PROMOTION ACTION PA
PER-74 | TRANSACTIONS ZPAA076, SWBP, PA30

The purpose of this Business Process Procedure is to explain how to process a promotion in the Integrated
HR-Payroll System.

Trigger: There is a need to process a Promotion for one of the reasons listed in the Business Process
Procedure Overview section.

Business Process Procedure Overview:

Promotion - movement to a position assigned a higher salary grade or movement between positions from
one career-banded class to another with a higher journey market rate or movement from one position to
another within the same banded class with a higher competency level.

e 01 -Promotion - is movement to a position assigned a higher salary grade or movement between
positions from one career-banded class to another with a higher journey market rate or movement from
one position to another within the same banded class with a higher competency level.

e 02 - Promotion Inc-After Eff Date —an employee receives remainder of increase with a current effective
date.

e 03 - Acting Promotion - is a temporary movement to a position assigned a higher salary grade or
temporary movement between positions from one career-banded class to another with a higher journey
market rate or temporary movement from one position to another within the same banded class with a
higher competency level. Promotion Inc-After Eff Date — employee receives remainder of increase with a
current effective date.

NOTE: If the Promotion action is for a limited time period, create an infotype 0019 Monitoring of Tasks record
via transaction code PA30 to create a reminder to process the Cancel Salary Adjustment at the end date of
the Promotion/Acting Promotion.

Tips and Tricks: Prior to initiating any workflow, ensure the data being used is valid and appropriate.
Access Transaction:
Via Menu Path: Prior to initiating any workflow, ensure the data being used is valid and appropriate.

Via Transaction Code: ZPAAO76; SWBP; PA40
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Procedure
SAP Easy Access &J/
(] SR ODOH TE =
SAP Easy Access
QEF & el va

» [ Favorites
~ 5 SAP Menu
» B3 Office

» [23 Cross-Application Components

» [ Logistics

» [ Accounting
+ [ Human Resources
» [ Information Systems

Tools

» 23 webClient UI Framework

INTEGRATED HR-PAYROLL SYSTEM

HR | PAYROLL | BENEFITS | TRAINING | TIME

TRAINING
1. Update the following field:
Field Name Description Values
Command White alphanumeric box in upper left Enter value in Command.

corner used to input transaction codes
Example: ZPAAO76

2. Click the Enter @ button.

'\E) e Choose Favorites > Insert Favorites
Information e Typein ZPAAO76
e Click Enter.

= You may want to enter this transaction code in your Favorites folder.

To see the transaction code displayed in front of the link in your favorites:
e Choose Edit > Settings
e Place a check next to Display Technical Name

e Click Enter

2/5/2021
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Employee Action Request

O & & O

Existing PCR Mo.

Personnel Mo.

|

SEADEETA Busan Castro

Last 4 digits (S5M) First Last
Effective on oa/e8/s 2011
Action Type £1 Fromotion (NC)
Reasaon a1 Prormation
3. Update the following fields:
Field Name Description Values
Personnel No. Unique employee identifier Enter value in Personnel
No.
Example: 80000610
Effective on The date on which the action will be Enter value in Effective on.
effective
Example: 08/08/2011
Action Type An action is a grouping of activities to Enter value in Action Type.
perform a specific task. The action will
prompt you for the Infotypes required Example: Z1
to complete the task.
Reason Reason for the action, such as Enter value in Reason.
Promotion
Example: 01

4. Click the Enter @ button.

Enter the Personnel Number of the individual to be Promoted. Click Enter to retrieve the name of the
individual and verify that the Personnel Number is correct.

NOTE: Only enter the SSN and name for New Hires.

If you need to look up the personnel number, click your cursor in the field and click on the matchcode
search button to the right of the field for search options.

The system defaults the current date, but you can change the date to a day in the past or in the

future.

There are several available Reasons from which to choose. For specific information on each reason,
view the business process overview section at the beginning of these instructions.
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Click Enter and verify the information is correct before proceeding.

