DisPLAY POSITION BUDGETED SALARY (IT9018) OM
OM-47 BUsINESS PROCESS PROCEDURE | TRANSACTION PO13

The purpose of this Business Process Procedure is to explain how to display budgeted salary information fora
position in the Integrated HR-Payroll System.

Trigger: Budgeted s salaryinformation on a positionis needed.
Business Process Procedure Overview:

The Funding Approveris responsible for updating and maintaining Infotype 1018 (Cost Distribution infotype)
and Infotype 9018 (Budgetinfotype). The Funding Approveris responsible forapproving funds for positions.

Tips and Tricks:

See the OM Tips and Tricks Job Aid for a full listing of Best Practices and Tips & Tricks. The job aid is located
on the Training HELP website https://www.osc.nc.gov/training/training_help_documents.

o Copy in is to be used most of the time. This will delimit the existingrecord and create a new record
with the start date given. Copyingkeeps ahistory of the old record.

e Change & is to be used only if you make a spelling or othersimple errorand wantto change the
record. Thereis no history tracked on what the record used to be if you use the change functionality.
Access Transaction:

Via Menu Path: SAP menu >Human Resources > Organizational Management > Expert Mode > PO13 —
Position

Via Transaction Code: PO13D
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Procedure

1. TypePO13inthe commandfield (1). Hit enteronyour keyboard orclick the Enter button (2). Also,
you can double click it from yourfavorites folderif you’ve previously saveditthere (3). See the
information block below the screen shotfor a quick tutorial on adding the transaction.
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"j.i) You may wantto enter this transaction code in your Favorites folder.
Information e From th(? menu at the top of the screen, choose Favorites > Insert
Transaction.
e Typein PO13D.
e Click Enter.

To see the transaction code displayedin front of the link in your favorites,
fromthe menu at the top of the screen:
e Choose Extras > Settings.

e Place acheck next to Display Technical Names.
e Click Enter.
Review the Favorites Folder training document for more tips and features!
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Input the position numberthat needs reviewing. This document will use 60083344 from the OSCtraining
environment. Access client 899 to follow alongin a “live” system.

[5 Position Edit Goto  Utiities  Sethings  System  Help

V] v | « Qe Do 00 e
Display Position

% G ba

Plan version Current plan -

Position !

Abbr.

7 Active } Planned  Submitted  Approved | Rejected

Infotype Name
 Object

Relationships

Description

Department/Staff

Planned Compensation

Vacancy

S.. Time period
= (#)Period
From m to
) Today )
Al
() From curr.date
() To current date

&k, Assignment Features

12/31/9959

() Current week
(") Current month
() Last week
(") Last month

R ~f

3. Click the Enter button@ and verify the position displayed is the one you need to display.

Alert! Be vigilant on this step. A position number may already be presentwhenyou access the
transaction, so be sure to review the position numberand name to ensure they are correct.
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4, Within the Active tab:

e Scroll downthe list of position infotypes and click the square ":I in front of the Display Budget row.

[
e IntheTime Period area click into the All radio button and then click Selectl Select.
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5. Click the Overview button £
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6. Alist of all Display Budget infotypes willbe displayed with the current one being at the top of the list
and havingan end date of 12/31/9999. Click on the record you wish to review and then click the

Choose button @
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The budgeted salary information is displayed. Rememberto scroll to the right if needed to view all
the information.

[& Infotype Edit Goto View  System  Help w

9 v« eqe Dhapn S0 @0
[@.| Display Display Budget (9018)
[& | O]
Paosition 203020002130 Archivist 1
Planning Status Active
Validity 0870172019 to 12/31/999% |6}y> Display change infor
Display Budget 015 60083344 1
Total Budgeted Amount Action/Reason Code  |110
Budgeted Amount  Pct. CoCd BusA COAr Re Cost Ctr Order WBS Element FMA  Fund Functional Area Grant
43,527.00 100.00 MCO1 4600 NCO1 K 4610800000 100000005374 MCO1 461230001 GOOOO00000000001
-
-
1) )
Entry 1 Rec. |1 of 2

10/11/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 5 OF 6



BPP OM-47 - Display Position Budgeted Salary

7. Click the Back'@ button.
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This system task is complete.

Change Record

e 9/11/13 —New file name, new format and screen captures—Margaret Kendall and Dana Lyle
e 12/21/21 — Updated format and assigned reference number — Claire Ennis
e 10/3/22 —Rewritten for accessibility, clarity and updated screen shots. —Doug Genzlinger
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