PO13

Work Instruction

Change Position Union (PO13)

Purpose

Use this procedure to change a union association for a specific position.

Trigger

Perform this procedure when the paperwork for a change in representation for a position is received.
Prerequisites

e Paperwork confirming terms of labor agreement completed appropriately
e Position number

Menu Path

Use the following menu path to begin this transaction:

N/A

Transaction Code

PO13
Helpful Hints

¢ R/O/C column in tables represents Required, Optional, or Conditional entry.
e This work instruction and simulation has three transactions: PO13, PA40, and PA20
o PO13 - Change Position's Union (Personnel Subarea): performed by the OM Position
Administrator
o PAA40 - Enter Status Change action: performed by PA BHR Quality Assurance
o PA20 - Display Organizational Assignment (0001): performed by the PA Operating
Bureau Personnel Administrator
¢ Depending on the terms of the labor agreements, the Next increase date field in the
Basic Pay (0008) infotype may need to be populated to retain the anniversary date of next
increase
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PO13

Work Instruction

Change Position Union (PO13)

Procedure

1. Start the transaction using the menu path or transaction code. The Maintain Position screen
displays.

Maintain Position

= = &
Fosition Edit Goto  Utiities(M) Settings  System  Help

& o dHIeE@ SHE aToa8 HEE @

Maintain Position

202l ][] 2] |

S [ [ N
Find by
= & Position Plan versian Furrent plan e
R} Search Term Fosition
[H] structure Search e
m Planned | Submited |, Approved | Rejestsd
Infotype Name [E Time period
| |onject [+]|| @ Period
_Relationships E From |06/03/2009) to 1243179999
| [Pescription O Today O Current week
_Planned Compensation Cal O Current month
| [vacancy QO From curr.date O Lastweek
|| P Cesligital Feill e O Ta current date O Last manth
_AuthuritiesJResources O Current Year
_Employee GroupfSubgroup
|{Obeolete (]
FD Profiles = -
[ U220 B[ saparz [ns [ [ 7
2. Asrequired, complete/review the following fields:
Field R/O/C Description

Position R Organizational objects held by employees and assigned to

organizational units which may inherit characteristics
from its organizational unit or the assigned job.

Example:
40000249
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PO13

Work Instruction

Click Account Assignment record indicator |:| . The row highlights.

3.
4. Click Enter button G .
5.
6.

Click Display button @ .

Display Acct. Assignment Features

= [=1 = B2
Infotgpe  Edit Goto  Wiew Systern Help

@ JHeae I CHRBIADOaaIRE =
Display Acct. Assignment Features

oo L]

I ||| I I || | % I a | Position Bs Sys An Business Systems Analyst
Find by | Flanning Status Active |
< 8 Position walid fram 01/01/2007] to [12/31/9999] |6}f> Change Information

K} search Term
[l structure Search

Acct Assignment Features
Company Code COF1 | City of Portland

..... Business Area HFag| Office of Management Finance
Fersonnel area 11288| OMF-Revenue
Pers. subarea 13000] Mon Rep
CO Area \COP1| ity of Partiand

Record of 1

| U [orRe ety 210 B saporn [INs | [ /7

7.

Click Back button e .
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PO13

Work Instruction

Change Position Union (PO13)

Maintain Position

= =1 = [
Position  Edit Goto  Utilities(M)  Settings  System  Help

@ I aH @@ SHE aDhLan AR @m
Maintain Position
7] | 72 % ] Y

|53 [ 0 2 B
Find by |
~ 8 Position Plan version 01 Current plan g
(il Search Term Position 40000249 Business Systerns Analyst
[} structure Search T Bs 5ye An
m Flanned i Submitted i Approved i Rejected
Infotype Mame |E Time period
| |objest o [2]|| OPetiod
_REIatiDnShipS o E From |01/01/1800) to 1203179999
_Description o O Today O Currentweek
_Planned Compensation @ Al O Current month
| [Vacancy 4 O From curr.date O Lastweek
- L4 O To current date QO Last month
| |AuthoritiesiResaurces o O cCurrentyear
| [Employee GraupiSubgroup o
{opeotete [4]
PD Frofiles B El e
| U[ore oy 310 B saporp [Ins | [ 7
8.  Click Time Period - Period radio button © Feriod
9. Asrequired, complete/review the following fields:
Field R/O/C Description
From R I e
Beginning value to be entered when specifying a range.
Example:
060209

10. Click Create button El
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Work Instruction

Change Position Union (PO13)

