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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

Vol 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 CREATE JOB

2.1 PURPOSE
Use this procedure to Create Job in the system using Expert Mode.

2.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R —Required

e O - Optional

e C - Conditional

2.3 PROCEDURAL STEPS

Use the following menu path(s) to begin this transaction:
Select Human resources = Organization Management = Expert Mode = Display or use Transaction
code (POO03).

Human resources > Organization Management > Expert Mode > Display or use
Menu Path Transaction code (PO03).
Transaction
Code POO03

Start the transaction using the menu path or transaction code.

art the tran
v [ SAP Menu]

H

» Cross-Application Components

» Logistics

» Accounting

v Human Resources

- “ PPMDT - Manager's Desktop
Personnel Management
Time Management
Payroll
SAP Learning Solution
Training and Event Management
Training Needs Management
Organizational Management

> Organizational Plan

x Expert Mode

.

{ PO10 - Organizational Uni

£ v v v v v v

# PO13 - Position

OR
Double-click @ POO3-J0B {5 start the transaction or enter Transaction code in the command button as shown

HCM - Organisation Management
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which will take you to next screen as shown below.
[ Job Edit Goto Utilities ~ Settings ~ System  Help
I g x o
3 A0 4 TR g
O == ~KE Q00  SRARSR!
Maintain Job
2O 7AW L&/
[« =] =] = [=]a
Find by
¥ =5 Job Flan version Current plan -
* | search Term Job
Abbr,
Planned | Submitted | Approved | Rejected |
Infotype Name o Time period
Object En ® Period
Relationships ~ From 16.02.2018| to 31,12 /9994
Description Today Current week
Planned Compensation All Current month
Cost Planning From curr.date Last week
Standard Profiles To current date Last month
PD Profiles Current Year
Job Evaluation Results
Survey Results -~ e Select.
Qualification Management - ;
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Select object tab as shown below and click create infotype or press (F5).
Plan version Current plan ~
Job
Abbr.

Planned Submitted P;pprwed Réjected

Infotype Name S.. [iiij _Time period
|
Object Il 2 ® Period
Relationships et From 16.02.2018| tfo 31.12.9999
Description O Today Current week
Planned Compensation All Current month
Cost Planning From curr.date Last week
Standard Profiles To current date Last month
PD Profiles Current Year
Job Evaluation Results
Survey Results -~ hal o
Qualification Management o
This will take you to next screen as shown below:
Job
Planning Status Active
Validity 01012000 to 31.12.9999 Change Informatio

Object

Object abbr. DGM

Object name :|Deput5r General MAnager - UM|

Language Key English -

Be sure about the Validity periods. By default, system gives the begin date as current date and end date as
31.12.9999. Change the validity from to dates, then write Object abbr., Object name as shown below in the screen.
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Then click save = button. Message as “Record Created” will appear at the bottom as shown in the below screen.

o ‘qEloceo =T 0%

Plan version Current plan -
Job 30000350 Deputy General MAnager - UM
Abbr. DGM

Planned | Submitted Approved Rejected

Infotype Name S.. [iii] _Time period
: - :
.:bb]ECt 49 = Period
Relationships B From 16.02.2018| to 31.12.999%9

Description Today Current week
Planned Compensation All Current month
Cost Planning From curr.date Last week
Standard Profiles To current date Last month

PD Profiles

Current Year
Job Evaluation Results

Survey Results ~ o] Selact.
Qualification Management -
2.4 RESULT

You have created Jobs in expert mode using the transaction code POOQ3.
2.5 COMMENTS

None.
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3 CREATE ORGANISATION UNIT
3.1 PURPOSE

Use this procedure to Create Organizational Unit in the system.

3.2 OVERVIEW

In SAP the module Organization assignment is used to create the hierarchical reporting structure of Organization
Units, Jobs and Position and assigning the position to Person during the Hiring Actions

3.3 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R -Required

e O - Optional

e C - Conditional

3.4 PROCEDURAL STEPS

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

Select Human resources > Organization Management > Expert Mode > Simple Maintenance > Create or
use Transaction code (PPOC_OLD).

Note: You access PPOC_OLD or CREATE only during the first-time creation of Org. Unit and from next time
onwards use PPOM_OLD (Change)

Human resources - Organization Management > Expert Mode - Simple
Menu Path Maintenance = Create or use Transaction code (PPOC OLD)
Transaction
Code PPOC_OLD

HCM - Organisation Management
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Start the transaction using the menu path or transaction code.

b SAP Menu

Office
Cross-Application Components
Logistics
Accounting
Human Resources
- f“ PPMDT - Manager's Desktop
Personnel Management

{ v v w W

Time Management

Payroll

SAP Learning Solution

Training and Event Management
Training Needs Management

£ v v v v v W

Organizational Management
¥ Organizational Plan
g Expert Mode
* £ PO10 - Organizational Unit
: POO3 - Job
1 PO13 - Position
' POD1 - Work center
: PFCT - Task Catalog
' PPO1 - General

e Simple Maintenance
T2 PPOC_OLD - Create i @
¢ PPOM_OLD - Change

* {3 PPOS_OLD - Display

OR

Double-click Z.PPOC OLD-CIealel 1) ctart the transaction or enter Transaction code in the command button as

shown

[ Menu Edit Favorites Extras System  Help

O m=E -]« THE DDOD 070 0%
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Create Organizational Unit

™

Organizational unit Abbr. UIVH Ltd.
Name UIVMNL - Manpower

I il
Validity period 01.01.2000| To 31.12.5599
L= =l

Wiew

& Overall view

Human Resources view

Before clicking on the create button be sure about the Validity periods. By default, system gives the begin date as
current date and end date as 31.12.9999. You must adjust the begin date as per the requirement. In the initial
stages of implementation most of the times you are required to follow the cut of dates for building organization
structure.