Employee Action Request

O & ¢ M
Existing PCR Mo, |
Fersonnel ka. 20000610 Susan Castro
Last 4 digits (S5 First Last
Effective an ogsags2e11
Action Type 1 Fromaotion (MC)
Reason {1 Promotion

5. Click the Create (F5) IEl button.

If the information is correct, click Create to begin the process.
Leave the Existing PCR No. field blank if you are creating a new PCR.

Several fields on this screen are mandatory. The system will not let you continue if you have not
provided data for the mandatory fields. If you are unsure which fields are mandatory, click Enter, and
the system will prompt you for information in the mandatory fields.
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Employee Action Request

Initiate WWF

PCR Mumber

FPersonnel Mumber 80000610 Susan Castro Action: €1 Promuotion (NG
Last 4 digits(SSN) Reason: (81 Promaotion
Effective on Chng 5t:
CURREMNT PROFOSED
Pers.Area 4601 Cultural Resources Fers.Area 4601 Cultural Resources
Subarea MCE1 Tday Marm Subarea WCE1 Tday Morm
EE Group A SP& Employees EE Group A SPA Employees
EE Subgroup | A1 FT N-FLSADT Perm EE Suburp a1 FT N-FLSAQT Perm
Org. Unit 20018310 CR CDS A&H MOH Design Sec Org. Unit 20010137 CR CDSASHHIS RES Resear
Joh 30061528 Museum Specialist Joh 30061497 Research Historian
EE Position  B50@18F5 Lighting And Interactive Desiogn . EE FPosition 600833180  Research Historian
Basic Pay
Pay Scale type 81| Graded Pay Scale type 01| Graded
Pay Scale Area A1) Annual Salaries Pay Scale Area 01 Annual Salaries
Pay Scale Graup GREG Level |GR Pay Scale Group | GRAS Level |GR
Annual Salary 31,4959, 00 Hrly Sal o.oo Annual Salary 35,154 .80 Hourly Salary
Calc Step - 0O Calec Step - 0 1800
Hin 35,337 .00
Max RA, 330 00 Mext Ine Date
Dates
Last dayworked
6. Update the following fields:
Field Name Description Values
EE Position New position number assigned to the Enter value in EE Position.

employee

Example: 60083310

Annual Salary

Employee's annual basic pay

Enter value in Annual
Salary.

Example: 35,154.90

7. Click the Enter @ button.

Enter the Position number that the individual is being promoted into, and their new salary or hourly

rate. Click Enter to validate the data.

L]
8. Click the Save (Ctrl+S) button.

Click Save to save the data and receive a PCR number. The PCR has not been submitted to workflow

yet.
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[E Infarmation

0 PCR 1000005272 saved

9. Click the Continue (Enter) button.

You can save this information as many times as you like. Each time you will receive a confirmation of
the save. You will not be able to create a note attachment until you have saved it at least once. If
you have already submitted the PCR to workflow, you will not be able to change the details, nor save
any new information, only display the existing details.

Employee Action Request

Ini Create... 3 Create Attachment
Attachment list Create note
PC Private note Create external document (URL)
Pe Send 3
Lz Relationships E Bar Code
Efi Workflow y 3 Chng |08/04/11 ZW
My Objects 4

|
H

elp for object services

10. Click the Services for Objects button.

11. Click Create... >> Create note.

You can enter any information that would be useful to the approvers downstream using the notes
area, or attachment area. If you just need to type some information in, or copy and paste from an
email, create a note. If you want to add a document as an attachment, use the attachment area.

This note and attachment area gets attached to this specific PCR only. It will follow the PCR through
the approval/rejection process and live with the PCR into the future. When the PCR has been
approved, and you are processing the Action (such as a New Hire action), you will need to recreate
any notes or attachments if they need to be attached to the Action record as well.