Create Acct. Assignment Features

= =1 = [
Infotype  Edit Goto  Wiew System  Help

@ JH @@ ICHB I ODODIRE @
Create Acct. Assignment Features

EIE] i

I ||| I I || | % I ) | Position Bs Sys An Business Systems Analyst
Find by | Flanning Status Active
= & Fosition yalid fram o6/02/2008[&)to  [12/31/0098)  [&  Change Information

[ search Term
[} structure Search

Acct Assighment Features
Company Code COP1 | City of Portland

..... Business Area \MFRE| Office of Management Finance
Persaonnel area 1288| OMF-Revenue
Pers. subarea 13000| Mon Rep
CO Area \COP1| City of Portland

| U[ore oy 310 B saporp [Ins | [ 7

1. Click Pers. subarea field .

12, Click Pers. subarea matchcode . The Personnel subarea (XXXX) dialog box displays.
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Change Position Union (PO13)

Personnel subarea (XXXX) YYYY Entries found

PO13

Work Instruction

I@Persnnnel subarea {13 3 Entries found

MR EREE

PA |Persolmel AreaT |P5uharedp.suharea text

1280 OMF-Revenue J00o0 Mon Rep
1280 OMF-Revenue 110 COPPEA
1280 OMF-Revenue a1a0 DCTU-AFSCME

3 Entries found

13. select 3150 listitem 3150

7/28/20113:01 AM
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PO13

Work Instruction

14.

Click Enter (continue) button 5

Create Acct. Assignment Features

= E & E
Infotype  Edit Goto  Miew System  Help

@ JHeEe I CHEB aDL0 RE =
Create Acct. Assignment Features

EIE] )=

I ||| I I || | % I 2 | Fosition Bs Sys An Business Systems Analyst
Find by | Flanning Status Active
= & Positian walid from 06/02/2008) to [12/31/9999]  [&  Change Information

K} search Term
] structure Search

Acct Assighment Features

Caompany Code COF1 | City of Portland
..... Business Area WFea| oOfice of Management Finance
Fersonnelarea | 1280| OMF-Revenue
Pers. subarea 3150 [Flon Rep
CO Area \COP1| ity of Partiand

| b [ore ey 310 B[ saporp [Ins | [ /7

15.

Click Enter button & to validate the entry.

16. . . . .
Click Save button . The Acct.Assignment Features Create dialog box displays.
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Change Position Union (PO13)

Acct.AssignmentFeatures Create

I@Acct..ﬂxssignmentFeatures Create

Previous record will he delimited
@ atend. Do youwant to save?

|3 cancel

Maintain Position

PO13

Work Instruction

=

Position  Edit Goto  Liilities ()

@

Settings

Systern  Help

dJH @@  CRE DL (IEE | @ m

2o

Maintain Position

(20| ]lé][m] s [@] L2 1

12 Y|

Find by

< 8 Position
[} search Term
[l structure Search

Flan version

Pos

ition

Ahbr.

01 Current plan
40000249
Bs Sys An

2

Business Systems Analyst

m Planned , Submitted | Approved , Rejected

Infotype Mame |E Time period
Object o [<]|| @Period
:Relationships v || From 0530232009 12031/9999
Description 4 O Today O Currentweek
_Planned Compensation O Al O Current month
| [Vacancy L4 ) From curr.date O Lastweek
| |Acct Assignment Features 14 O To current date O Last month
_AuthnritiesIResnurces o O Current Year
Employee Group/Subgroup o
| {ossoe B
FD Profiles [+]

U [ore ey 210 B saporn [INs | [ /7
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Work Instruction

Change Position Union (PO13)

18. Click Time Period All radio button 4!

19. Click Enter button & .

20.

Click Overview button @ . The List display with change Acct. Assignment Features screen
displays.

List display with change Acct. Assignment Features

=y L] B [=
Infotype  Edit Goto  Miew Systerm  Help

& A H @@ DHE anhon B E & m

List display with change Acct. Assignment Features
I ||| I I || | % I A | Position Bs Sys An Business Systemns Analyst
Find by | Flanning Status Active
~ & Position Acct Assignment Features
[ search Term
Structure S h
M LUt on 2 alidity |End |Company Code |Personne|area Business Area |Pers.subarea
_DBIUEJ‘EDUQ 123159999 1280 3150 [=]
,,,,, _D1ID1J‘QDDT 06/01120049 1280 3060 E
- [=]
=]
LDl KDY
Entry 1 of 2
| b [DRP 1y 310 B[ sapdro [INs [ [ 7

21, Select 01/01/2007 06/01/2009 record indicator |__|01/01/2007 DBO12008 | 1 o highlights.

