MONIS

Display Organization & Staffing

e View Organizational Units & Positions
e Search for Vacant Positions

e View Staff Assignment Information




Access PPOSE

Access PPOSE from the SAP Easy Access Menu:

=
| Menu Edit Fawvorites Extras Systern Help

| & eoos- 2 AH @@ DHE Do
SAP Easy Access

L8 [=] [~][=] 1. Type PPOSE in the

transaction window. --OR---

= =4 Favarites

FFO3 - Actions [ ]

P13 - Position ’

PAZO - Display ]

FO10- HRPA - Maintainence -= Maintain Oroganizational Linit ]

PPOME - Change 2. Select PPOSE from your

PPOSE - Display

[ URL - HR Shared Services
FHPA_ISR_PEMDIMNGISR - Pending I1SR's by Payrall E
FPOCE - Create B

PA30 - Maintain .
FAd40 - Personnel Actions Favorites folder. --OR
FPFO1 - General

FLIOC 10 - HRPA - Maintainence -= Of-Cycle Waorkhench LISA 3 Select the following:
| & User menu for User Menu /
= &9 Qrganization Management Object Display / Organization Man Object Display/
) PPO1_DISP - Display Plan Data (Menu Guided) PPOSE

GEJ FPOSE - Display organization and Staffing




Search Area

The search area can be found on the top left of the screen. These

search functions will allow you to find organizational objects. You can
search by Org Unit, Position, Job, Person, User or Task.

=
Qrganization and Staffing Edit  Goto Settings Sy

|l 300 e@e
Organization and Staffing Display

Find by L
b d Organizationalunit

& Position
[> ¢ Joh

Double Click on one of these
b @ Person - <}: search functions.
b [ User You can search by Number or
P 2 Task

Name.
8% Object histary



Presenter
Presentation Notes
Explain each search function and demonstrate what happens when the white arrow is selected. –Review each option.


Search for Organizational Unit

<= [E[E[E][=]2] e

Find by (I I

I X Qraanizational unit > ST AS SigntT 1. Double Click on Org Unit.

’ o [ p

I Wyith name @A |

b 2. Remove the asterisk sign and

b & assigned | El enter the Org Unit Number.
i | E] OR - You can enter an Org
Object | | Unit Name.

(s Find Dk add | (K|

Hit list

||||I||EI?I$|E|||E|'I||Q|m‘ﬁ\

Existencelw |ChieﬂID

| 3. Select “Find”

HR Shared Service O 10003645 Organizatior
L0 )|

- :
LStaff 4. Double Click on the
Holder search result.



Presenter
Presentation Notes
Explain how the asterisk works with a “Name” search.


Selection Area

The Selection Area can be found at the bottom left of the screen. The

results of your search are displayed in this area.

= [ Organizational unit

fRl Free search
fEl Search Term
(Bl Structure Search
] Ohject Histary

I & Position

[ fat Job

[ @ Person

[ User

& Task

B¢ Object history

B = [ EEED ER [Ee [

Hit list

Existen... MName | Chief|ID |
HE Shared Semices 0 10003646

This is the Selection Area.
Double Click on your search
L selection.

Once you double click — the
Overview and Detail Area will
display.



Presenter
Presentation Notes
Review the Icons in the Selection Area.  


Overview & Detail Area

&[=] 01/262011 + 3 Months
o T T8 2 e o W e ) i e W
Staff Assignments (Structure) |Cude |ID |Va|id fram |Validtn IWDrKﬂDW
= [ HR Shared Services 1010285399 O 10003646 0101900 Unlimited n