Field Name M/R/O/ Description
Cc
Organizational Unit R |Input Organizational Unit Abbr.
Abbr.
Name R |Input Organizational Unit Name
Validity Period R |Input Organizational Unit Validity Period i.e. from the date of
starting the organizational unit.

O Click on this button to create the Org unit. Once u click on the create button, the system will
display the screen as shown below.

Orgamnizational Structure /' Change
2 TEm [M A B S Staff assignments = o= e

| = ||| = Plan wersion 01 Current plan ifH 01 .01 .2000 — 31.12.9999

Find by
~ [ Organizational unit TIVHL — ManpowexD
- Bl Free search
- bl search Term
- B structure search
- Bl object History

= ra =l=1 k= e
Mame Code

> [ SAP UIWML SAF UIWMNL

> [ yJwi - Ltd. UIwWrL-Final
> [ UIwP @ Root Org. Unit UIWM

> [ UIWMN Limited U

> [ UIWN Limitedl UIWH

> [ UIWHL - Ower Training UIWHNL

> [ UIWHL - Ower.Training with UJIWHNL - Core

HCM - Organisation Management
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Click on the organisational unit under which you have to create another subordinate organisational unit

and then click @ or (F7). On clicking the next screen opens as shown below:

Organizational Structure / Change
Ef‘.t ﬁ D :!‘:]'. E ‘3 Staff assignments EI @ “

v [ Orgg ggvN Ltd. UJVNL - Manpower
Yy
. = Abbr. HName
_l_ ]
* 18 )

= ’H”_ ‘EI ” Further entries ” Period... ” $|

Mame O

Now type the abbreviation (which should be Meaningful) and description as shown below:

Organizational Structure / Change

%* D %:l. EJ “"3 Staff assignments El v]g—l “
Qoo %]
Find by

v M Orgd  gavN Ltd. UJVNL - Manpower

Hr

. Abbr. Hame
—Director- FI Director Finance - Dehradun

g Pz g
—Director Pro IPlIEC‘.tDI Projects

B s O ¥ s |
|

lﬁ'r |E| ” Further entries ” Period... ” (%] |

Mame O

Further entries

If you want to create more organizational units, click on further entries will save the first five entries

and opens up another 5 lines.

L] .
Now clicking on save button will create the Organizational Units as shown in the below screen.
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Organizational Structure / Change

':,‘E'- % D :I'. EJ ‘z Staff assignments E vj II!

=) | ""..‘; 2 Plan wversion 01 Current plan '__E 01.01.2000 — 31.12.499858%5
Find by
v [ Organizational unit [UJV‘NL - Manpower j
* | Free search
- ﬂ Search Term Is line supervisor of Director Finance - Dehradun
I3 line supervisor of Director Projects

= | Structure Search
= |l object History

3.5 RESULT

You have Created Organizational Unit in the system with Subordinate units and with Organizational unit number.
3.6 COMMENTS

None.

4 CHANGE ORGANISATION UNIT
4.1 PURPOSE

Use this procedure to Change Organizational Unit in the system.

4.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
e R -Required

e O - Optional

e C - Conditional

4.3 PROCEDURAL STEPS

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

Select Human resources - Organization Management - Organisational Plan - Organization & Staffing 2>
Change or use Transaction code (PPOME).

Human resources = Organization Management = Organizational Plan -
Menu Path Organization & Staffing > Change or use Transaction code (PPOME).
Transaction
Code PPOME

Start the transaction using the menu path or transaction code.

HCM - Organisation Management
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Cross-Application Components

Logistics
Accounting
Human Resources

i§ PPMDT - Manager's Desktop
Personnel Management

Time Management
Payroll

SAP Learning Solution

Training and Event Management
Training Meeds Management

Organizational Management

it Organizational Flan
¥, Organization and Staffing

Double-click

command button as shown

 PPOME]

Organization and Staffing Change

> 9

Find by
« I Free search
* I search Term
+ H structure Search
* I object History

> & Fosition

> £5 Job

» & Person

» [g user

> & Task

+ [H] Object history

&

Hit list
Existen Mame

Executive Engineer SBRBE Project
New organizational unit
dy.general manager hrl

New organizational unit

DGM Nrenra nagar

Yamuna bhawan UIVNL
General Manager Yamuna v
General Manger GV

DGM E /M Dakpather

UIVN Limited1

UIVNL - Manpower

Human Resources

UIVNL - Manpower

Director Finance - Dehradun
Director Projects

16.02.2018 + 3 Months

e 9€ to start the transaction or enter Transaction code in the

& . .
= which will take you to next screen as shown below.