Notes entered during PA Workflow must follow OSHR’s Action Notes Template:
https://www.osc.nc.gov/documents/action-notes-template

I= Create note

Title of note Pramotion infarmation

Enter information as appropriate to support the promation actian on this individual.

LT D]
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12. Update the following fields:

Field Name Description

Values

Title of note The short text to act as the title of
the attachment

Enter value in Title of note.

Example: Promotion information

Long text An open text field

Enter value in Long text.

Example: appropriate information

13. Click the Copy (Enter) button.

|8 .| Employee Action Request

Initiate Wik

PCR Mumher TOREREs2T2
Persannel Murmber BO0BAGTE| Susan Castro

Action: | £1 Pramotion (NC)

Last 4 digits(S5H) Reason: |01 Pramatian
Effective an Chhg (08708711 ZWFINOMPROAT| St: |D Created
CURRENT PROPOSED

Pers Area 461 Cultural Resources Pers Area 4501 Cultural Resources

Subarea WCO1 Tday Marm Subarea HCE1 Tday Marm

EE Group & SPAEmployvees EE Group A SPA Emplovees

EE Subgroup (A1 FT N-FLSAQT Perrmn EE Subgrp A1 FT M-FLSAOT Parrm

Cirg. Unit 20018310 CR CDS ALH MOH Design Sec Cirg. Unit 20018137 R DS A&H HIS RES Resear
Jok 001528 Museurn Specialist Job 3L0E1497 Research Histarian

EE Position 658018750 Lighting And Interactive Design.. EE Position

GO0E83318)  Research Historian

Basic Pay
Pay Scale type 01 Graded Pay Scale type 01| Graded
Pay Scale Area 01 Annual Salaries Pay Scale Area B1] Annual Salaries
Pay Scale Group GREG Level [GR Pay Scale Group GRES Level |GR
Annual Salary 31,959.00 Hrly Sal o.an Annual Salary 35,154 .90 Hourly Salary
Calc Step - 0 Calc Step - @ 10680
Min 35,337.00
Max RG, 330 .00 Mext Inc Date
Dates
Last day warked

14. Click the Enter @ button.

]
15. Click the Save (Ctrl+S) button.
16. Click the Initiate WF Initiate V\F button.
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Select the Initiate Workflow button to send the Promotion Action through the approval process. No
changes can be made after the PCR has been submitted for approval, unless the PCR is rejected at

any stage and sent back to you (the initiator/requestor).

[= Information

o PCR 1000005272 successfully sent to Work Flow

17. Click the Continue (Enter) button.

Employee Action Reqguest
O & & @

Ch

Existing PCR Mo, |

Persannel Mo.

Last 4 digits (SSA) First Last
Effective an pa/segi2onm

Action Type Pramation (MC)

Reason Fromotion

18. Click the Back (F3) & button.

19. The Initiate Promotion Action is complete.

After Workflow Approvals have been received, process with the Complete Promotion Action process.

Instructions for Completing the Action

Access Transaction:

Via Menu Path: SAP menu ==> Office ==> SBWP — Workplace

Via Transaction Code: SBWP
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SAP Easy Access
Byl=C0E a8

O Favorites
= 3 SAP menu
TOofce .
i SEWP - Workplace
b O Telephone Integration
& 22 Appointrnent Calendar
b Room Reservations
2 SV - Start Workdiow
b [ Business Docurments
I+ 1 Motific:ation
I (3 Cross-Application Components
I Logistics
I (3 Accounting
b 00 Human Resources
I 3 Informiation Systems
b 3 Tools

20. Click the SAP Business Workplace (Ctrl+F12) @ button.

These instructions assume you have already initiated the Promotion Personnel Change Request (PCR)
in workflow, and you have an approved PCR ready to be processed as a Promotion in the system.