22. Click Details button . The Display Acct. Assignment Features screen displays.
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Work Instruction

Change Position Union (PO13)

Display Acct. Assignment Features

= =1 = [
Infotype  Edit Goto  Wiew System  Help

@ JH @@ ICHBIODOD IR @
Display Acct. Assignment Features
[cresonees ]I

I ||| I I || | % I gl | P ni Bs Sys An Business Systems Analyst
Find by | Flanning Status Active

~ & Position yalid from 01/01/2007| to [06/01/2009] [  Change Infarmation
[ search Term

[} structure Search

Acct Assighment Features

Company Code COP1 | City of Portland
..... Business Area \MFRE| Office of Management Finance
Persaonnel area 11288| OMF-Revenue
Pers. subarea 13008| Mon Rep
CO Area \COP1| City of Portland

Recard - of 2

| U[ore oy 310 B saporp [Ins | [ 7

23.

Click Back button e to return to the List display with change Acct. Assignment Features screen.

7/28/20113:01 AM Page 10 of 31



PO13

Work Instruction

Change Position Union (PO13)

List display with change Acct. Assignment Features

= =1 = [
Infotype  Edit Goto  Wiew System  Help

@ IH @ DHE ODhoD BE @@

List display with change Acct. Assignment Features
I
EEE R IR E Fosition Bs Sys An Business Systems Analyst
Find by | Flanning Status Active |
= B Pasition Acct Agsignment Features
{H search Term
Structure 5 h
M L s e alidity |End |Company Code  |Personnel area |Elusiness Area IPers.subarea
_UBIUEJ’QUUQ 1263179999 1280 3150 |z|
..... _U1IU1IQUUT 060172009 1280 3006 l;‘
|| [4]
&
10| KD
oy [ ot 3
| U[ore oy 310 B saporp [Ins | [ 7

24. oiect 06/0212009 12131/9999 record indicator |_|0B/0212008 1231/9988 1y o highlights.

25. Click Details button . The Display Acct. Assignment Features screen displays.
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Work Instruction

Change Position Union (PO13)

Display Acct. Assignment Features

= =1 = [
Infotype  Edit Goto  Wiew System  Help

@ JH @@ ICHBIODOD IR @
Display Acct. Assignment Features
EEETREE)

I ||| I I || | % I A | Position Bs Sys An Business Systerns Analyst
Find by | Flanning Status Active
~ & Position valid fram B6/02/2009) to [12/31/9993)  [&  Change Information
[ search Term

[} structure Search

Acct Assighment Features

Company Code COP1 | City of Portland
..... Business Area \MFRE| Office of Management Finance
Persaonnel area 11288| OMF-Revenue
Pers. subarea 2158| DCTU-AFSCME
CO Area \COP1| City of Portland

Recard of 2

| U[ore oy 310 B saporp [Ins | [ 7

26.

Click Back button e .
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PO13

Work Instruction

Change Position Union (PO13)

List display with change Acct. Assignment Features

= =1 = [
Infotype  Edit Goto  Wiew System  Help

& 2 dE @@ EHE DL BRE @,

List display with change Acct. Assignment Features
EEE R IR E Fosition Bs Sys An Business Systems Analyst
Find by | Flanning Status Active
~ 8 Position Acct Assignment Features
[ search Term
Structure 5 h
M L s e alidity |End |Company Code |Personnelarea  |Business Area IPers.subarea
_UBIUEJ’QDUQ 1263179999 1280 3150 |Z|
..... _U1.I’U1J'QDUT 060172009 1280 3006 I;‘
|| [=]
&
END] KD
Entry 1 of 2
[ U[ore oy 310 B saporp [Ins | [ 7

27. As required, complete/review the following fields:

Field R/O/C Description

Command R Action/transaction to be performed or completed.
Example:
/npad0

28.