| 1|03 I | ot 6 A Vv EH
“  Staff assignments (structure) Code ] Relationship text Chief \
~ v [H UIVNL - Manpower UJVN Ltd. 0 50002800 0
= [ Director Finance - Dehrad Director- FI 0 50002801 Is line supervisor of ]
- [ Director Projects Director Pro 0 50002802 Is line supervisor of 0
-~
~
< > <
el Details for Organizational unit UIVNL - Manpower
+ Basic data Account assi-gﬂrnent. | Address | Cost distribution Work schedule | Quota I;’.Ianr.]i-ng | MaxBu
Organizational unit UIVN Ltd. UIVNL - Manpower j;ﬁ.
w Valid On 16.02.2018
Staff Bl o periods
Holder Description
;ﬁ::_.:“‘HoIder Percentage Assigned as of Assigned un_ General description i
: — —_— e —
] =] R B
>
~
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It will show the last Organizational unit created. If you want to find or change the organizational unit click on Find

by — Organizational unit button which is in left of the screen. As soon as you click the same new window will
appear as shown below:

Organization and Staffing Change

2 9
Find Organizational unit i3 16.02.2018 + 3 Months
ERITANY Sk A0Falk=: =
With name *UJVHL* E eilliedl) | N
ructure) Code D Relat
; wer UJVN Ltd. 0O 50002800
Assigned > 1ance - Dehrad Director- FI 0 50002801 Is line
to - ojects Director Pro 0 50002802 Is line
Object
@ rFnd |
» [2 user ~
> 2 Task ~
RS2 <> D
v_ : e z
=== ]| Details for Organizational unit UJVML

Insert first letter of the organizational unit and click find ¥ Find the name of the organizations will be seen in left
side of the screen as shown below:

Select the Organizational unit and double click, new screen with that organizational structure will appear as shown
in next screen.

|| 16.02.2018 + 3 Months
iy

3L[W L A ]I[E] S]] Sl ENEIIE-
Staff assignments (structure) Code D Relationship text Chief
~ [ UIVML - Manpower UIWVM Ltd. O 50002300 |
= [ Director Finance - Dehrad Director- FI O 50002801 Is line supervisor of |
- [ Dpirector Projects Director Pro O 50002802 Is line supervisor of |
< > < >
Ta Details for Organizational unit UIWVHNL - Manpower
' Basic data Account assignment Address Cost distribution Work schedule Quota Planning Max B
Organizational unit UIWM Ltd. UIWHNL - Manpower :';'1’-'.
Valid On 16.02.2018
Staff B o periods
Holder Description
".‘:Holder Percentage Assigned as of Assigned un Subtyp General description b
[& | B
< > < 2

HCM - Organisation Management
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Double click on the organizational unit you want to change. You can change the basic data, account assignment,
address, cost distribution etc. and then clicks save button =} Message in the bottom will appear as “Data has

been saved”.
Field Name M/R/O/ Description
Cc

Organizational Unit R [|Input Organizational Unit Abbr.

Abbr.

Name R |Input Organizational Unit Name

Validity Period R |Input Organizational Unit Validity Period i.e. from the date of
starting the organizational unit.

4.4 RESULT

You have Changed Organizational Unit plan in the system.
4.5 COMMENTS

None.

5 CHANGE STAFF ASSIGNMENT
5.1 PURPOSE

Use this procedure to Change Staff Assignments in Organizational Unit in the system.

5.2 PROCEDURAL STEPS

Positions are created in a organizational unit and the same is to be reassignment to another organizational unit.

Since the positions are the same can be reassigned to other org units (wherever they are supposed to be

attached) as shown below:

Step —I:
Place the cursor on the position you intend to transfer.

- IE | 16.02.2018 + 3 Months
[ e e R P P N B AR = 1 ] =l SN EH
Staff assignments (structure) Code D Relationship text Chief Valid from Valid to Assigned as of  Assigne:
~ [ UIVN - Ltd. UIVNL-Final O 50000228 04.01.2018 Unlimited
~ [ Chairman Chmn O 50000229 Is line supervisor of 01.01.2000 Unlimited 04.01.2018 Unlimitec
- & Chairman Chmn S 02000052 Incorporates 01.01.2005 Unlimited 31.01.2015 Unlimitec
~ [ Managing Director MD O 50000230 Is line supervisor of 01.01.2005 Unlimited 04.01.2018 Unlimitec
~ & Managing Director|MD S 02000067 Incorporates 01.01.2005 Unlimited 09.01.2018 Unlimitec
- && S.N Verma Verma F 00000050 Holder 31.01.2015 Unlimited 31.01.2015 Unlimitec
= & AE (E&M) (EA to MAE (E&M) S 02000298 Incorporates 01.01.2005 Unlimited 11.01.2018 Unlimitec
= & Executive AssistaniEA to MD S 02000694 Incorporates 01.01.2005 Unlimited 11.01.2018 Unlimitec
- £ (aw Officer Laws Off S 02000696 Incorporates 01.01.2005 Unlimited 11.01.2018 Unlimitec
- _ = RN BRI B SRR B 2 T 5
L < > £ >
= Details for Position AE (E&M) (EA to MD & CVO)
+f Basic data Account assignment Address Cost distribution Work schedule Job Index IT1653 Tasks
Position AE (E&M) AE (E&M) (EA to MD & CVO) 2,
Job ot assigned valid from ©1.01.2005
Head of own organizational unit To 31.12.9599
Staffing status Vacancy open ~
Staff
Holder Description
iIc Holder Percentage Assigned as of Assigned un Subtyp General description

Ce E=l|ES

HCM - Organisation Management

For Internal Circulation Only



accen’?ure ‘f’j

END USER DOCUMENT LV L

Step —II:

=
Click on the [LE;] button (Reassignment button), once the reassignment button is clicked a new window “choose
superior object” will open

Organizational Structure / Change

"f}“ @ D i:]'. E {3 Staff assignments 'EI v_:—l—l [I!