Business Workplace of Workflow Initiator
|!_'_? Mew message ||m Find folder ||ﬂ_ﬂ Find document | Appointrment calendar |B Distnbution lists |

= Inkegn -
Unread Documents 0 Business Workplace

Documents 0
b [ Warkfioe 1
B Crverdue entries 0
B Deadine Messages 0
¥ Incomect entries (1
b 5 Outhioe
I 8 Resubmission
I+ Private folders
I ¢ Shared folders
I ¢B Folders subscrbed to
B Trash
™ Shared trash

21. Select Inbox >> Workflow.

You can process using step 22 or step 23.
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Business Worikpiace of Workflow initiator

B ew messane  [EIFind falder  [H} Find docorent B8 Appointment calendar BB Distibution lists

M gf”l"z‘a“ Uy (I S@ls @ 2] [¥ES (E.S .= (SIS ELFFLIE
s nbox
« @] Unread Documents 0 Workflow 1
- & Documents 0 Ex_|Title Status  Creation Da_| Creation P At Co_ W
= [ workdiow 1 # 4601 Create PA Action - Promotion (MC) for Susan Castro - PCR: 1000006272 P 08082011 083046 § o)
v [ Grouped accarding to content

v [ Grouped according to content type
v O Grouped according to sort key
v [ Grouped according to task
. Overdue entries 0
. Deadline Messages 0
. Incorrect entries 0
» €3 Outhox
» B Resubmission
» ¢@ Private folders
» ¢@ Shared folders
» ¢ Folders subseribed to
« [ Trash
« [ Sharedtrash

&~ Tips & tricks: Create Attachment...

4601 Create PA Action - Promotion (NC) for Susan Castro - PCR: 1000005272

Description Objects and attachments

PCR Initiator. « PAPCR: Susan Castro PCR:1000005272

+ PCR_List: Workflow Tracker
Please complete all data for the new personnel action for

Employee Susan Castro ~ Personnel #80000610 based on the
attached request.

* Make sure to Save your changes before exiting from the
screen, and do not press the ‘Complete Work ltem’ button until

22 Select the PCR 4601 Create PA Action - Promotion (MG for Susan Gastro - PCR: 1000005272

23. Double-click on row.

24. Click the Execute (F8) button.

A list of your approved (or rejected) PCRs are listed on the right side of the screen. Select the PCR to
be processed and click Execute (or double-click the PCR). You can view the PCR details and/or
Workflow Tracker details prior to executing the PCR if desired. Once executing the PCR, the
Promotion action will be launched.
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|.| Personnel Actions
&

&|(=]I[& =2l
Ohject manaager scenario: EMPLOYEE

~ % Perzon Personnel na. sooeoa1a
« [Hl Callective search help Marme Susan Castro
0 %fearchﬂar;n EEGroup  |&  SPAEmplovees Persa 4601 Cultural Resources
. ree sear:
EESubgroup (A1) FT KW-FLSAQT Perm CostC [46995899898| CULTURE RESOUR..
From OEsesl 2011

FPersonnel Actions

Action Type Fersann... EE group | EE subg... m
Mew Hire (NC) —
[Promotion (NG
ReinstatementReemployment{hC)
Leave of Absence (MC)

Gdick Entry (MCY

Irestigatory WilF ay (MG
Suspension (MC)

mon-Beacon to Beacon(MNiz)
Transfer (HCY

Appaintment Change (N

-

25. Update the following field:

Field Name Description Values

From Effective date of the personnel action Enter value in From.

Example: 08/08/2011

26. Highlight Promotion (NC) action type.

27. Click the Execute (F8) button.

The effective date is the date the Promotion will go into effect.
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Copy Actions (0000)

| ﬁ @E}{ecute info group &7 Change info group

Pers.MNa. BOABEET B

Mame Susan Castro

EEGroup & SPAEmplovees Persd (4601 Cultural Resources
EESubgroup (A1 FT M-FLSACT Perm

Start i FENNN (T to 1243148999

FPersonnel action

Action Type 1 Pramation {MC) -

Reason for Action [ Fromuotion

Status

Customer-specific -
Emplovment -
Special payment -

Organizational assignment

Pasition BOHE331E)  Research Histarian
Fersonnel area 4601 Cultural Resources
Employee group [ SPA Employees
Employee subagroup &1 FT M-FLSAOT Perm

Additional actions

Start Date  Act.  Action Type AR |Reason far action

28. Click the Enter @ button.

/My Record valid from 01/01/2008 to 1263159999 delimited at end

The system will provide a yellow warning message informing you the existing record will be delimited.
Click Enter past this warning message.

