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Reviewing and Updating the Current Supervisor Field - Job Aid

Reviewing the Current Supervisor Field in Analysis and PPOSE

Use this job aid to verify that the Current Supervisor field is accurate for all the employees in your area.

Analysis — Employee Master Data by Date Report

Navigate to the Analysis Report, Employee Master Date by Date

1. Click Enterprise Reporting tab.

Welcome

Welcome

Getting Started | Archived Messages | SMART

2. Click Open Analysis.

BW REPORTS
Open Analysis { 2

Under Enterprise SAP BW, click Human Resources.

Double-click Personnel Admin.

| Home || Documents .

View = New Organize * Send More Actions = Details
My Documents Title ~
Folders Benefits

= i
l Public Folders Finance Admin

= enterprise saP BW Finance Admin I
| 'TJ =] Finance Organizational Management

lfll Human Resources 3 ) Payroll Admin C
P < | 4

! |-'+J| I Personnel Admin
- '~ Sponsored Projects

i 5 [s Time Management
l Supply Chain

5. Double-click report, Employee Master Date by Date.

w | Employee Master Data by Date < S)
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Complete the Prompt Screen

Employment Status

To include employment statuses, 1: LOA with Pay, 2: LOA Without Pay, 3: Active, and 4: Temporarily

Inactive, do the following under Employment Status:

1. Use the dropdown to change Equal to Between.
2. Enter 1 in the lefthand field.
3. Enter 4 in the righthand field.

+ * Employment Status (Required)

Include * | values | Between - 1
1 < 2 e |4 3 03 1X| |4

Organizational Unit

Member Selector
4. Click the ™ Display Member Selector button. | -

o . . jsplay « | | Hierarch .
5. Check the Organizational Units you want to view. Display - || Hierarchy show Selected

6. Click OK. 5 D] Select Everything
Member (Key : Text)
= (Organizational Unit (Multiple Single, Optional) | 1000
'—|< 4 | 6000
| 1000

| 1000

oK { 6 |ncel

Personnel Area
7. Type an asterisk * in the Personnel Area field.

« * Personnel Area(Selection Option, Required)

Include - values | Equal ~

* £ 7 =l x =

Key Date

8. Enter the last day of the previous month in the format yyyymmdd or use the calendar
dropdown.

* * Key Date
yyyymmdd last day of previous month [iC 8
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Your completed prompt screen should look like this.

1. Check Save prompt values with workspace.

2. Click Validate.
3. Click OK.
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prompts

* ZPA_IS07_0Q4001 [SAP Business Ware...

Employee :

+ @ Employment Status (Require
Organizational Unit (Multiple

+ @ personnel Area(Selection Op!
Personnel Subarea (Selectior
Employee Group (Selection O
Employee SubGroup (Option:
DSM Code (Sel. Optional) :

¥  Key Date:
Next Review Date ©
Oversight Unit :

£
9 Save prompt values with workspace
* Required prompts
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Employee

-

* Employment Status (Required)

| Include

hd | values | Between

1

| Ble 3

3] X &

-

Organizaticnal Unit (Multiple Single, Optional)

' 1000 |
' 6000 |
1000 |
o B

* Personnel Area(Selection Option, Required)

| Include - | values Equal -
E =]
» Personnel Subarea (Selection Option, Optional)
» Employee Group (Selection Optional)
+ Employee SubGroup (Optional)
» DSM Code (Sel. Optional)
~ * Key Date
20170430 ]
"\
10 > valdate | 11 » ok ||  Cancel
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Adding Current Supervisor

1. Click Current Supervisor in the Data Panel.

2. Drag and drop Current Supervisor into the rows area of the Layout Panel. For example, you
might place it after Employee.

— | Er=

4 & O prompts ||l Columns
" Key Figures

= IF ¥ %- ? | = Rows

. Annual Working Hours % Employee
4 Additional Time ID Dfi “ Current Supervisor )
74 Country Grouping / “# Position
4 County % Organizational Unit
ﬂﬁ’i Current Supervisor <1_ % Employee Group
#1772, Date of Birth | %P Next Review Date
74 DSM Code % Emplovment Status

3. Review the Current Supervisor field to make sure that it is correct.

Employee 2} Current Supervisor <3_
2947 1 Adair , Alton # @ Not assigned
3327 : Adamson , Orville 2947 : Adair , Alton
2850 ; Albrecht , Devon 2847 1 Adair , Alton
5770 : plonso , Millicent 5704 : Brenner , Mayme “#: Not assigned” means that
5718 : slonzo |, Ellie 2547 : adair , Alton
5769 : Amett , Annabelle 5703 : Simpson , Elise The supervisor’s position is vacant
5733 : Bagley , Dorothea 2926 ; Post, Earnestine
2803 ; Barnard , Jeannine 25826 : Post , Earnestine
3431 : Bloom , Eliseo # @ Not assigned
2929 ; Bowie , Roogelio 2947 ; Adair , Alton
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PPOSE - Organization and Staffing Display in ECC

You can also use the Organization and Staffing Display (PPOSE) transaction in ECC to get a list of
supervisors for your personnel.