I | =~ Plan version 01 Current plan T 01.01.2000 - 31.12.9555
Find by
~ [ QOrganizational unit UJVH - Ltd.
= H Free search
. n Search Term B Is line supervisor of Chairman
. " Structure Search - E B B
2 . E Is line supervisor of Managing Director
g n Object History
08 Is line supervisor of Dy General Manager (Technical)
—E Is line supervisor of Director (Operations)
E n = v={—\ —~ |[= (8 Is line supervisor of Dy General Manager (IT)
| | S [ 4#] 4|m = ||l (8 Is line supervisor of General Manager (Yamuna Valley)
MName (8 Is line supervisor of General Manager (Ganga Valley)
> [ SAP UIVNL SAP UIVHL (8 Is line supervisor of General Manager (Bhagirathi Valley)
~ [ UIVN - Ltd. UIVNL-Final Is line supervisor of General Manager (Ramganga and Sharda)
v [l i
E’Chalrman_ _ Chmn . —08 Is line supervisor of Director (Projects)
4 E’Mﬁ”aglﬂg Director{MD 5 —08 Is line supervisor of Director (Finance)
» [BE UIVN : Root Org. Unit UIVN 08 Is line supervisor of Director (Human Resource)
> [ UIVN Limited UIVN 08 Is line supervisor of Executive Director (Civil)
> [ UIVN Limitedl UIVN —E Is l..?.ne supe:cv.?.so:[ of Execut.?.ve D%Iector (E&M), MMiC & Co-Gen
s @ UIVNL - Over.Training UIVHL — Is l%ne supe:cv.}so:[ of Executive Director (O&M)
- e y —08 Is line supervisor of General Manager (MD-0)
22 UIVNL - Over.Training with GUIVNL - Core 08 Is line supervisor of General Manager (MM&C)
—08 Is line supervisor of General Manager (Civil Mantenance)
Is line supervisor of Company Secetary
Step I

The position can be reassigned to any of the organization units with symbol of pointing finger. However,
you should make sure you are attaching to the right organizational unit to avoid unnecessary
complications. Click on the other organizational unit where you want to reassign a position and then click

o
[E_Ej button (Reassignment button). This can be seen as shown below:

Organizational Structure / Change

‘?}“ @ D ;]'. E {3 Staff assignments E‘ v_:—l—l [I!

= s Lz A Plan version 01 Current plan T 01.01.2000 - 31.12.9999
Find by
¥ [ Qrganizational unit UJVN - Ltd.
[ Reassign
Ervisor of Chairman
Director (Projects) supervisor of Managing Director
General Manager (Ramganga and Sharda) Line supervisor of Dy General Manager (Technical)
Lline supervisor of Director (Operations)
E o Is line supervisor of Dy General Manager (IT)
: ! Lma Period... 0 Is line supervisor of General Manager (Yamuna Valley)
Nanme TOUE =r I3 line supervisor of General Manager (Ganga Valley)
» [ SAP UIVHL SAP UTVNL I:G:. Is line supervisor of General Manager (Bhagirathi Valley)
v [ UIVN - Ltd. UIVNL-Final Is line supervisor of General Manager (Ramganga and Sharda)

HCM - Organisation Management
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Message will appear at the bottom of the screen that “Record Changed”.

5.3 RESULT

You have changed staff assignments from one organizational unit to other.

5.4 COMMENTS

None.

6 DELIMIT ORGANISATION UNIT

6.1 PURPOSE

Use this procedure to delimit organizational unit.

6.2 PREREQUISITES

Organizational units are created

Since the organizational units are created, the same has to be delimited:

Step - I:

Place the cursor on the organizational unit you intend to delimit.
Organizational Structure / Change

S2@NLilH

Staff assignments

1§} |
Find by
~ [ Organizational unit
2 H Free search
* | search Term

e

Plan version 01 Current plan

‘__E 01.01.2000 - 31.12.999%9

* | structure Search

OJVN - Ltd.

B Is line supervisor of

Chairman

Managing Director

Tl - =
I_EL Is line supervisor of

* | object History
08 Is line supervisor of Director (Operations)
08 Is line supervisor of Director (Projects)
—08 Is line supervisor of Director (Finance)
E " E E{;\ p = ,:DE —E Is l%ne superv.?.sor of Di:cectu?r th_:lman Resou:_rc?}
= — Is line supervisor of Executive Director (Ciwvil)
Name Code 0 Is line supesrvisor of Executive Director (E&M), MMiC & Co-Gen
» [ SAP UIVNL SAP UIVNL —08 Is line supervisor of Executive Director (0&M)
v [ UIVN - Ltd. UIVNL-Einal —0a Is li.ne superv%sor of General Mamager (MD-0)
@ E’Chairman FE —0 Is line supervisor of General Manager (MM&C)
0 Is line supervisor of General Manmager (Civil Mantenance)
> B 9 Managing Director|MD —0CB Is line supervisor of Dy General Manager (Technical)
» [ UIVN : Root Org. Unit UIWVN Iz line supervisor of Company Secetary
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Step - II:

Click Edit > Delimit > Object

[® Organizational plan F=i Goto  View  Settings  System  Help
Create 4
= C=1 A 4 TR
‘:' ==
Assign y | = H “+ 4 L]+
Organizationa  Chief position >
= Reassign 4
N R q = > W
’ L Delimit »  Object..
[4= = 1[5 ]| | Delete »|  Relationship... T 01.01.2000 - 31.12.9399
Find by Change 4 Set new end date...
v [M Organizational uni Priority » Eq.
. “ Free search )
Find » - - -
. " Search Term 5 line supervisor of Chairman
5 n e B Refresh Ctrl+F3 s ) N S ) =
= " Ob]ect H|st0r1’r E)(,pal"ld Ctr|+5h|ﬁ+F11 s ilne Supervisor o anaging irector
Collapse Ctrl+Shift+F12 —= [Is'j"_‘:line supervisor of ij General Manager (Technical)
= | 5 0 Is line supervisor of Director (Operations)
ot —0a Is line supervisor of Director (Projects)
= 0@ Is line supervisor of Director (Finance)
" | |—‘V‘zl—l I;.“ ) |:“—| [ —0@ Is line supervisor of Director (Human Resource)
Name Code 0@ Is line supervisor of Executive Director (Civil)
» [ SAP UIVNL SAP LUIVNL —0@ Is line supervisor of Executive Director (E&M), MM:iC & Co-Gen
v B UIVN - Ltd. UIVNL-Final —0@E Is 1.?ne supexv::Lsox of Executive Director (O&M)
o E’Ch . = —0OB Is line supervisor of General Manager (MD-0)
2 alrman. _ L : 0B Is line supervisor of General Manager (MM&C)
> E’MEHE‘g'”g Director|MD i —0OB Is line supervisor of General Manager (Civil Mantenance)
» [ UJIVN : Root Org. Unit UIVN Is line supervisor of Company Secetary
Step I

This will take you to next screen as shown below:

Organizational Structure / Change
‘%‘;—"‘ D E:J'. EJ "3 Staff assignments @ v@ I!

[® Delimit object 31.12.9999

Plan wersion 0l Current plan T 01.04.2000 - 31.12.5599
Object period
Industrial Relatioms 01.04.2000 - 31.12,9%59
<> <>
Delimit | Delimitation date... || €3
Step IV:

Click on the Delimitation date ' Delimitation date... ' \which will take you to next screen as shown below:
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Organizational Structure / Change
6}3_'1‘ kT iz EJ'. E {3 Staff assignments T3] o] [
Delimit object 31.12.9999
Plan version 01 Current plan E& 01.04.2000 - 31.12.55%58%
Object period
Industrial Relations 01.04.2000 - 31.12.598%
[® Delimit object 31.12.9999 X
- .
Delimit date |
w5 0/0] =
Delimit | Delimitation date... | € |
T—— covi P — = =
e E’Chairman Chmn - PG RERS —
\ _ Is line supervisor of Training
> E’Managlng Director|MD B Is line supervisor of General Manager (P&IR)
; UIVN : Root Org. Unit UIVN

> B 9f General Manager 1 |GM 1
- [ 9 Projects PROJECTS

Is line supervisor of
Is line supervisor of

Industrial Relations
Recruitment

Delimit the object or change the date as below and click v,

Step V : Then click Delimit button ' Delimt

[® Delimit object 31.12.2019

Plan version 01 Current plan T 01.04.2000 - 31.12.2019

Object period

Industrial Relations 01.04.2000 - 31.12.2019

<

Delimit || Delimitation date... |@

d |@ Record changed

Message at the bottom will appear as Record Change
6.3 RESULT

You have delimited the organizational unit.
6.4 COMMENTS

None.
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7 CREATE POSITION
7.1 PURPOSE

Use this procedure to Create position in the system using Expert Mode.

7.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R —Required

e O - Optional

e C - Conditional

7.3 PROCEDURAL STEPS

Use the following menu path(s) to begin this transaction:
Select Human resources > Organization Management - Expert Mode > Display or use Transaction code
(PO13).

Human resources > Organization Management > Expert Mode > Display or use
Menu Path Transaction code (PO13).
Transaction
Code PO13

Start the transaction using the menu path or transaction code.

SAP Easy Access
SAP Easy Access

L2)i=] [=1-]

=7 3 SAP menu

I [J ofice

[ [J Cross-Application Somponents
> [J Logistics
[
=

41

3 Accounting
3 Human Resources
) PPMOT - Manager's Desktop
(3 Personnel Management
[ Time Management
3 Payrall
[J SAP Learning Solution
(3 Training and Event Management
= = Organizational Management
[> (3 Organizational Plan
= =3 Expert Mode
2 PO10 - Organizational Unit
£ POO3 - Job

(e T T T

OR

1. Double-click PO13 to start the transaction or enter Transaction code in the command button as shown
& | ro13 D dH @ CHE fhoan BE @

which will take you to next screen as shown below.
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Maam Fosiion
POL DO T R 1

Find by
~ & Position
+ {H} search Term
+ [l structure Search

END USER DOCUMENT

Plan version
Paosition
Abbr.

01 Current plan

LWL

7 Active } Planned ) Submitted - Approved ) Rejected

Infotype Name s Time period
[bb]ect 3 = "'5"-Per|odm.