Notice at the top of this screen the title includes the word “Copy.” This action takes the original

action and makes a copy of it, delimiting the previous record and saving the new record. The word
“Create” in the title indicates that this infotype is being created on this person's record for the first
time.

& Person and position hawve different ermployvee groupsfsubgroups

When the employee subgroup is different from the position employee subgroup you will receive a

warning message. Click Enter & to continue.
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PER-74 - Promotion Action

Infotype Text

EE @ FE BE

Enter or paste appropriate cumment5.|

29. Click Edit, >> Maintain text.

To add your comment based on agency or OSHR Policy/Guidelines. Remember you can cut and paste
from the PCR.

30. Click the Enter @ button.

L]
31. Click the Save (Ctrl+S) button.

Create Organizational Assignment (0001)
B L

2rg Structure

BEEEEETD
SPA Employees
FT M-FLEAOT Perm
il (7 to

Personnel Ma MHarme
EEGroup )
EESubgroup A1

Start

Statu
124314959499

Active

Enterprise structure

CoCode MCET STATE OF MC

Pers.area 4601 Cultural Rezources Subarea

Cost Cir 4699999999  CULTURE RESOU . Bus. Area
Fund

Func. Area GEONAEEOAEEAGEAE1 General Government

Personnel structure
EE group B SPAEmplovees

FT M-FLSACT Ferm

Payr.area

EE subgroup A1 Contract

Organizational plan

Percentage | 100, 6E B assignment
Position GOOZ23310| 201000002039

Research Histarian
Jah key 20001497 Resrch His

Reszearch Histarian
Org. Unit JOETET3T| 48020102037

CR CDS ABH HIS RE ..
org. key 46E14699999599

Susan Castrao
Fersa 4601 Cultural Resources

WCa1 Tday Barm
4600 Cultural Resources
4699995999 CULTURE- SUSF ..

&1 MG Monthly
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PER-74 - Promotion Action

32. Click the Enter @ button.

Enter the Contract if required. The Contract key identifies eligibility for Medicare, less than 5 yrs for
STD, and the Rehire of Retiree statuses.

Q If the contract field is completed on the previous ITO001, it will copy to
CRITICAL! the new ITO001.

J
33. Click the Save (Ctrl+S) button.

Create Related Experience (9822)

A4
Personnel No Name
EEGroup A SPA Employees PersA Health Human Services
EESubgroup 21 FT N-FLSAOT Perm Statu  Active
Start To 12/31/995%

(Not to be used for Supplemental Staff)

Classification
Position 65002858 800904001427

Facility Survey Consult I
Job 30002888 Fac Survey C

Facility Survey Consultant I

Related Work Experience

Months |€ Calculated Months: 0

Related Education
Ig a1l
Months 48| |

34. Click the Enter @ button.

Best practice is to enter any data as appropriate, review all data, and click Enter to allow the system
to validate the data.

Agency representative will need to enter the following fields:
o Related Work Experience

o Related Education Months

Click the Save (Ctrl+S) button.
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The system will display a yellow warning message informing you the existing record will be delimited.
Click Save to move pass this warning message.

[E Create Vacancy

5 B5001875 Lighting &nd Interactive Designer

Create an

[‘r‘es ” Mo ”R Cancel

35. Click the Yes button.

Click Yes to create a vacancy in the position from which the individual is leaving.