[ 8 Hurman Resources £ SPECL-HR S 20001777 0150141900 Unlimited

8 HR semices Repres ASST-HR S 2000173 0101900 Unlimited

I 8 HR Services Repres ASST-HR 5 20002167 0101900 Unlimited

I 8 HR Shared Services MGR-HR S 20005333 001900 Unlimited

I 8 HR Serices Sr. Rep ASST-HR S 20005738 004900 Unlimited

I 8 HR Sewices St Rep ASST-HR 5 20006234 0101900 Unlimited

I & HRAssistant ASST-HR S 20006322 0101900 Unlimited

I 8 HR Sewices Sr. Rep ASST-HR S 20006441 0101900 Unlimited %

B B Temiee NOOTTE S LM O annne s an CA G4 A OO | L lien i o _J
[ | 0] .
il Details for Crganizational unit HR Shared Services |

m ' Account assignment

»* Cost distribution

Guota Flanning

iz Budget

Qrganizational unit  [1010285399 HR Shared

Services

B

valid On @1 /2642011
Staff @ Mo periods

Holder
Ican Holder Percentane| Assigned Subtyp | 0001 General description E
G 1o0.00 joso2o1 || [SRNEIEE 200 (S| s
m 100.00 07017201
m 100.00 | 0701201
@1} 100.00 | 04115200
m 100.00 | 08r200200 lEl

e [ |[4][+]

This is the “Overview Area”.

It displays the Org Units, Positions
and People related to the search
result.

This is the “Detail Area”.

It displays detailed information
about the Org Unit, Positions and
People related to the search result.

/




Overview Area

The white square represents
an Org Unit.

3 Maonths

=l Sl

it |

The person diagram

«[=|[E] B otzezot +
e L s ) ] [ R N =1 i
NStaff Assignments (Structure) |C|:u:|e |ID

|valid from  |valid to

@\EI HRE Shared Services 1010285384

represents a Position. ™ = & Human Resources £ SPECL-HR

/m‘p Fu , Miriam Fu

/

B HR Services Repres ASST-HR

2 people represent a Person [ & HR Serices Repres ASST-HR

W [r 8 HR Shared Services MGR-HR
> 8 HR Serices St Rep ASST-HR
> & HR Senices Sr. Rep ASST-HR

I B HR Assistant
r

This position is vacant — it

does NOT have a white arrow. ASST-HR

LI T mmgiam = e Ml ™™ LI

<[]

2 10003646
S 20001777
F 00063424
S 20001721

5 20005333
S 20005738
S 20006234

nnnnnnnnn

010141900
0150111900
Daragr2n0y
0150111900
01141900
0150111900
01501113900
0150111900
01141900

md 404 M ann

Unlimited
Unlimited
Unlimited
Unlimnited
Unlimited
Unlimited
Unlimited
Unlimnited
Unlimited

I hem liemm i Al

Note: If the white arrow is pointing to the right — you can click on it to go
to the next tier. Once the white arrow is pointing down there are no more

levels. If there is NOT a white arrow next to an Org. Unit or Position —

this means it is Vacant.



Presenter
Presentation Notes
Explain the icons and date found at the top of the page.



Overview Area - lcons

You have access to all icons that are NOT shaded out:

Icon Legend - Gives Data & Preview Period —
Scroll Back Scroll Forward you a description of Select a Start Date and
\ each icon. preview period.
= |W Column
Bl [CTE A= Tl Illa“%lllglﬂﬂl Configuration
Staff Assignments (Structure) |C|:|de /|ID / |Val|d\{run\ |‘Jal|d\tq

Go To

== [ HR Shared Services 10102853589
I 8 Human Resources £ 3PECL-HR

I B HR Serices Repres ASST-HR

One Level Up

1 EIIIISE#E 01/01

Evaluation Path

90 Unl|m|te
5 200077 011 aon Unllmlted Displays
5 /20001731 017011300 \ Unlimited
Find / Search Collapse Node
Print

Expand Node




Overview Area - Staff Assighments

Staff Assignments (Structure) is the default setting for the Overview
area. Select Staff Assignments (List) to change the setting.

1. Select “Go To” Icon

Organization and Staffing Display

|I[E] B ozowz011 + 3 Months
- - NN
=] [ (S I B OE =1 [T
= — -
1 |%g?n|zat||:|r1alhl_|mt Account Assignment ! |ID
ree Searc
99 O 10003646
IH S e Enhance.d Chec—l{s E S T
[H structure Search Managerial Assignment S 20001781
(Hl Object History Qrganizational Structure S 20002167
[; ;PDSIT'D” Staff Assignments (List 5 20005333
Joh
b P Staff Azsignments (Structure) 5 20005738
@B Person _ 5 20006234
[ B Lsar Staffing Analysis
I 2 Task Task Assignrment _ —
P ot Ails for Qrganization

2. Select “Staff
Assignments (List)”
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Overview Area - Staff Assignments (List)

Here is an example of the Staff Assignments (List). Select the “Column
Configuration” Icon to add or delete columns.