Relationships i From |1

Description () Today ) Current week
Department/Staff Call ) Current month
Planned Compensation ) From curr.date ") Last week
Vacancy " To current date Last month
Acct. Assignment Features S Current Year
Authorities/Resources
work Schedule - = e

Employee Group/Subgroup -

Select object tab as shown below and click create info type =) or press (F5).

Marrtan Fosition

PO L Ddd ™ L 0

(Ell=]is]E]E] E](a]
Find by
~ & Pposition

Plan version

01 Current plan

- (Hl search Term Position
- (Hh structure Search Abbr.
. Active |: Plnned | Submitted Approved kejected
Infotype Name 5 | Time period
7 =
| [obiect . - pPeriod -
Relationships From 14.11.2011| to 31.12.9999
Description ) Today ) Current week
Department/ Staff Al ) Current month
Planned Compensation () From curr.date TiLast week
Vacancy () To current date ) Last month
Acct. Assignment Features ~ Current Year
Authorities/Resources
'Work Schedule - =] Select.
Employee Group/Subgroup -

This will take you to next screen as shown below:

@ FldB e@@ CHE Sto0 @E @®
7@ . Create Object
& B e
& (= ][5 =]&] Position ]
Find by Planning Status Active
~ & Position Validity 01.04.2011 to [31.12.9999] [&p Change Information
» [Hl search Term
- M Structure Search
Object
Object abbr.
Object name j
Language Key s

Be sure about the Validity periods. By default, system gives the begin date as current date and end date as
31.12.9999. Change the validity from to dates, then write Object abbr., Object name as shown below in the screen.
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LWL
& 40 e EHE ODhon BRE @

7 |. Create Object

[ &

€[=/EEE] Position

Find by Planning Status Active

~ & Position Validity 01.04.2011] to 31.12.9999 [&¢  Change Information

« [l search Term
+ [H} structure Search

Object 01 5 000000001
) [ 1]
Object abbr. LHRIMGR

Object name HR Manager

Then click save button. Message as “Proposal for planned relationship” will appear at the bottom of the screen.

If you want you can create relationship with other organizational units as shown below or click € to get out of the
screen. Message as “Record created” will appear at the bottom:

& 4 Ce@ CHRE oDho8 EHE @

7 |. Essential relationship Relationships
& B 5% Allowed refationships

& (=] [& I=Z][&] Position HR MGR | HR Manager
Find by Planning Status | Active
~ 8 Position Valid from [01.04.2011] to [31.12.9999 |6}{’ Change Information

+ [l search Term
= H Structure Search

Relationships 015 50000450 1
Relationship type/relationship 2| (003 Belongs to

Related Object

Type of related object 0O Organizational unit -
U 1
1D of related object | J
L
Abbreviation
Name
Priority e

You must create relationship of the position with an organizational unit. In the relationships tab by clicking F4 or @
you will get Input help as shown in next screen.

Relationship (1) 1 Entry found

Restrictions

. 7
v |HE|HB[E D
Rel. |Relationship n... |

A|003|Belongs to

Choose the option tab and click E Then in Related object enter Type of related object by clicking F4 or @\[ ID of
related object by clicking F4 or @[ as shown below:

HCM - Organisation Management
For Internal Circulation Only



>
accenture END USER DOCUMENT L vl

@ [ i BIe@R  CHE DDOD BRI @B
@ Essential relationship Relationships

= 5%  Alowed refationships

5 [=]2a] Position HRMGR | HR Manager

Find by Phowieig 3o ioctie S T
~ 8 Pposition Vald from Lﬂl.m.znllthn 31.12.9999 IG’Q(’ Change Information
= ﬁ Search Term
+ [l Structure Search [ Reltionships 015 50000450 1
Relationship type/reltionship 2 [003] Belongs to

Related Object

Type of related object 0 Organizational unit v

1D of related object 50000275

Abbreviation HPPCL

Name Himachal Pradesh Power Corporation Ltd.
Priority ]

Then click save button “Record Created” message will appear at the bottom of the screen as shown below.

P | . Mainntain Position
T O &L s med @ £ 1

EEINENE=R ==l
Find by
~ & Position Plan wversion 01 Current plan -
- [Hl search Term Position ‘soooo4aso | HR Manager
- [H structure Search Abbr HR MGR
< Active | Planned |~ Submitted Approved | Rejected
Infotype MName s Time period
= = .
| Iobject o = <Perod B
Relationships o From 14.11.2011| to 31.12.9999
Description O Today ) Current week
Department/ Staff Al 7 Current meonth
Plnned Compensation R et Yt el
Vacancy 3 To current date ) Last month
Acct. Assignment Features 3 Eurrent Vear
‘Authorities/Resources
wwork Schedule = =
Employee Group/Subgroup -
Record created E

7.4 RESULT
You have created position in expert mode using the transaction code PO13.

7.5 COMMENTS

None.

HCM - Organisation Management
For Internal Circulation Only



>
accenture END USER DOCUMENT

8 DELIMIT POSITION
8.1 PURPOSE

Use this procedure to delimit position.

8.2 PREREQUISITES

Organizational units, jobs & positions are created.