Click Enter button @ . The Personnel Actions screen displays.
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Work Instruction

Change Position Union (PO13)

Personnel Actions

= . . . 3] w_
HR Master Data Edit Gata Estras  UtilitiesiM) Setings  System  Help

& T a0 e@e CEE nnan OF 0B

Personnel Actions

Personnel no. 1008351

MName Change Employee Union

EE group 1| Regular Fers.area 1280 OMF-Revenue

EE subgroup B3| FT Exempt, Negative Pers. subarea | 3000| Non Rep Status  Active

Fram

Personnel Actions
Action Type |Personn IEEgroup IEE subyg |
Mew Hire

Change In Pay
TempararyLimited Dur Action
Regular Action

Status Chanoe

Ext of Tempoarary Appt

End of Temp Assn/Retin to Preyv
Leave of Absence - UnPaid

DM E

Leave of Absence - Paid
Return from Leave
7Lay0ﬁ
Separation
Rehire
Retirernent
Employee to WR Benefit Elighle

GBI

Ko D]

[ U[ore oy 310 B saporp [Ins | [ 7

29. As required, complete/review the following fields:

Field R/O/C Description

From R . e
Beginning value to be entered when specifying a range.
Example:
060209

30. Select Status Change record indicator D . The row highlights.

31. Click Execute button . The Copy Actions (0000) screen displays.
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Change Position Union (PO13)

Copy Actions (0000)

PO13

Work Instruction

=g

Infotype  Edit Goto  Extras  Systern Help

@ JH @@ ICHB I ODODIRE @

s

Copy Actions (0000)

|:||:| ] |@ Exgcute info group ||f Change info group |

Pars. Mo, 1008351

MName Change Employee Union ‘

EE group I| Regular Pers.area 1280 OMF-Revenue

EE subgroup EFTExempt, Megative Pers. subarea |3000 Mon Rep Status  Active

Start oe/02/2009 )t (1243140999

Personnel action

Action Type U3 Status Change Q|

Reasaon for Action j

Status

Customer-specific a Bl

Employment 3 Active ]

Special payment 1 Standard wage type ]

Organizational assignment

Position 49009249| Bs Sys An

FPersonnel area 12800 OMF-Revenue

Employee group ﬂ Regular

Employee subgraup ﬁ‘ FT Exernpt, Megative

Additional actions

Start Date IAct. |Action Type IActR IReason far action
[~

[l I[lv]

I[«][»]

I [orr o1y 310 ([ sapdrp [Ins |

NEpm

32. Click Reason for Action field I:I .

33. Click Reason for Action matchcode . The Reason for Action (XXXX) dialog box displays.

7/28/20113:01 AM

Page 15 of 31



PO13

Work Instruction

Change Position Union (PO13)

Reason for Action (XXXX) YYYY Entries found

I@Reasun for Action (1% 89 Entries found =
T

v[a[O[m[E =] [ &]

Action Type: U3

Hame of action type: Status Change

Ac ‘|Mame of reason for action |

01 To Regular

nz To Casualiother

03 To Temporary

04 Increase/Decrease Hours

05 BHR OMLY-PSA (Union) Change

)5 Regular to Temporar=-Ho Break

¥ Reglrto CasualiOther-Ho Break

na YWREE to WRHMEBE

ng Reinstate due to Settlerment

4 Entries found | | |7

34. select BHR ONLY-PSA (Union) Change list item EHR OMLY-PSA (Union) Change
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35.

Click Enter (continue) button 5

Copy Actions (0000)

PO13

Work Instruction

=

Infotype  Edit Goto  Extras  Systern Help

@ JHeEe  CHE DL (AR @m

c=Er—

Copy Actions (0000)

DD I |@ Execute info group ||ﬁ Change info graup |

Fers.Mo. 1008351

Mame Change Employee Union \

EE group I| Regular Pers.area [1280] OMF-Revenue

EE subgraup @FTExempt, Megative Pers. subarea ﬁNonHep Status  Active
Start B5/82/2609 1 (1273179899

Fersonnel action

[4][*]

Action Type U3 Status Change =]

Reason for Action 05[=)

Status

Customer-specific 0 =]
Employrnent 3 Active =]
Special payment 1 Standard wage type ]

Organizational assignment

Faosition 40000249)  Bs 5ys An
Personnel area 1280 OMF-Revenue
Employee group ﬂ Regular

Employee subaroup E‘ FT Exempt, Meaative

Additional actions
StartDate  |Act. [Action Tvpe

JactR  [Reason for action

LD E

nlpl I

b [orP (1) 310 FEl | sapdrp [ NS |

WEpEm

36. Click Enter button & to validate.

37.

@ The system displays the message, "Save your entries”.

]
Click Save button . The Create Organizational Assignment (0001) screen displays.

