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Document Control  

 
This is a controlled document and will be maintained on UJVNL portal. 
 
Changes to this document will be recorded below and must be published to all interested parties. 
 
 

1.1 DOCUMENT HISTORY  

 

Version Date Author VERSION DETAILS 
V01 16-02-2018 Vinay Kumar First ISSUE 
    
 

 

1.2 DISTRIBUTION  

 

Date Name Purpose 

 MS. Anupama For Information 

 Mr. Ankit For Information 
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2 SAVE JOB SEQUENCE NO 

 
2.1 PURPOSE 

In SAP standard every time the job is created the automatic number is assigned to the Job 
irrespective of Job priority and sequence. The Job sequence number is client dependent. To sync 
the job sequence in every client a custom client independent number is mapped to every job. 
This sequence number will be used for all the approval flows and sanctioning the applicable 
allowance. 

2.2 HELPFUL HINTS 

 Press F1 for help 

 Press F4 for getting input values 

 R – Required 

 O – Optional 

 C – Conditional 

 
2.3 PROCEDURAL STEPS 

 

Menu Path 

HR Admin Dashboard (ZHR_ADMIN)  Manpower (ZHR_MANPOWER_DB) 
Maintain Post (ZHRPA_JOB_KEY) 
 

Transaction 
Code ZHRPA_JOB_KEY  

 
 
Start the transaction using the menu path or transaction code. 
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Assign an unique 8 digint number 1XXXXXXX to the Sanction Post ID based on the Post priority and select the 
Pay band (Employee Sub group) 
 
And click on save. 
 
 

2.4 RESULT 

You have assigned a sequence number to the Post 
2.5 COMMENTS 

None. 
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3 SANCTION POST ROSTERING 

 
3.1 PURPOSE 

This process is used for distribution of posts between SC, ST,OBC, General Categories 
according to the approved 100-point roaster by the government. 

3.2 HELPFUL HINTS 

 Press F1 for help 

 Press F4 for getting input values 

 R – Required 

 O – Optional 

 C – Conditional 

 
3.3 PROCEDURAL STEPS 

 

Menu Path 

HR Admin Dashboard (ZHR_ADMIN)  Manpower (ZHR_MANPOWER_DB) 
Maintain Post (ZHRPA_ROSTER_KEY) 
 

Transaction 
Code ZHRPA_ROSTER_KEY 

 
 
Start the transaction using the menu path or transaction code. 
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Roster may change over the period. An unique roater key is assigned for a particular period. The key is 
active on date will apply the rostering for the head-count report. 
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Save all the post number against a roster key. 
 

 
Click on save button 
 

3.4 RESULT 

You have saved the 100-point roaster for head count post distribution. 
3.5 COMMENTS 

None. 
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4 MAINTAIN HEAD COUNT REPORT MASTER DATA 

 
4.1 PURPOSE 

To generate the Manpower head count report, Input master data need to be maintain in the 
system based on the master data the Manpower head count report is generated.  

4.2 HELPFUL HINTS 

 Press F1 for help 

 Press F4 for getting input values 

 R – Required 

 O – Optional 

 C – Conditional 

 
4.3 PROCEDURAL STEPS 

 

Menu Path 

HR Admin Dashboard (ZHR_ADMIN)  Manpower (ZHR_MANPOWER_DB) 
Maintain Post Category (ZHRT_JOB_SANC) 
 

Transaction 
Code 

ZHRT_JOB_SANC 
 

 
 
Start the transaction using the menu path or transaction code. 
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Click on Maintain Post Category 
 

 
 

 Select post sequence number from the help. 
 Enter the start date and end date. 
 Enter the post sanctioned total. 
 Enter the PT, LVP, NP and other category as shown in the screen shot. 
 Click on save button. 

 
 
You have saved the Post category saved. 
 

4.4 MAINTAIN POST DATA 

 

Menu Path 

HR Admin Dashboard (ZHR_ADMIN)  Manpower (ZHR_MANPOWER_DB) 
Maintain Post Data (ZHRT_RECRUITMENT) 
 

Transaction 
Code 

ZHRT_RECRUITMENT  
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 Select Sequence number from help. 
 Select Category type from help 
 Enter Start date and end date for the record. 
 Enter Percentage for the Category. 
 Click on save button. 

 
 

Post data is saved. 
 
 

4.5 GENERATE MANPOWER HEAD COUNT REPORT 

 

Menu Path 

HR Admin Dashboard (ZHR_ADMIN)  Manpower (ZHR_MANPOWER_DB) 
Manpower head count report (ZHR_MP_HEAD_COUNT_RP) 
 

Transaction 
Code 

ZHR_MP_HEAD_COUNT_RP  
 

 

Start the transaction using the menu path or transaction code. 
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Click on Manpower head count Report 
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Enter key date to generate Manpower report. 

 
4.6 RESULT 

Manpower report is generated. 
 

 
4.7 COMMENTS 

None. 
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5 MANPOWER ANALYSIS REPORT 

 
5.1 PURPOSE 

This is used to identify skill shortage or manpower shortage at the plants/department/sites. 

Request will be raised by HOD/DGM/GMs for their respective functions. Manpower team will 
generate the Analysis report to analyze the overall organization manpower requirement.  

5.2 HELPFUL HINTS 

 Press F1 for help 

 Press F4 for getting input values 

 R – Required 

 O – Optional 

 C – Conditional 

 
5.3 PROCEDURAL STEPS 

Menu Path 

HR Admin Dashboard (ZHR_ADMIN)  Manpower (ZHR_MANPOWER_DB) 
Manpower head count report (ZHR_MP_HEAD_COUNT_RP) 
 

Transaction 
Code 

ZHR_MP_HEAD_COUNT_RP 
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Enter filter criteria on screen and click on execute. 

 

 
 
 

5.4 RESULT 

Report will be displayed. 
 

 
5.5 COMMENTS 

None. 
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6 APPLY FOR POST OR POSITION 

 
6.1 PURPOSE 

This is used to identify skill shortage or manpower shortage at the plants/department/sites. 

Request will be raised by HOD/DGM/GMs for their respective functions. Manpower team will 
generate the Analysis report to analyze the overall organization manpower requirement.  

6.2 HELPFUL HINTS 

 Press F1 for help 

 Press F4 for getting input values 

 R – Required 

 O – Optional 

 C – Conditional 

 
6.3 PROCEDURAL STEPS 

 
Log on to ESS. 
 

 
 
Enter user name and password. 
Click on log on. 
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Click on Manager self service 
 

 
 
Click on Manpower request. 
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Click on  request to create new post. 
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Select Department  
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Click on Request to create New posts. 
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Fill up all the required fields. 
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Click on update details. 
 
Request for new post is created. 
 
 
 
 