8.3 HELPFUL HINTS
e Press F1 for help
e Press F4 for getting input values
e R - Required
e O - Optional
e C - Conditional

8.4 PROCEDURAL STEPS

Since the positions are created, the same has to be delimited:

Step - I:

Place the cursor on the position you intend to delimit

Place the cursor on the position you intend to delimit.

LY Urganzational plen  kdit  Goto  Vew  Settngs  System  Help
(V] | H @@ EHE nhos BE @m
Staff Assignments / Change

*2 M8 [Postions...  Assign holder... &% 82 % Taskprofie ' = [If

BEEEEENRE Flan Version 01 Current plan 01.04.2011 - 31.12.9999
Find by Object period
~ [ Organizational unit
- [H} Free search 0 50000275 Himachal Pradesh Power Corporation Ltd. 01.04.2011 - =
« [ search Term - =
. [H] Structure Search 5 50000450 LInc:arpcral:es & HR Manager 06.10.1995 - 2
‘ Iﬁ] Object Histary 0 ¢0 50000276 Is line supervisor of Renuka HEP Project 01.04.2011 - 3
0 0 50000302 Is line supervisor of Corporate Office 01.04.2011 - 2
0 50000303 Is line supervisor of Design Office - Sundernagar 01.04.2011 - =

Step - II:

Click Edit > Delimit > Object

& organizational plan \gd|t| Goto  View  Settings  System  Help

i T 'OHB DOOD ER QR
Assign »
Staff Assignmn  Chief postion 3
Reassign r e ey
% B [ postions... A
Delimit 3 Object...
Delete 3 Relationship... 01.04.2011 - 31.12.9999
e " Chapge 3 A |
Find by . g Set new end date s
~ [ organizational u_ Priory r
. Free search Find » Himachal Pradesh Power Corporation Ltd. 01.04.2011
3 Search Term
. Structure Se Refresh Ctri+F3 0000450 [Inc:or‘pc:rates j HR Manager 06.10.1995
" [H] Object Histo Expand Ctrl+Shift+F11 0000276 I3 line supervisor of Renuka HEP Project 01.04.2011
! Collapse Crrl+Shift+F12 0000302 Is line supervisor of Corporate Office 01.04.2011
0000303 Is line supervisor of Design Office - Sundernagar 01.04.2011
Cancel F12
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Step llI:
Which will take you to next screen as shown below:

L= Organizational plan  Edit Goto  View  Settings  System  Help

& | FldiBC@QILHR ohds8 BE @ m

Staff Assignments / Change

5? B [ positions... Assign holder... g% B2 @ Task profile il E;EI

[ Delimit object 31.12.9999

Plan Version 01 Current plan EQ E. 10,1995 — 31.12.9999

Object period

5 50000450 HR Manager 06.10.1995 - 31.12.9999

]

[4 »
[ Delmtt | Delimitation date... (%]

Step IV:
Click on the Delimitation date ' Delimitation date... ' ywhich will take you to next screen as shown below:
@ | B COQ ECHE DDo8 BE @B
Staff Assignments / Change

%% @8 [JPostions...  Assign holder... &% 8§32 Task profile =1 15

Plan Version 01 Current plan EEI e T -1995 =3 ¥ 13 0090

Object period

5 50000450 HR Manager 06.10.1995 - 31.12.9999

[ Delimit object 31.12.9...

-
Delimit date .'_31-05-2011|J'fj’

i

1
[ Delimit ][ Delimitation date... |(%]

Delimit the object or change the date as below and click vi.

[= Delimit object 31.12.9...

=
Delimit date I_31.|:|5.2|:|11Lﬁ1

Step V: Then click Delimit button « 2#/mtt
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Staff Assignments / Change
% M8 [ positions... Assign holder... 8% 82 %] Task profie =1 g

[ Delimit object 31.05.2011

Plan Version 01 Current plan EEI 6. TH. 1905 — 31 053011
Object period
5 50000450 HR Manager 06.10.1995 - 31.05.2011
[4 » ]
[ elimit | Delimitation date... |(X]

Message at the bottom will appear as Record Changed @ Record changed

8.5 RESULT

You have delimited the position.
8.6 COMMENTS

None.
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9 DISPLAY ORGANISATION UNIT

9.1 PURPOSE

Use this procedure to Display Organizational Unit in the system.

9.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
e R —Required

e O - Optional

e C —Conditional

9.3 PROCEDURAL STEPS

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

Select Human resources - Organization Management - Expert Mode - Simple Maintenance > Display or use

Transaction code (PPOS_OLD).

Menu Path

Human resources > Organization Management > Expert Mode = Simple
Maintenance > Display or use Transaction code (PPOS_OLD)

Transaction
Code

PPOS_OLD

Start the transaction using the menu path or transaction code.

~ |1 SAP Menu| ~ N
> Office
> Cross-Application Components |
> Logistics
> Accounting
kel Human Resources I

{vvvvYyvy.