[= Delimit Wacancy

i 5 B0083310 Research Historian

| Delimiton g /07 /201 1|l

[‘r‘es ” Mo ”R Cancel

36. Click the Yes button.

Click Yes to delimit (put an end date to) the vacancy of the position into which the individual is being
promoted. If you click No, the position will show up as unoccupied on vacancy reports.

) Use PO13D to review infotype 1001, BOO8 holder relationship was
\1,) delimited or created. IT1007 Vacancy — controls whether it shows up on
Information  the Bl Report correctly.
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Copy Planned Working Time (0007)

Bl @Wnrk schedule

Personnel No
EEGroup A
EESubgroup a1l
Start

Work schedule rule
Work schedule rule
Time Mgmt status
Working week

Working time
Employment percent
Daily working hours
Weekly working hours
Monthly working hrs
Annual working hours
Weekly workdays

Additional fields

Name Erven (= lmas
SPA Employees PersA 4601 Natural and Cuttural Resources
FT N-FLSAOT Perm Statu Active
To 12/31/9999 Chg.
DOINOSGN| MTWHF-8,5a5-0 WSR Finder

1 - Postive Time Recording
Wk - Sun (mdnt) - Sat

100.00

40.00
173.33
2080.00

37. Click the Enter @ button.

Adjust their work schedule as appropriate and save the data.

The Work Schedule Rule and Time Mgmt status defaults from the employee's enterprise structure. It
is critical that you review for correctness (including the working week) and change the work schedule
as appropriate for the employee if it is different from the one that defaults.

If the individual is part-time, be sure to check the Part-time employee box and verify the working
hours are less than 40.

The defaulted work schedule is based on information provided by the various agencies and
Integrated HR-Payroll System team members.

Q

CRITICAL!

Subject employees must be positive time. Employment percent always

should be 100%.

[ ]
38. Click the Save (Ctrl+S) button.

Notice that when you change the details on the working time infotype, the system reminds you to
also manage ITO008, Basic Pay.

@, Attention: Please check Basic Pay infotype (0008}

39. Click the Enter @ button.

[ ]
40. Click the Save (Ctrl+S) button.
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[= Possible subseguent activi...

P

(&) Enrolled on
¢
* Terminated on B ATI2011
* (O Autamatic Plans

{iDefault Flans

Al plans

Add. functions e 2e11
(CIPlan overview
(JEnroliment Form

(IPaticip. Manitar

&0

Subsequent activities should be completed only if the employee is being promoted to a positionin a
different retirement system than his or her current position (for example — going from TSERS to
LEORS).

41. Click the Cancel (F12) button.

If you do not need to make changes to the benefits of the individual, click Cancel to bypass this
infotype.
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Create Basic Pay (0008)

@ @ ﬁ Salary amount Payments and deductions
Personnel Mo | BOEOOGT0 Mame Susan Castro
EEGroup A SPA Employvees PersA (4601 Cultural Resources
EESubgroup (A1 FT M-FLSAOT Perm Statu  Active
Start peroe/2m1) to 1243179959

Subtype ] Basic contract

Salany

Reason 213 Cap.Util.l 100 [0

PS5 type 1 Graded WikHrs!/period 173,33 Monthly

PS Area B1 Annual Salaries Mextinc.

PS aroup GRES Level (GR Ann.salary 35,154 .90 Ush
Wa.. Wane Type Long Text 2. Amoaunt Curr.. L. AL MumberiUnit Unit E
10008 Regular Salary 2,929.53 UsD
i) i)
Iv [p8/@8/2011) - (1273179999 4 | » | 0.00 [UsD

42. Update the following field:

Field Name Description

Values

Reason for the action such as
Promotion

Reason

Enter value in Reason.

Example: 71

43, Click the Enter ¥ button.

The pay scale values (pay scale type, pay scale area, pay scal

e group and level) have been designed to

default based on the rules assigned to the employee's position. If the pay scale values do not default,
please contact BEST Shared Services or your BEST HR Specialist.