=== == ()

Select Column
Configuration Icon

|[&=]=1E]| |EE| 02042011 + 3 Months
[Eafi[s@]c]-E a]0a]F =fi[« ] ~ [|&=]Fi=] || { 6]

Staff assignments HR Shared Services

IcunlE}{is..IF‘ersunIuser |F'ersu:-nne| |._I|:|h |._I|:|t:| 10 |5uperi|:|r |Entrg.r / |F'|:|siti|:|n 10 |F'|:|siti|:|n T’ru:umlF'u:usitiu:unt
2 Fu , Miriam F 00063424 SpecialistHR | 30000657 | Karangelen  WWanda |05f0gr2007 |8 20001777 015014900 | Unlimitec E|
0 B Rhodes, Sherrin Assistant-HR | 30000604  Shoemaker, Monica S 20001781/01/0171800  Unlimitec E|
2 Fizher, Troynell P 00008788 AssistantHR | 30000604 Jacobs , Dolores 072372006 | S 20002167 01/01/1800 | Unlimited [ |
2 Addison , Cynthia P 00006665 Manager-HRE C 30000633 karangelen , Wandd 0272172000 |5 20005333 015011900 | Unlimitec
2 Kameika , Micole P 00075165 AssistantHR |2 30000604 Shoemaker, Maordca 0901 852007 |S 20005738 01/011 900  |Unlimitec
2 Jones , Deborah P 00072938 AssistantHR | C 30000604 Jacobs |, Dolords 087202007 |5 20006234 010111900 | Unlimitec
2 Scott, Sharone P 00097098 AssistantHR  |C 30000604 Jacobs | Doldres 0972972008 |5 20006322 015011900 | Unlimited
8 Jones |, Monigue P 00090231 AssistantHR C 30000604 Shoemakgr, Monica 062202008 |5 20006441 01/01071900 | Unlimitec
2 foyd | Tyrell P 00013878 AssistantHR-...|C 30000611 Sarro, 100972006 |5 20006532 01011900 | Unlimitec

|C= Colurnn Configuration

Displayed columns |
Personnel numhber

Position with staffing percentage Check or Uncheck

[w] Jak P .

Suprior displayed columns to
Entry Add or Delete columns.

being transferred
Fasition 1D

[¥] validity periad of pasition I:

Walidity period of job

Period of holder belonging to org. uni'EI

[w].1nh 1M E'
gl 1<
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Detail Area for Org Unit

Double Click on the Org Unit in the Overview Area.
The following Org Unit Information will appear:

The Basic data tab
lists everyone in
the Org Unit.

g

These two tabs provide Cost Center

information for the Org Unit.

Current Date

Ns for OrganizatinnalAR Shared Senices \

Organizational unit 1010285399 | HR Shared Senvices

G Fisher, Troynell

@ Addison, Cynthia
@ Kameika, Nicole
G Jones, Deborah

[ Staff
Holder
IcnannIder Fercentage| Assigned :
tﬁﬁ Fu , Miriam 100.00 (090152011

100.00 070172011
100.00 | 07/01/2011
100.00 04182008
100.00 |08/2002007

[l

[ D]

[

[+]

R
Valid On 0817317201
@ Moperiods
Description
Subtyp |IIIIIIIII1 General description E||

21 olE| 2is] @i IR
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Detail Area for Position

Double Click on the Position in the Overview Area.
The following Position Information appears under the Basic Tab:

Display
Object Abbreviation Object Name Job Name Period Icon
|‘|':| Details for Position Hurman Reg&ﬁrcea Semices Supervisor
o Account assignment | o Cuﬁ(distributinn . o Work schedule /
Vacanc
Stat y —|_Fositian |5F'ECL—HR |||—|L|rnan Hesnuryéa Services SUperisor | @
atus Joh SpecialistHR \alid On 017317201
[ ] Head of own argantzstianal unit & Mo periods
Staffing status C Wacancy occupied or put on hold E||
[ Staff
Current HOIder Halder Degcriptinn
In tl:lI.S \Itﬂqll—mlder | Percentagelﬁssigned as | Subtyp |EIEID1 General description g
position. &8 Fu, Miriam 1oo.00(oemizote | ol ol (2] B BiE]
=
[l L[] =



Presenter
Presentation Notes
Explain and demonstrate “display period” icon.  
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Detail Area for Position

Double Click on the Position in the Overview Area.

