Title: OrgUnit_ObjectName_Maintain (PO10)

Organizational Unit — Maintain Object Name

Purpose

Trigger

Prerequisites

End User Roles

Use this procedure to update the organizational unit’s object name.

Perform this procedure when maintaining the name of an organizational unit
(department, division, etc.).

e A change in the organizational unit name has been identified.

In order to perform this transaction you must be assigned the following role:
Organizational Management Processor, Personnel Administration Processor

Change History

Date Change Description

7/29/2009 New procedure created.

2/24/2010 Steps 16 and 17 have been updated. The statement has been changed to, “When
your entry is saved, the new organizational unit name will display.”

Menu Path Human Resources = Organizational Management = Expert Mode 2>

Organizational Unit

Transaction Code PO10

Helpful Hints

e This procedure may require a hand-off to another role (Personnel
Administration (PA) Processor) depending on the structure of your agency and
your role at your agency.

& A name change to an organizational unit now requires the PA Processor to
create a new Organizational Assignment (0001) infotype.
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Title: OrgUnit_ObjectName_Maintain (PO10)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

L%

Example: ﬁ Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.
Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

ﬂore

Example: & Save your entries.

Action: Perform the required action to proceed.
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Procedure

1. Perform one of the following:

IF GoTo
You are the Organizational Management Processor Step 2
You are the Personnel Administration Processor Step 11

2. Start the transaction using the above menu path or transaction code PO10.

=
| Organizational unit Edit Goto  Utilities(M) Settings  System  Help

|l@ 1 0H @@e CHE Dhon DR @E

Maintain Organizational Unit

7 (0[] e e L2 o

Plan version |U1 Current plan E|

Organizational unit
Abbr.

Mmmimmiwiw

Infotype Name |E | Time period

Object [«]| | @ Period
: Relationships @ From ’m' to lm
| |Description O Today O Current week
| |Department/Staff | QA ) Current month
- (O From curr.date (O Last week
- O To current date O Last month
|| O Current Year
- [4] |E| Select. |

[~]
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Title: OrgUnit_ObjectName_Maintain (PO10)

3. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Organizational R Represents departments, regions, divisions, units or other
unit groupings within an Agency.

:" State of Washington Organizational Unit’s object id
number begins with a 3.
Example: 31000092

Click & (Enter) to validate the information.

5. Click to box to the left of JObjECt to select.

|II7

Organizational unit

Edit Goto Utilities(M) Settings System Help

3]

@

JEQEe S HE Dho8 HE @03

Maintain Organizational Unit

FOZ DB R

Plan version

IOrganizatinnaI unit

01 Current plan El

31000092 TRAINING 17

Abbr.

TR 17

- MLET3 Panned | Submitted | Approved | Rejected

h

lafabupa.llon Time period

Object: o [} | @ Period
: ECIEWE o v Q From m to ’m‘
| |Description v O Today QO Current week
| |Pepartment/Staff ¥ [ Al C Current month
| (O From curr.date (O Last week
- O To current date O Last month
| O Current Year
— [4] |E| Select. |

[~]
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Title: OrgUnit_ObjectName_Maintain (PO10)

6. E

Click (Copy) to copy and continue.
|l:=’

Infotype Edit Goto Miew System  Help

|l@ 100 eee CHE DhLY PR
Copy Object
[E]|ETRE

Organizational unit TRAT TRAINING 17

Planning Status |Aﬁtiwe |

Validity O7/01/2008| | to [12/31/9999| |6}f Change Information
Ohject 010 31000092 1
Object abbr_ TR 17 |
Object name TRAINING DEPARTMENT

Language Key EN English ]

Record |1 of 1

7. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Validity R The validity period is defined as beginning on the start date and
ending on the end date.
Example: 07/01/2009
Object abbr 0 This is a short text field used to define an object.

: The Object abbr. has a maximum of 12 characters.
Example: TR 17
Object name R This is the long text description of the object.

@The Object name has a maximum of 40 characters.
Example: TRAINING DEPARTMENT

Click & (Enter) to validate the information.

Click I‘i' (Save) to save.
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Title: OrgUnit_ObjectName_Maintain (PO10)

III?Objeu:t Create

Previous record will be delimited
e at end. Do you want to save?

Yes El Mo || ® Cancel |

10.

CIick| Yes | (Yes) to confirm and continue.

& For the Organizational Management Processor, this will mark the end of the transaction.

After saving, pass the Position Information to the Personnel Administration Processor who will
continue the transaction.

11. Start the transaction using the above menu path or transaction code PA30.

=4
HR master data Edit Goto Extras Utilities(M) Settings System Help

@ D JH @aQ EHE ahLo0 BE @ mE
Maintain HR Master Data

D 7]lelm]ee[a] 2]
I || IIEh * | Personnel no.