7/28/20113:01 AM
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Work Instruction

Change Position Union (PO13)

Create Organizational Assignment (0001)

= =1 = [
Infotype  Edit Goto  Extras  Systern Help

[V} 2 dB @@ EEE SDO0 BRE @m

Create Organizational Assignment (0001)
Personnel Mo 1008351 Mame Change Employes Union
EE group 1| Regular Fers.area 1280 OMF-Revenue
EE subgroup B3| FT Exempt, Negative Pers. subarea | 3000| Non Rep Stat Active
Start 06 /0272009 10 12431799949
Enterprise structure
CoCode COPR1 City of Portland
Pers.area 1280 OMF-Revenue Subarea 3150  DCTU-AFSCME
Cost Ctr HMFREAOOOEZ Business Solutions Bus. Area HFBQ Cffice of Management Finar
Fund
Grant
Func. Area
Personnel structure
EE group 1 Regular Payr.area Z1 CoP Bi-Weekly
EE subgroup |03 FT Exernpt, Megative Contract e
Organizational plan Administratar
Percentage |100. 60 Assignment | Time
Position 40008249)  Bs Sys An PayrAdmin
Business Systems Ana
Jok key 30000448 Bs Sys An
Business Systems Ana
Exempt E
Ory. Unit 20008584 Bus Sol Div
Business Solutions Div
[& Record created @ I [ore () 310 [ saparp [Ins [ |7

38. Click Enter button G to validate.

@ The system displays the message, "Record created".
39. . o .

Click Save button . The Create Planned Working Time (0007) screen displays.
@ The system displays the message, "Save your entries”.
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Change Position Union (PO13)

Create Planned Working Time (0007)

= =1 = [
Infotype  Edit Goto  Extras  Systern Help

& g dH €@ EEE BT a0EE| @
Create Planned Working Time (0007)

Fersonnel Mo 108351 Mame Change Employee Union

EE group 1| Regular Pers.araa 1280 OMF-Revenue

EE subgroup |03 FT Exempt, Megativ C WS rule 02060_01 Business Solutions
Start 06 /0272009 TD 12431799949

‘Work gchedule rule

‘Work schedule rule anpag
Tirme Mgt status 9 - Tirme evaluation of planned times s
Working week 05 Working Week Starting Thursday =
Additional time [0
‘Working time
Employment percent 100, 08 [ Dyn. daily wark schedule
Doaily working hours o.00 Hin. Max .
Weekly working hours o.00 Hin. Max .
Monthly working hrs o.00 Hin. Max .
Annual warking hours o.00 Hin. Max .
Weekly workdays o.oa
[& Record created @ I [ore () 310 [ saparp [Ins [ |7

40. Click Work schedule rule field Bobos

@ The system displays the message, "Record created".

41. Click Work schedule rule matchcode . The Restrict Value Range (XXXX) dialog box displays.
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Change Position Union (PO13)

Restrict Value Range (XXXX) YYYY Entries found

PO13

Work Instruction

I@Reatricwalue Range (1) 19 Entries found

MBI EEEE

ES grouping: 2
Haoliday Calendar 1D £ZF
PS5 grouping: 50

WS rule "|Wcrrk schedule rule text

|Pws |start Date |End Date

020HO_1
020H3_00
0D20HE_00
0z0i_ao
02010_01
020l6_02
020J0_o2
S4010_1A
54010_18B
8y210_0a0
820H0_00
820H0_0O7
B20H0_09

92010_1A
g2010_18
92010_3A
g2010_38

MF 0700-1600
MF 0715-1545
MF 0730-1600
MF 0200-1630
MF 0500-1700
MF 0830-1730
MF 0900-1200
MW 0200-1700, THSW OFF
MWESI OFF, TH 0800-1700
MH 0300-1730
MH O700-1730
TF 0700-1200
TF 0700-1730

820HO_1A MHOTO00-1630 FOY00-1530,0
930HO_18B MH 0700-1630 FO,0730-1530
TF 0800-1730 MOB00-1630,0
TF 0800-1730 MO 0200-1630
MH 800-1730 FO200-1630,0

MH 02001730 FO, 800-1630

40H1
40HM
40H2
4010
401
40145
4040
2410
2410
3610
40HD
40H2
40H5
44H3
44H3
4414
4414
4417
4417

0170172007
017012007
0170172007
0170172007
017012007
0170172007
017012007
0170172007
0170172007
017012007
0170172007
017012007
0170172007
0170172007
017012007
0170172007
017012007
0170172007
0150172007