The following Position Information appears under the Account Assign Tab:

ke

Details for Position Human Resoudrces Services Superisor

¥ Basic data Account assignment %’ Costdistribution = ¢ Work schedule

Yalid from (61 /01741330

To |12."31."E|EIEIEI

Account assignment

Caontrolling Area |JHEN Johns Hopkins E|| for master cost center
Master cost center 1010285388 | PAYROLL ERROR I:I Inherited from HR Shared Services .
Business Area | 2|

Compan TERFRISE
| Personnel ares UNTE | University Administration
R subarea LEa5 | Staft-Admin
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Detail Area for Position

Double Click on the Position in the Overview Area.
The following Position Information appears under the Cost Distribution Tab:

Cost distribution

Yalid fram [B2/04 /2010
To 12431/9999

Master cost center 10138285398 PAYROLL ERROR
JHEN 1810242080 GEMERAL FUNDS HR S 100 .00 D
\ B
- [~]
[«][»] [4][]
\ Entry 1 {1

Note: This is the Cost Ctr
Number found on the position.




Detail Area for Position

Double Click on the Position in the Overview Area.
The following Position Information appears under the Work Schedule Tab:

Fill Details for Position Human Resources Semnvices Supendsar

Work schedule

Ernployee group/subgroup m
" Ermployee group 1 Full Time 3| Valid Oon |81/31/2011
<\ Employee subgroup |ﬁ| Salaried E @ Mo periods
Wark schedule
Qirigin Standard value
Working time | 173 Gl ||:§:J|Huur5 af rmanthly working tirme
Approval 100. 00| % of Standard value

15
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Detail Area for Person

Double Click on the Person in the Overview Area.
The following Person Information appears under the Basic Tab:

|'t| Details far Persan Fu |, Mitiam
_@ Galification Tasks
Fosition assignment 013172011 @
IcnnlExistenceIF‘nsitinn Job Qrganizational yr ¥alid On [01/31/2011
8 Human Resources Services Supervisar | SpecialistHRE HR Shared Servin @ Mo periods
LAl | |[«][»]

Mame Miriam Fu Fosition  Human Resources Services .. Active
EE group 1 Full Tirne Fersfrea UW1O Liniversity Administration
EE subgroup |83 Salaried Exmpt PSubares UaR5 Staf-Admin




Position Information - “Goto” Option

Another way to obtain position information is to use the “Go To” Option.

2nd: Select “Goto” / “Detail object” /
“Enhanced object description”.

Qrganization and Staffing - Edit  Goto Settings System Help

& | E|| ‘ Detail object +  Enhanced object description @
. . Switch views. .
Organization and Staf
Back F3
& | = |l & I ES [=][E] 02/01/2011 + 3 Months
Find by == L s ) e (e I A =Y [
= [ Organizational unit Staff Assignments {Structure) |C|:u:|e |ID
:H_ffﬁ‘?_ﬁﬁ?_r_f{ﬁ _______________________________________ ~ [ HR Shared Senvices 1010285399 O 10003646
Bl SearchTerm ] b & Human Resources Serdt SPECLLHR S 20001777
[l SIS SBEED 2 HR Services Represental ASST-HR 5 20001781
[l Obiect Histary b & HR Senices Represental ASST-HR 5 20002167
b & Positign b & HR Shared Senvices Man MGR-HR S 20005333
b & Job | 1st: Double Click on b & HR Senices Sr. Represe ASST-HR S 20005738
b @ Perso the position to b & HR Senices Sr. Represe ASST-HR S 20006234
b [ User . walrsl T Iralrsl
confirm your
selection.

17
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Position Information - “Goto” Option

The following screen will appear with a listing of the infotypes available for
the position. Only infotypes with a green check mark beside them will

contain data. Highlight the infotype you would like to view and then select
the Glasses or Mountain icons to view.