OR

¥ PPMDT - Manager's Desktop

Personnel Management
Time Management
Payroll
SAP Learning Solution
Training and Event Management
Training Meeds Management
Organizational Management
Organizational Plan
Expert Mode
3 PO10 - Organizational Unit
¥ POO3 - Job
¢ PO13 - Position
4 POO1 - Work center |
¢ PFCT - Task Catalog i
%% PPD1 - General i
Simple Maintenance i

= {3 PPOC_OLD - Create
- 3% PPOM_OLD - Change |
= — 1
I - & FPPOS_OLD - Display] i
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2. Double-click H.Eh=2 ke 2lble
button as shown

Menu Edit
% || PPos oLD)|
SAP Easy Access

The same will take you to next screen as shown below:

Display Organizational Unit Initial Screen

Plan version Current plan v|
Organizatienal unit 50000228 UIVHN - Ltd.
Abbr. UIVNL-Final

Flanned Submitted Approved Rejected
o

Infotype Name S.. [iii] _Time period
Object (v e s Period
Relationships Q i From 16.02.2018| to 31.12.999%
Description 0 Today Current week
Department/Staff All Current month
Acct. Assignment Features From curr.date Last week
Work Schedule To current date Last maonth
Cost Planning Current Year
Standard Profiles
PD Profiles -~ & Select,
Cost Distribution w

Organizational Unit ET‘\I

Fill the required information like if you don’t know

»

the organizational unit name or number, just type the first alphabet of the organizational unit attached with “ * as

shown in next figure and press enter, This will take you to next screen as shown below :
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[® Choose Organizational unit x

Name
I Organizational structure
(B SAP UIVNL

(B UIVN - Ltd.

[E UJVN : Root Org. Unit
(= YIvM Limited

[= yIVN Limitedl

[ UJVNL - Over.Training

v OW W W W W W

[B UJVNL - Over.Training with Core Users

D

50000075
50000228
50000181
50000083
30002784
50000127
50000138

[« I = T = B o T = BN o R =]

Code

SAP UIVNL
UIVNL-Final
UIVN

UIVN

UIVN

UIVNL
UIVNL - Core

Valid from

01.09.2017
04.01.2018
01.04.2000
01.01.2017
01.01.2000
07.11.2017
01.04.2000

V..

Unlin
Unlin
Unlir
unlin
unlin
Unlin
Unlin

LWL

Choose the organizational unit you want to have the display and then press enter or click Z
enter or click the screen will show like this.

& Il T

Staff assignments (structure)
~ [ UVN - Ltd.
~ [ Chairman
= & Chairman
~ [H Managing Director
> z Managing Director
- 2 AE(E&M) (EAto
= z Executive Assistan
- 2 Law Officer
= z Personal Secretary
[ Director (Operatiol
[ Director (Projects)
[== Director (Finance)
[== Director (Human Rl

[ Executive Director |ED

[ Executive Director

B General Manager (GM
[ General Manager (|G
[ General Manager (|GM

[ Dy General Manag
B Company Secetary

>
>
>
>
>
>
» (M8 Executive Director |ED
>
>
>
>
>

16.02.2018 + 3 Months

Code
UJVNL-Final
Chmn
Chmn
MD
MD
AE (E&M)
EA to MD
Law Off
FPS MD
Dir. (Q)
Dir. (Pro.)
Dir. (Fin.)
Dir. (HR)
(Civil)
ED (E&M)
(0&M)
(MDO)
M (MM&C)
(Civil M)
DGM (Tech)
cs

&1 ==

D
0 50000228
0 50000229
5 02000052
0 50000230
S 02000067
S 02000298
5 02000694
S 02000696
S 02000697
0 50000231
0 50000232
0 50000233
0 50000234
0 50000235
0 50000236
0 50000237
0 50000241
0 50000242
0 50000252
0 50000265
0 50000300

N ECHE
Relationship text

Is line supervisor of
Incorporates

Is line supervisor of
Incorporates

Incorporates

Incorporates

Incorporates

Incorporates

Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of
Is line supervisor of

Chief

Valid from
04.01.2018
01.01.2000
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005
01.01.2005

Valid to
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited

As soon as you

Assigned as of

04.01.2018
31.01.2015
04.01.2018
09.01.2018
11.01.2018
11.01.2018
11.01.2018
11.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018
04.01.2018

Click on Staff Assignments Icon to view the staff assignment. The system will display the screen as below:
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Assigned until

Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
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Plan version 01 Current plan T 01.01.2000 - 31.12.9999
TJIVH - Ltd.
B3 Is line supervisor of Chairman
Incorporates Chairman
B3 Is line supervisor of Managing Director
—0 Incorporates Managing Director
Incorporates AF (E&M) (EA to MD & CVO)
Incorporates Executive Assistant to MD
Incorporates Law Officer
Incorporates Personal Secretary to MD
Incorporates Personal Secretary to Dir (Operations)
Incorporates Personal Secretary to Dir (Projects)
Incorporates Personal Secretary to Dir (Finance)
—E Is line supervisor of Director (Operations)
Incorporates Director (Operations)
Incorporates Personal Secretary to Dir ({Operations)
Incorporates Section Officer
—08 Is line supervisor of Dy General Manager (IT)
—0 Is line supervisor of General Manager (Yamuna Valley)
—08 Is line supervisor of General Manager (Ganga Valley)
—08 Is line supervisor of General Manager ({Bhagirathi Valley)
—M Is line supervisor of General Manager (Ramganga and Sharda)

To view the graphical representation of the organization structure, click on Graphical display icon i , The system
will display the screen as shown below:

Chairman

Dy General Manager

(E&M) Chilla

AE {Operation) AE AE AE JE
T {Operation) {E&M) (E&M) {E&M)

9.4 RESULT

You have display Organizational Unit in the system with Subordinate units and with Organizational unit number.

9.5 COMMENTS

None.
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