Enter the Reason Promotion (Z1), click Enter to validate the data. Notice the Annual Salary field has

retrieved the amount submitted via workflow (or the hourly

field is appropriated).

You will enter the hourly rate in the amount field manually; then press Enter and the annual salary

automatically calculates.

[ ]
44, Click the Save (Ctrl+S) button.

2/5/2021 NORTH CAROLINA OFFICE OF THE STAT

E CONTROLLER PAGE 18 OF 21



PER-74 - Promotion Action

Personnel Actions
@

IR EENTREY
Object manager scenario: EMPLOYEE
- @ Persan

« {H} collective search help

« {H} Search Term

« H} Free search

Fersonnel no.

Mame Susan Castro
EEGroup ) SPAEmplovees
EESubgroup |&1 FT M-FLSAOT Perm
Frarm aasa8 2011

Persd (4601 Cultural Resources
Costc 4699999999 CULTURE RESOUR..

FPersonnel Actions

Action Type

Mew Hire (MC)

Fromuotion (M)
ReinstatementiReemploymentMiC)
Leave of Absence (NC)
Quick Entry (NC)
Investigatony WP ay (NC)
Suspension (NC)
maon-Beacon to Beacan{™C)
Transfer (MNC)

Arnnninttnant Thanaa (O

45. Click the Back (F3) & button.

ktern Has To Be Camplated Ex

[ infa. I|ELDg || {374tachmnts | .

@B Agents |

Fersonn... EE graup

4601 Create PA Action - Promotion (NC) for Susan Castro - PCR:

|»

46. Click the Complete Item |

1000005272

Description
PCR Initiator,

Please complete all data for the new
personnel action for Employee Susan
Castro ~ Personnel #80000610 based on
the attached request.

* IMake sure to Save your changes before
exiting from the screen, and do not press
the ‘Complete Work ltem’ button until the
necessary changes have been
Completed.

**If you need to Cancel the entire PCR,
click once an the work item to highlight
it. press the ‘Other functions..." button

Objects and attachments

« PAPCRE: Susan Castro
PCR:1000005272
o PCR_List: Workflow Tracker

[

[ Complete wiork ltem |[% Cancel |

w* Complete Wark term | button

EE subug. ..

-

-
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Only once all of the infotype screens within the action have been processed and the system has
returned you to the main screen will this Complete button be visible. Now you may complete the
PCR in workflow.

Business Workplace of Workfiow Initiator

@New message [H] Find folder [H] Find document @Appointment calendar B Distribution lists

- grlkilace:v\forkﬂowlnitiator @@ Sy N @ .= |E”§”@ ‘”E”$ ‘”E|
- & Inbox — —
« ] Unread Documents 0 Workflow 0
- ] Documents 0 x| Title Status

[ Workflow 0
vy [ Grouped according to content
vy [ Grouped according to content type
vy [ Grouped according to sort key
v [ Grouped according to task
- Overdue entries 0
- Deadline Messages 0
- Incorrect entries 0
» £ Outhox
» ¢B Resubmission
» B Private folders
» ¢@ Shared folders
» ¢35 Folders subscribed to
« T Trash
« T Sharedtrash

47. Click the Back (F3) & button.

You can remain in this SAP Business Workplace and process additional PCRs, or click the Back button
to return to the main SAP screen.

SAFP Easy Access
™ & #HE 7| v a

« [ Favorites

= < 5AP menu
v O Office

v [ Cross-Application Components

v [ Logistics

v T Accounting

v [ Hurman Resources

v O Information Systerms

b

L Tools

48. The Promotion Action is complete, but we recommend reviewing via PA20 all infotypes that have
been processed.

Additional Resources

Training HELP website: https://www.osc.nc.gov/state-agency-resources/training/training help documents
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PER-74 - Promotion Action

Change Record

Change Date: 2/5/21 (B. Johnson)
Changes: Infotype 0007
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