Display object

15t Highlight an
infotype with
a green check.

Flan Version

Ohject Type S FPosition

Object ID 20081777

Object abbr. SPECL-HR

\ 2nd: Select an “Overview
01 Current plan E icon to view the

[
Human Resources Semvices

infotype.

m Flanned i Submitted i Approved i Rejectad

Infotype Mame

Relationships

Description
DepartmentrStatt

Flanned Compensation
Wacancy

Acct Assionment Features
AutharitiesiResources
Wiork Schedule

Employee GroupfSubgraup

|S.. Tirne period
o [~]| | @ Perind
v || From [e2/02/2011] to  [12/31/9999

| | O Today O Current week

Al O Current manth S “ d t

v O Fram curr.date O Lastweek (Ero own to
Ld O To current date O Last VIEW more
v Current ¥ear infotypes

E Select.
v ET/IEI/ |



Presenter
Presentation Notes
Explain the difference between the glasses and mountain.  Also, explain the “Time Period”. 
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Position Info - “Goto” Option Infotypes

Following are examples of infotype screens and the position information
they contain:

Object Infotype: Displays Object Abbreviation and Object Name
Display Object

ElEf
Fosition !&.SET-HR |HR Semices Representative
Flanning Status |P~.ctive |
Validity 18/01/2007|  to 112/31/9988 |&¢  Change Information
Ohject 015 20002167 1
Object abhbr. \ASST-HR |
Chiject name |HR Services Representative

Language Key |EM English ]

Fecord |1 of 1
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Position Info - “Goto” Option Infotypes

Relationship Infotype: Displays Org.Unit (O), Reports To (S), Belongs
To Job (C), DSM Code (22), Holder (P), Roles (AG).
This example is the “Mountain” overview:

List Display Relationships

an

Supervisor’s Position #

(Reports To)
Position TCHLICIMA-CS| CAT SCAN (CT) TECH
Planning Status Artive
Relatianships 015 50043163 1 Organizational Unit #
Start End IR |Rel. |Relattext  |R.|Relrd objec/. |Abkr. [% Rate |
01/04/2010 12/31/8989 A 002 Repors(l S znna?aqz/mcvafs 0.00 Pernr #
" |ot/042010 12/31/9999 A 003 Belongsto O 1nnn1939M
" |otm102010 12319999 A 008 Holder P 00044448 100.00
" |osra12010 12/21/9999 A 703 Belongsto 27 10227900 —237988 0.00 DSM Code
:mmmmn 12/31/9899 B 007 Isdescrib  C 30001048 _ TCHLICIMA-GS  0.00 (Health System Only)
Job Number



Presenter
Presentation Notes
Explain the Relationship Holder Types (O, S, C, 2Z, P) – and the glasses vs mountain view. Also there can be other objects like “roles” listed in the infotype.


e
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Position Info - “Goto” Option Infotypes

Planned Compensation Infotype: Displays Pay Grade Type, Pay Grade
Area, Pay Grade, and Pay Grade Level.

Display Planned Compensation

=[] | )

Fosition

ASET-HR HR Services Sr. Representative

Flanning Status

|Active |

Yalid fram

110/01/2007) to [12/31/9398) &  Change Information

Flanned Compensation

015 200057381

Pay Grade

Salary structure data

Ciry Grouping |10 USA =]
Pay grade type lﬁ‘ Salary range OF

FPay grade area IU_| JHU

FPay grade ATO 37.5

Pay grade level E‘ To
ey Date for Display ’m

currency key

UsD United States Daollar

Pay grade | 1,374.08 | To | 2, 406.71
Referance salary | B.00 |
Tirne unit |2 Semi-marthly =]

™
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Position Info - “Goto” Option Infotypes

Vacancy Infotype: Displays if position is Open or Filled.

Display Vacancy

EEl | =

FPosition

ASST-HR HR Services Sr. Representative

Flanning Status

Artive |

wvalid fram B4/15/2008] to [12/31/9993]  [&e  Change Information
Vacancy 015 20005738 1
i Open

@ vacancy filed

[#] Historical rec.