12731/9599
12/31/9899
12731/9599
12/31/9899
1273159594
12731/9599
12/31/9899
12731/9599
12/31/9899
1273159594
12731/9599
12/31/9899
12731/9599
12/31/9899
1273159594
12731/9599
12/31/9899
12731/9599
12/31/9899

7/28/20113:01 AM
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42. pouble-click 080HO_01 list item |080H0_01

Create Planned Working Time (0007)

=g [=] =] =]
Infotype  Edit Goto  Exras  Systern  Help

& 2 dH @@ SHE SDO8 HE @ m

Create Planned Working Time (0007)

WWork schedule

Personnel Mo 100351 Marme Change Employee Union

EE group 1| Regular Pers area 1280 OMF-Revenue

EE subgroup |03 FT Exempt, Megativ G WS rule gaa6e_g1 Business Solutions
Start O6/B2/2009 To 12/31/9999

Work schedule rule

Work schedule rule BEEHE_E1

Tirme Mgt status 9 4 - Time evaluation of planned times =
Wiarking week 05 'Waorking Week Starting Thursday et

Additional time D

Wiorking time

Employment percent 100. 08 Cryn. daily work schedule

Diaily working hours 8.00 Hin Max
Wieekhyworking hours 4000 Hin Max
Monthly wiorking hrs 173.33 Hin Max
Annual warking hours 208000 Hin Max
Wieeldy workdays 500
[(@ attention: Please check Basic Pay infotype (0008) @[ [orP (13 310 B[ saperp [ins [ | A

Click Enter button @ to validate.
@ The system displays the message, "Attention: Please check Basic Pay infotype (0008)".

44. Click Enter button @ to accept.

@ The system displays the message, "Record valid from XXXX to YYYY delimited at end".

]
45. Click Save button . The Create Basic Pay (0008) screen displays.
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@ The system displays the message, "Save your entries".

Create Basic Pay (0008)

= =1 = [
Infotype  Edit Goto  Wagetypes Exras  Systern  Help

@ JH @ DHE ODhOD BE @@

Create Basic Pay (0008)
] | Salary amount | Payments and deductions |
Personnel Mo 108351 Mame Change Employee Union
EE group I| Regular Pers.area 1280 OMF-Revenue
EE subgroup EFT Exempt, Megative Pers. subarea  |[3150) DCTIU-AFSCH Stat Active
Start o6/02/2009[ 0 [12/31/9999
Subtype - Basic contract
Salary
Reasaon [ Capacity Util. Level 100. 08
FPS type 02| Monrepresented ‘Wark hours/period 80.99|Bi—weekly |
PS Area NR| NOMREF Mext increase |
PS graup GROODAGD| Level |01 Annual salary Jusp |
- - |
e |WageType Laong Text IO IAmount ICurr |I IA INumberIUnllIUnlt
0508 Regular Salary Pay usp |1 |
usD C
[]
[]
KN [ K|
1v[06/02/2009] - [12/31/909a [ ¢ [ » | o.00 |usp |
@ Record created 2 b [DRe (1310 B [ saparp [ns [ | A

46. Click Reason field .

@ The system displays the message, "Record created".

47. Click Reason matchcode . The Reason for Changing Master Data (XXXX) dialog box displays.
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Change Position Union (PO13)

Reason for Changing Master Data (XXXX) YYYY Entries found

I@Reasun for Changing Master Data (13 22 Entries found =]

P nesiicton:
=
va[O[ElBlE]2]S=] [ ]
[nfotype: 0008
Re ‘|Reason Text |
00  Step Increase- Rep E|
01  Weritincrease - Man Rep |§|
02 Mew Hire!Rehire
03 Fromotion
04 Premium Assignment
05 TemporangLimited Dur Assan
0 Endof Temp Assign
07  Status Change
0g Lateral
049 Demation
10  Return from Leave of Absence
11 COLA(Costof Livinog
12 Special Assignment Pay
13  Movement on the Range
14 Labor Contract Change
15 ClassiComp Change
16 Step Increase - Cert Attained
17  StepIncrease - Apprentice
18 Red Circle Adjustment
19 Fosition Change Only [
20 Increase/Decrease Hours IE'
08 Mata Conwersion E
22 Entries found | |

48. gelect Status Change list item (07  Stalus Change
49, '

Click Enter (continue) button 5

PO13

Work Instruction
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Change Position Union (PO13)

Create Basic Pay (0008)

