PPOSE NAVIGATION TIPS oM

JoB AiID OM-21

The purpose of this job aid is to provide navigation tips for PPOSE in Org Management.

OM Navigation

Use the following icon legend to identify organizational objects

displayed in SAP:
Reports (line) to (A/002) | Org Unit to Org Unit
Cost Center (A/011) Org Unit to Cost Center

Is Managed by (B/012) Org Unit to (Chief) Position

Belongs to (A/003) Position to Org Unit

Holder Person to position
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Hide/Show Object Manager

1. To hide or show the
Object Manager, select
the Settings menu.

2. To select the columns
to be displayed click
the Column
Configuration button.
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PPOSE Screen Layout
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PPOSE Screen Buttons

The “Goto” button shows the organizational structure in different ways. For example, by selecting Organizational
structure the view shows only the organizational units without any position information. By selecting Staff assignments
(structure), the view shows both the organizational units and the positions attached to them.

The “Column Configuration” button allows selection of the columns the user wishes to view; for example, Object ID
Number or Validity Period.

The “Large/small results list” button allows the user to maximize or minimize the view of the search area.

This button minimizes the Detail area of the screen to expand the Overview area.
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PPOSE Procedure
To change the organization being viewed:

1. Ensure that the Object Manager window displayed on the left side of the screen. It looks like this:

I || I I _ || © I %.l If the Object Manager does not appear on the screen, use the menu path Settings > Show Object
O?hjg rga”ager SLENAMD. OMEOOD | Manager (this same menu path allows the user to hide the Object Manager if they do not need to
ranizational unt search for other organization units).
fEl Free search
il Search Term
fE} sStructure Search Click on Bl Search Term
] onject Histary
I 8 Position
[ & Job
> @% Person
L& User
I & Task
B Object history

in the top panel to open a search window.

2. From the search window, enter the text name of the org unit, or alternatively, enter the 8-digit org unit number.

III::'Find Crganizational unit

With name Officef

Assigned

L]

to
Chject

L]

3. Click the button to generate a list of org units matching the search criteria.
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4. Look in the results pane (the bottom portion of the Object Manager) and double click on the organizational unit for which the user
wishes to display the organizational structure.

EIE IR EEBIER = ER

Hit list

E}{iaten___IName |ID |
Dffice of the State Auditar O 10000008

‘ Office of the State Controller O 10000027

Office of Administrative Hearings O 10000033

To hide the details section of the screen:

1. To toggle the details of the screen contains some additional details for each org unit, position, or person selected, but can be hidden to
make it easier to view the org structure.

|t| Details for Organizational unit Office ofthe State Auditor

The details section of the screen contains some additional details for each org unit, position, or person selected, but can be hidden to make
it easier to view the org structure.

To view the organizational structure:

1. There are several different types of views available from the Organization and staffing Display screen. To show org units, positions
(including the “chief” designation), and people, click the Goto EJH button (located in the menu bar above the main
section of the window) and select Staff assignments (structure)

N 1 5 e 5 G [

Account Assignment
Enhanced Checks

Managerial Assignment

Qrganizational Structure
Staff Assignments (List)

‘ Staff Assignments (Structure)
Staffing Analysis

Task Assignment
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To view the organizational structure (Continued):

2. Different parts of the organization can be viewed using the key below:

This icon denotes an organizational unit. The long text description is noted immediately to the right of the
icon, and the short text description is available in the “Code” column. The name of the person holding the
“chief” position for this organizational unit is listed in the “Chief” column.

This icon denotes the “chief” position for an organizational unit. A position becomes a “chief” position when
the relationship “Manages...” is established between the position and org unit to signify the org unit manager.

To view other options

1. To view other options, click the Column configuration button on the toolbar. This shows other information about the organization being
viewed (such as relationship description, the ID numbers for each organizational object.

[= Column Configuration

Displayed columns |
[] Code
O
Relationship text
Chief
[w] Validity period
[ Relationship Period
[ Percentage
[w] Warkflow

!V! Technical infarmation !x !
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