word “Student” in the title as of 07/01/2007.

Position Request
=4
| Goto Systern Help

|& 2 0E €GO SHE D000 AR @

=5y

Position Request

|D Create Hﬁ Change ||6%9 Display”@ Copy |

Selection Criteria
Effective Date
Position Number:
Position Title: *Student”
Crrg Unit Cost Center:

Holder Pernr:

Joh:

Job Title

Funding Source:

Funds Center:

[Jinclude Ohsolete Positions?

Gl Refresh

07 /81/2007 =)

Position ... |F‘ositiun Title

|CostCemer |HOIder

|Emp. Grp |Emp S\

00050810 Mon-UT Student Assista.. ED24035

20000012 |UT Student Asst EQ110687 Multiple S 20
20000017 |UT Student Asst EB48130 Multiple S 20
20000037 |UT Student Asst EB11830 Multiple S 20
20000042 UT Student Asst EQ18601014  Multiple 5 20
20000044 UT Student Asst EQ11403 Multiple S 20
20000052 UT Student Asst EQ16810 Multiple 5 20
20000053 |UT Student Asst EQio4n Multiple S 20
20000060 |UT Student Asst EQ10220002  Multiple S 20
[0l [ I+

D]

I«1lr]

=
L~
b | zrrosmonoon B[ gazapp [ s | /_
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7. The following fields are displayed for each position.
Field Name Description
Position Number An 8-digit number that uniquely identifies a position within IRIS.
Example: 10000756
Position Title The textual description of a specific position.
Example: Non-UT Student Assistant
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: E070212

Holder The name of the employee occupying the position.

@ If Holder contains the word ‘Multiple’, there is more than one
employee occupying this position. If Holder is blank, the
position is unfilled.

Example: Doe, John
Emp. Grp A category of employees or positions such as regular, term, student,
or friend.
Example: T
Emp. SubGrp Sub-category of employee group. Examples are faculty 9-month,
faculty 12-month, staff professional, staff hourly input, student hourly
input, etc.
Example: 05
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8. Highlight the position that you were searching for by clicking the selection box to the left of it.
| |20000012 LT Student asst EQ11087  Multiple 5 20
9. Choose the action you wish to perform from the buttons on the application toolbar:
If you want to Click You will be able to
Change information on an existing position & Change | |Change the attributes of that
position.

Display information on an existing position & Display| |Display the position information.
No changes are possible.

Copy information from an existing position 3 Copy Copy the attributes of that

as a template for a new position position to use as a template.
Make any necessary changes
and submit the changes for
approval to request a new
position.
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10.  In this example, L5 _DiSPIa¥ [ a5 selected. The Position Request — Display(Master data)
screen appears as shown below.

Position Request - Display(Master data)

=y ElEE
PBosition  Goto Systern Help

|& 2 aE@Ea BHB Bnasn | AE @

Position Request - Display(Master data)

Eff

on: 07/01/2007 Number: 20000012
Position Title:

UT Student Asst POG
Current Holder: Multiple

10«][+]

4

Faosition Obsolete

Organization
Org Unit Cost Center: E@11007 SCHOOL OF ART
Personnel Area: 1018 | Knosville Employee Group: 5| Students
Personnel Subarea 1018 | Knoxville Ernployes Subgroup: | 20| StudentHourly Input
University Contact Code:
Limited Duration Appointrent Fayroll Ares:

Work Schedule
Schedule:  |HOUR-DAY Reguited  Flex Year %: 0.00
Mew Schedule Needed Shift: D.. @ FLSA31: [NA B
Mon: |B.80 Tues: |@.80 Wed: |8.00 |Thurs: |8.00 Fri: 0.00
Sat: |0.@0 Sun: |0.88 u

Cost Distribution

Allocated FTE %: 434 .99 Skip Update from Employee Data Lurrp Surn
THEC Override Exclude from Budget Calculations 9 Maonth Position
CostCenter  |[WBS Element [wage Type [annual Salary [cost | []
E@11067810 THRL 62,398 .74 79.058
EG116687 THRL 9,620,008 1218 H
EC11BE70E4 THRL 6,916.00 8.76 |E|
[~] L
[4llll I[41l] =

I[«]»]

[ I [ zrrosmonoon B gazappt [INS |

11. Click & (Back) to return to the Position Request screen.
12. Click & (Back) to leave this transaction and return to the SAP Easy Access Menu screen.
13. You have completed this transaction.

Result

You have found a specific position to change, display or copy.

Comments

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

i
7
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