=g

Infotype  Edit Goto  Wage types

& El

Extras

Systern  Help

I8 @@ EHE DL BE @m

s

Create Basic Pay (0008)

| Salary amount

Payments and deductions |

Personnel Mo 1008351 Mame Change Employes Union

EE group 1| Regular Fers.area 1280 OMF-Revenue

EE subgroup |83 FT Exempt, Negative Pers. subarea |3150) DCTU-AFSCH Stat Active

Start OG/O2/2009 o 12/31/9999

Subtype ] Bagic contract

Salary

Reason o7 Capacity Lil. Level 100,80

FPS type [chel Monrepresented ‘Wark hours/period 20 08| Bi-weekly

PS Area NR|  MNOMREF Mext increase

FPS group GRDEOEED, Level |01 Annual salary ush

Vak:) IWage Type Long Text IO IAmount

0500 Regular Salary Pay

[« [

IV |BE02/2009) -

1273179999 4 [ »]

[cur i Ja [Mumbertnit|unit
usD I
UsSD
[«]
[
|[«[x]
.00 |[usD

U[ore oy 310 B saporp [Ins | [ 7

50. Glick Amount field

@ Check the Pay grade Level for minimum and maximum scale amounts.

51. As required, complete/review the following fields:

Field

R/O/C

Description

Amount

R

Figure within the pricing procedure that determines how the
system calculates a condition value.

Example:
2124.00

7/28/20113:01 AM
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52. Click Enter button @ to validate.

53. . .
Click Save button . The Copy Date Specifications (0041) screen displays.

@ The system displays the message, "Save your entries”.

Copy Date Specifications (0041)

=g

[=] =] =]
Infotype  Edit Goto  Exras  Systern Help

A B eE@  SHE  aDLA BRI G m

Copy Date Specifications (004 1)

Personnel Mo 100351 Marme Change Employee Union

EE group 1| Regular Pers. area 1280 OMF-Revenue

EE subgroup |83 FT Exempt, Negative Pers subarea | 3150 DCTU-AFSCH Stat Active

Start O6/02/2009 10 12/31/9999

Date Specifications (00413
Diate type Diate Diate type Diate
01| Qriginal Hire Date o5/01 /2009 U1 City Service Date 05/01/2009
U2| Jab Class Anny. Date o5/01 /2009 U3 Wac Accrual Date 05/01/2009
US| Bureau Start Date o5/01 /2009

[& Record created 2 I [DRP 1y 310 B[ saparg [N | [ 7

Click Enter button @ .
@ The system displays the message, "Record created".

55. o .
Click Save button . The Create Monitoring of Tasks (0019) screen displays.
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Q The system displays the message, "Save your entries".

Create Monitoring of Tasks (0019)

= =1 = [
Infotype  Edit Goto  Extras  Systern Help

@ JH @@ ICHB I ODODIRE @

Create Monitoring of Tasks (0019)

Personnel Mo 108351 Mame Change Employee Union

EE group I| Regular Pers.area 1280 OMF-Revenue

EE subgroup EFT Exempt, Megative Pers. subarea  |[3150) DCTIU-AFSCH Stat Active

Task

Task Type &l

Date of Task =4 ‘ Frocessing indicator Mew tagh Q|
Reminder

Reminder Date

Leadifollow-up time || | D

Comments

@ Record created 2 b [DRe (1310 B [ saparp [ns [ | A

56. Click Next page button . The Personnel Actions screen displays.
Q The system displays the message, "Record created".
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Personnel Actions

= . . . 3] w_
HR Master Data Edit Gata Estras  UtilitiesiM) Setings  System  Help

& T a0 e@e CEE nnan OF 0B

Personnel Actions

Personnel no. 1008351

MName Change Employee Union

EE group 1| Regular Fers.area 1280 OMF-Revenue

EE subgroup |03 FT Exempt, Megative Pers. subarea |3150| DCTU-AFSCME Status  Active
From 0G/02/2009

Personnel Actions
Action Type |Personn IEEgroup IEE subyg |
Mew Hire

Change In Pay
TempararyLimited Dur Action
Regular Action

Status Chanoe

Ext of Tempoarary Appt

End of Temp Assn/Retin to Preyv
Leave of Absence - UnPaid

DM E

Leave of Absence - Paid
Return from Leave
7Lay0ﬁ
Separation
Rehire
Retirernent
Employee to WR Benefit Elighle

GBI

Ko D]

[ U[ore oy 310 B saporp [Ins | [ 7

57. As required, complete/review the following fields:

Field R/O/C Description

Command R Action/transaction to be performed or completed.