Find by |
= @ Person
{H] Collective search h
M Search Term
{Hl Free search

B n v Payrol_, Benefts , Time Rocording At Personal Data |1, [+ 74
| — E[«] Infotype text [E 1 | [ Period
Actions [«]| | @Period
:Organizational Assignment [ Fram | |T0 |
| |Personal Data O Today O Currweek
| |Addresses Al (2 Current manth
| [Planned Working Time O From curr.date O Last week
| |Basic Pay O To Current Date O Last month
| |Contract Elements O Current Period O Current Year
| |Date Specifications =] |E Choose |
Family/Related Person [+]
Direct selection
Infotype | sTy| |

12. Complete the following fields:
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Title: OrgUnit_ObjectName_Maintain (PO10)

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. R The employee’s unique identifying number.

Example: 5000114

13- Click the gray box to the left of

=g

HR master data Edit Goto Extras Utilities(M) Settings System Help

Organizational Assignment

to select.

G

100 @ee CHE 0o D @B

Maintain HR Master Data

EE E EEE

[ * | Personnel no. [5000114 |
Find by | Name WALKER SPENCER |
~ @ Person PersArea |3570| Dept of Early Learning EEGroup . Permanent
(Bl Collective search h| pgyparea 6801 Non Represented  EESubgroup - M-OT Elig=40hrs/iwk  Status  Active
M Search Term -
M Free search
Ini test Basic Personal Data
| 0] Infotype text [E |[ ] [Period
fotions et || | @ Period
([ Osnzsions Acsgmmant w2 || Fon o
[ [Personal Uata . @ | O Today O Curr.week
| |Addresses o OAl O Current month
| |Planned Working Time o (O From curr date O Last week
| |Basic Pay v (O To Current Date O Last month
| |Contract Elements v O Current Period O Current Year
| |Pate Specifications o = FE Chooss I
Family/Related Person [+]
Direct selection
Infatype | STy |

14.
Click lﬁ

(Copy) to copy and continue.
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=
Infotype Edit Goto Extras System Help

@ A0 CEQ  SHE SDon BE @M
Copy Organizational Assignment (0001)

I 2 | [0 Svucue
| |I ||%|I » | Personnel No. 5008114 Name WALKER SPENCER

Find by | PersArea |3570 Dept of Early Leaming EEGroup E Permanent
= % Person 0001 fog Repr ed EESubgroup . M-OT Elig=40hrsfwk Status  Active
{H] Collective search h Ism a7/e1 ;Qeﬁ to  [12/31/9999]
{H} Search Term
{H]} Free search
Ini test Enterprise structure
CoCode WAB1 STATE OF WASHINGTON
Il _____ ™| Pers.area ﬁ‘ Dept of Early Learning Subarea a1 MNon Represented
Cost Ctr 35?EIEIEIEIEIEIEI| DEFAULT AGEMNCY 3f Bus. Area 3570  Department of Early Learning
Fund
Personnel structure
EE group i} Permanent Payr.area E Semi-maonthly
EE subgroup E M-OT Elig=40hrsfwk Contract 02 Prabation ia|
Organizational plan Administrator
Percentage | 100.08| PersAdmin
Position 71800085 BEN15 Time [ ]

BEMNEFIT NEW HIRE 15 PayrAdmin

Job key 50000438 143K

FISCAL ANALYST 3
| Exempt [N]
Org. Unit |31000092| TR17
TRAINING 17
Org key | |

15. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Start R This is the date on which a record begins.
Example: 07/01/2009

16. &
Click (Enter) to validate the information.
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=g
Infotype Edit Goto Extras System Help

@ A0 CQQ I SHE SDOan BRE | @b
Copy Organizational Assignment (0001)

(B2 | [0rg Srce]
=] B ||| » | Personnel No. 5000114 Name WALKER SPENCER

Find by | PersArea |3570 Dept of Early Learning EEGroup E Permanent
= @ Person PSubarea |B001 | Non Represented EESubgroup ,E‘ M-OT Elig=40hrs/iwk ~ Status  Active
(A Collective search h| gy |a7/81/2089] to  [12/31/9999]

{Hl Search Term
|H Free search

Ini test Enterprise structure

CoCode WAG1 STATE OF WASHINGTON

|| _____ CAAR|| Pers.area 3570  Dept of Early Learning Subarea 0ee1 Mon Represented
Cost Ctr 3570000000 DEFAULT AGEMCY 3t Bus. Area 3570| Department of Early Leaming

Fund

Personnel structure
EE group ] Permanent Payr.area E Semi-manthly
EE subgroup E M-OT Elig=40hrsfwk Contract 02 Probation Q|
Organizational plan Administrator
Percentage ‘IEIEI_EIEI| PersAdmin | |
Position 71000085 BEN15 Time [ ]

BENEFIT NEW HIRE 15 PayrAdmin

Job key 50000488 143K

FISCAL ANALYST 3

_ Exempt N
Crg. Unit 31000092 TRAT

TRAINING DEPARTMEN1
Org key | |

17.
Click IQ (Save) to save.

When your entry is saved, the new organizational unit name will display.

18. You have completed this transaction.

Results

You have changed the organizational unit’s name.

Comments

None
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