Record of 1

Account Assignment Infotype: Displays Personnel Area and Pers Subarea:

_ Display Acct. Assignment Features

EEmEa |

Paosition

ASST-HR HR Services Sr. Representative

Planning Status

Active

Valid from

o01/01/419080  to

[12r31/0099] [&p

Change Information

Acct Assignment Features 01 8 20005738 1

JOHMS HOPKINS EMTERPRI..

Cormpany Code JHEN

Business Area

Fersonnel area UW18| University Administration
Pers. subarea Ueas|  Staf-Admin

CO Area JHEN| Johns Hopking

F Area JHEN

Fecard of 1

™~
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Position Info - “Goto” Option Infotypes

Employee Group/Subgroup Infotype: Displays Employee Group/Subgroup.

Display Employee Group/Subgroup
|

Fosition ASET-HR HR Services 5r. Representative
Flanning Status |Acti\re |
Walid from

[p17o1/1908) to [12/3179988]  [@p

Change Infarmation

Employee GrouprSubgroup 01 8 200057331

Employee group |1 Full Time =]
EE subgroup ,ﬁ‘ Salaried Nan-exmt

Record of 1

Cost Distribution Infotype: Displays cost center number, fund and
percentage.

[ Display Cost Distribution

I
Fosition ASST-HR HR Services Sr. Representative
FPlanning Status Active |

Start date

nz2/m472018) to [12/31/9993]  [&e  Change Information

Cost Distribution 018 200057381
Master cost center

[1010285398| |PAYROLL ERROR |
Cost distribution

COAr Cost cir |Order |WEIS element |Name |Pct. |Name of|
JHEN 1818242080 GENERAL FUNDS HR 5. 100 .80




e
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Position Info - “Goto” Option Infotypes

Additional Position Attribute Infotype (JHU) — Displays compliance
requirements, licenses/certifications, ARRA info and time requirements.

Display JHEN - Add. Position Attr

el |

Position
Planning Status
Walidity

Active

ASST-HR HR Senices Sr. Representative

01/01/1908) 1o

[12¢31/9999| |<S7cp Change Information

JHER - Add. Position Attr 01 5 200057381

Compliance

JCAHO Compliant (]
HIPA& Training

Reporing
IPEDS Required
IFEDS Senice %

IPEDS - Instructional %

IPEDE Research %

R

LicensingiCertification

Licensing
Requirements

Ceification
Requirements

1

a
]
g
]
]
]
g
a

Time Requiremants

Officer Status

Required Attendance Personnel

Additional Background Check

Non-Compete

O O O =

Time Collection Ind

Mane

Finance Reparting
Financial Disclosure |:|
Conflict of Interest |:|

ARRAFunded

ARRA Information

ARRAPosition Type
ARRA Fund End Date

]
]
[ ]

Annual # Months Worked

Record of 1

™~
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Position Info - “Goto” Option Infotypes

Additional Position Attribute Infotype (JHHS) — Displays compliance
requirements, licenses/certifications, ARRA info and time requirements.

Display JHEN - Add. Position Attr

BEEN ]

Pasition
Flanning Status
“alidity

JNTRN-CS CLINICAL NURSE EXTERN

Active

atiatezatt| o

‘12/31#9999| |6§(= Change Information

JHEN - Add. Position Attr 01 § 600518751

Cormpliance
JCAHO Compliant
HIPAA Training

HSCRC Compliant |80 Not Requirsd

LicensingiCertification

Licensing a

Reguirements

Reguirements

o
o
o
o
Certification a
o
o
£}
o

Tisne Reduirements

Officer Status D

Required Attendance Personnel D

OFCCP (Bayvlew Onfy) ]

Shift Differential
‘ieekend Differential
On Call

Overtime

e Collection Ind

JHHIJHHEO 03
JHHNon-Nurse /N

JHHMHHSOJ’JEO (o]
Time and One-Half
Nightingale

Finance Reporing

Financial Disclosure D
Conflict of Interes

PPY Pay Pet Visit Nursing

ARRA Information
ARRA Funded

ARRA Position Type
ARRA Fund End Date

Payroll Requirements

]

T

Annual # Manths Worked

Health System
Information
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