Example:
/npa20

8. Click Enter button @ .
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Display HR Master Data

= o w_
HR master data  Edit Goto  Edras  Utilities(M) Settings  Systern  Help

@ IH @ DHE ODhoD BE @@

Display HR Master Data

Personnel no. [180351 [=

MName Change Employee Union

EE group I| Regular Pers.area 11280| OMF-Revenue

EE subgroup E FT Exempt, Megative Pers. subarea |2150| DCTU-AFSCME Status  Active

Adeltl. Personal Data | Payrall Data | Addtl. Payrall Data [}, | [+][Z]

Infotype text |E | | Feriod
Actions (0000} W @ Period
:OrganizationalAssignment {0001}y tv Fram | |TD ‘
| |Persanal Data (0002) %4 O Today O Currweek
_Addresses (000R) o Al O Current month
_PIannedWork\ng Time (0007} o ) Fram curr.date O Lastweek
| |Basic Pay (0008) L4 O To Current Date O Last month
| |Pate Specifications (0041) L4 O Current Period O Current Year
| |Communication (0105) v [«]
Seniority (3001} [=]
Direct selection
Infotype [ BTy |_|

| U[ore oy 310 B saporp [Ins | [ 7

59. Select Organizational Assignment record indicator |:| . The row highlights.

60. Click Display button @
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Display Organizational Assignment (0001)
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=g

Infotype  Edit Goto  Extras  Systern Help

[V} 2l dE @@ EREEDO0RAE @

s

Display Organizational Assignment (0001)

P Moi | 100351 Matrie Change Employee Union
EE group 1| Regular Fers.area 1280 OMF-Revenue
EE subgroup |83 FT Exempt, Negative Pers. subarea |3150) DCTU-AFSCH Stat Active
Start OG/O2/2009 o 12431799949 Chng |BE/B2/ 2000 | HRHONICA
Enterprise structure
CoCode COPR1 City of Portland
Pers.area 1280 OMF-Revenue Subarea 3150  DCTU-AFSCME
Cost Ctr HMFREAOOOEZ Business Solutions Bus. Area HFBQ Cffice of Management Finar
Fund 100008 General Fund
Grant NOT-RELEYANT MOT-RELEVAMNT
Func. Area LABDAOOAAAARAAAE Business Solutions
Personnel structure
EE group 1 Regular Payr.area Z1 CoP Bi-Weekly
EE subgroup |03 FT Exernpt, Megative Contract e
Organizational plan Administratar
Percentage  |100. 80 Time
Position 40008249 Bs Sys An PayrAdmin
Business Systems Ana
Jok key 30000448 Bs Sys An
Business Systems Ana
Exempt E
Ory. Unit 20008584 Bus Sol Div
Business Solutions Div

@ Data hidden by screen modifications

@ I [ore () 310 [ saparp [Ins [ |7

61. Click Next Record button . The Display HR Master Data screen displays.
@ The system displays the message, "Data hidden by screen modifications".

7/28/20113:01 AM

Page 29 of 31



Change Position Union (PO13)

Display HR Master Data

PO13

Work Instruction

=
HR master data  Edit Goto  Edras  Utilities(M) Settings  Systern  Help

@ IH @ DHE ODhoD BE @@

s

Display HR Master Data

Personnel no. [fan3s1 [=

MName Change Employee Union

EE group I| Regular Pers.area 11280| OMF-Revenue

EE subgroup E FT Exempt, Megative Pers. subarea |2150| DCTU-AFSCME Status  Active

Adeltl. Personal Data | Payrall Data | Addtl. Payrall Data [}, | [+][Z]

Infotype text |E | | Feriod

Actions (0000} W @ Period
:OrganizationalAssignment {0001}y tv Fram | |TD ‘
_Personal Diata (0002 o O Today O Currweek
| |Addresses (DOOG) 14 O Al O Current month
_PIannedWork\ng Time (0007} o O From curr.date O Lastweek
| |Basic Pay (0008) 14 O To Current Date O Last manth
| |Date Specifications (0041 v O Current Petiod O Current Year
| |Communication (0105) v [«]

Seniority (30017 [=]

Direct selection

Infotype | ‘ 5Ty

U[ore oy 310 B saporp [Ins | [ 7

62. Click Exit button @ .

7/28/20113:01 AM
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Result

You have successfully changed the bargaining unit for the position and employee.
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