1. From the Easy Access menu in ECC, type PPOSE in the transaction box and then hit Enter on
your keyboard.

dit Favorites Extras System Help
& posEC 1 @
SAP Easy Access - User Menu for
(5 & | & | & |

(3 Favorites [ ] e

g—

*~ 21 User Menu for Training UPAYO1
b (AR - Display AR Documents | |

2. Click Organization unit.

Organization and Staffing Display
S

<= | = JI] & | el [ flf S | & | e = =]

Find by [0 Y P P
[ [ organizational unit 2 Reporting Structure

[ & position = & Administrative Mana
[ fa% Job @ Post , Earnestine
[ @ Person & Budget Analyst

3. With Name Field: Replace the * with an 8-digit Organization Unit Number.

4. Click Find.
With name 123455?a< 3 Replace * with org unit number.
Assigned B
to B
Ohject
o Find { 4
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Double-click the name of the Org Unit in the Hit List.

Org Unit information will populate on the righthand portion.

Click the [E&] Goto button.

Select Staff Assignments (List).

Organization and Staffing Display

Find by S 7 [mf]calmal e
= A . | - Account Assignment
[ Organizational unit Staff Assignments (Structure) Code .
Enhanced Checks
[l Free search =~ [ SOM Bio Chem Biological 17012 Managerial Assignment
[F) Search Term [ & PROFESSOR PROF-f Organizational Structure
(Rl structure Search 2 INSTRUCTOR INSTR: staff Assignments (st} 8
fHl object History 2 POSTDOCTORAL FELPSTDC Staff Assignments (Structore
b & Position b & Administrative Manac JHU-FI L1l
P& Task |t| Dg 6. Org Unit
. . . information will
8 object history " Basic data h o’ Accol populate here.
IH'rt list [ staff
IE:-{'Etence Mame } |Holder
| SOM Bio Chem Biologicakl 5. Double-click. | Percentz

Review the information in the Superior column to verify that the supervisor information is correct
and up to date.

e[| 05/05/2017 + 3 Months

=) L 1 ) ) ) L B L 2R ERY = S T =y Py
Staff assignments SOM Bio Chem Biological Chemistry
Ic | Existen | Personjuser “| superior / ] ] Position
3 Adair, Afton unoccupied \9. Review the Superior column. Unlimite
2 Adamson , Orvile Adair , Afton S 20000165 | 05/01/2010 | 01/01/1900 | Unlimite
2 Albrecht , Devon Adair , Alton “Unoccupied” means that |Iim'rtE
2 Ali, Reba Post , Earnestine lirnite
af|»
LK The supervisor’s position is vacant —
T Details for Organizational unit 5 [

w# Basic data k ¥ Account assignment k % Cost distribution | Quofa Plnning | Max Budge

Organizational unit 1701200099  |50M Bio Chem Biological Chemistry

Helpful hint: Click the T3 Close detail area button to see more of the list
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Updating the Supervisor (Reports To) Field Using a Position Maintain ISR

Use the OM-JHU or JHHS Position Maintain/PAC ISR to update the Reports To field on the position

belonging to the employee where “#: Not assigned” or “Unoccupied” shows up in your reports.

1. Type zhpa_isr in the transaction box on your SAP Easy Access Screen
2. Hit Enter on your keyboard.

SAP Easy Access - User Menu
L= | (€| el |

(] Favorites [«] [
= {9 User Menu for Training UPAYD1 [+] s

Select OM-JHU Or JHHS Position Maintain/PAC from the dropdown list.

Enter the Effective Date.

Enter the Position Number of the employee who’s missing a current supervisor.
Click Create ISR (F5).

o g bk~ w

Internal Service Request

[ Create ISR [FE}@

Internal Service Request Form

ISR Action

Select an action from the following OM-JHU Position Maintain/PAC K 3
|

Details

Begin Date 07701720164
Position # 20001234|< 5

7. Click Continue.

e

ISR Action - OM-JHU Position Maintain/PAC

Any changes made will affect this employee.

!
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8. Enter the appropriate Approver(s) for your area.

9. Enter the Supervisor’s Position #.

10. Hit Enter on your keyboard.

11. The Supervisor Name field will auto-populate with the new supervisor.
12. Click the Change? Checkbox.

13. Click Save twice to submit the ISR to workflow.

& 20K B (@ SHE SCL8 RE @m
ISR Action - OM-JHU Position Maintain/PAC

ISR Defails

Object ID 50040944 Object abbr.  JHU-LREB Laboratory Coordinator

ISR Number 0

Initiator 4922 Keith Erwin
Approver Details
Begin Date 07/01/20146 Approver 1 45845 G
Approver 2
JHU Position Action Details
Object
Job Short Text JHU-LAB Change? []
Position Title Laboratory Coordinator

Related Object

Organizational Unit 10002757 SOM Bio Chem Biological Chemistry Change? 12
Supervisor's Position # | < 9 K 10. Hit Enter. Supervisor Name  Alton Adair 11

Job Code 50010937 Laboratory Coordinator

You will need the Supervisor's [' Exempt

position number for the ISR.

If any of the information is incorrect, please update it via a Position Maintain/PAC ISR. If your area has

more than 25 records that need to be updated, please download and use the Supervisor Updates

Spreadsheet on the HR/Payroll Shared Services website.
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http://ssc.jhmi.edu/hr_payroll/DataFiles_HR_Payroll/supervisor_updates.pdf
http://ssc.jhmi.edu/hr_payroll/DataFiles_HR_Payroll/supervisor_updates.pdf
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