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Introduction

Use this procedure to request the maintenance of a position within SAP and to process the request.
Process
This task is a part of the Organizational Management process.
Trigger
Perform this procedure when an existing needs to be changed.
Prerequisites
e The postion must already exist in SAP.
Menu Path
Use the following menu path to begin this transaction:

¢ Toinitiate the request: BUworks Central # Manager Self-Service & Organization

2 Organization Management Actions
e To track the request: BUworks Central # Manager Self-Service 2 Organization Team
e To validate and approve the request: BUworks Central #+ Worklist

Transaction Code
None
Tips and Tricks

e Attimes you may need to use your scroll bar to view additional information.

o Review the position you need to maintain using your Organizational Profile, obtain the ID of
the position (8 digit number), understand the current attributes, and impacts of the change.

¢ Initiators may alter the same information they entered in the Create Position Form and
propose a stipend if the position is filled. Therefore, if you would like to request the change of
an attribute handled by Compensation, Organizational Management, or Budget, you enter
your request in the provided Comment field.

e As this is a new process, provide details of your request in the comment section.

e If a data correction needs to be made on the position, contact Human Resources to address
the correction. A maintain position request does not need to be submitted.

e There is no save feature for this form, If you exit the form or the form times out, you will lose
the entered data.

¢ Note the effective date. This is when the position change will become active. Until then you
will not be able to see the changes on the position in the org profile or hire someone into the
position (if a posting indicator is requested).

e Also included in this procedure is a portion of the workflow involved and the results once they
are approved.

Reports

None

1/40 Status:Final w/o SME Review
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For this demonstration, the position of 50002343 (Assistant to Dean) will change
from staff exempt full-time, to staff exempt part-time.

2/40 Status:Final w/o SME Review
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Procedure

1. Start the transaction using the appropriate form name, portal, or transaction code.

Manager Self-Service

p PrganizationoE0EMozillatiresoxs

@ - ‘s | EH http:juspdbw20.bu.edu:S0000/iripartal -| - P

Organization - DPO

BUworks Central

Home Employse Self-Service Manager Self-Service

Tesm | Organization |
[41¢]

I Services |

Organizational Overview
- Oroanizetional Profile
» Posttion Profile

Organization
- View Organizational Chart
- Oroenizetional Unt Request Form

Organization Management Actions
. Creats Posttion

2 —— Maintain Postion
- Delimit Position

2. Click the Maintain Position link to go to the Maintain Position screen.

N 3/40 Status:Final w/o SME Review
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Maintain Position

6 - C 0 (& |EH httpiffuspdbwz0.bu irjfpartal W | |29 Googe 2l
J [ Maintain Position - DPO

Tesm | Organization |

Maintain Position .E@
& Maintain Position
3 :
[~

3. Click in the Position field.

P 4/40 Status:Final w/o SME Review
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Maintain Position

i = [=]x]
Fle Edt ¥ew History Eookmarks Tooks Help
@ - C X & hittp: fuspdbw20.bu irjfportal et B P

Tesm | Organization |

Maintain Position @E@
& Maintain Position

45 ““99“9{ [ |9y Skt Fastion

<]

4. Asrequired, complete/review the following fields:

Field R/O/C Description

Position Required Describes the specific duties and requirements

for which an employee is responsible.

Example:
50002343

N 5/40 Status:Final w/o SME Review
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Maintain Position

irjipartal

Tesm | Organization |

Maintain Position ,If‘

£ Maintain Position
5 i aa02343}—FF 5y, Select Position

5. Click the Select Position button ' 823 Select Pasttion | to open the position form.

6/40 Status:Final w/o SME Review
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Maintain Position

| CEintEn Position D0 EWozillaiTeion
File Edit Wiew History Bookmarks Tools  Help
@ - C X @ http: fuspdbw20, b, sdu:S0000irjjportl -| - P

Maintain Position - DPO

BUworks Central

IHnm! Employee Seif-Service | WU TP O worklist | WiebGUI | Reporting (TEST)

Tesm | Organization |

Maintain Position EE;‘
[~
& Maintain Position: Department View - 50002343 - ASSISTANT TO DEAN - Start: 01/01/1900 End: 12/31/9999 =
Current Position Data liew Position Data
Overview Overview
6 Posttion Details— Cast Distrisution  Description Delals — Eszanial Funct e =] Posiion Details | CostDistrioution  Desoriction Details  Essertial Functions BOE|
Position Detail Position Details
Organizational Unit. 10000543 052050 Office of Dean of Studerts Efiective Date: * [ |
Job: 20050124 WiP3 _PA_ADIR WiP3 _PA_Assistant Director
Pasition Lang Name: Qrganizational Unit: * .
Assistant to the Dean 10000543 3oy Select Orglnit | 052050 Office of Dean of Students
Job: *
20050124 Bay Select Job | WP3_PA_ADIR WP3 _PA_Assistant Director
Position Lang Name: *
Assistart to the Dean
[]Managing Position?
[ Post Postion?
[ Temporary Postion )
[ Payroll Caordinator Postion 3
7
] Time: Administrator Postion 0 ';”E;EPB‘”?( P°j’“°"'
[ Obsolste Postion L 1gestReetion] 3
[ Temporary Pastion
Maximum Salary Amount 78,000.00 [IPayroll Coorcinator Position?
[ Tims Administrator Position?
] Oksolets Post
Mazimum Salary Amourt; * 78,000.00
Previous Comments
Commerts:
V=

6. Click the Additional Tabs button to view a list of all of the available tabbed regions.

Q All current information on the position is presented in tabs. The tabs contain the same data as
the tabs in the Create Position Form. To navigate the tabs use the left/right arrow keys.

The main header of the Form contains the current view, Position ID, Position Title, and the
validity date. The sub-headings divide the Form into the current position details (left) and the
new position details(Right).

N 7/40 Status:Final w/o SME Review
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Maintain Position
D MaintainRositionSDROE Mozl FiTefox:

fle Edt Wew Hgtory Bookmarks Took Help

6 - C X @ httpfuspdbwa0. bu. sdu:S0000irjiportsl v - [9g- P

[+

‘ Maintain Position - DPO

BUworks Central

Manager Self-Service

| Tesm | Organization | ©

Maintain Position E If‘ =
& Maintain Position: Department View - 50002343 - ASSISTANT TO DEAN - Start: 01/01/1900 End: 12/31/9999 a
Current Position Data liew Position Data
Overview Overview
Posfion Detalls | Cost Distribution | Description Details | Essential Functions EE Position Detalls | Cost Distrioution | Description Detalls  Essertial Functions EnE|
7 = = Position Details = =
Position Detail it Distrtion Position Details
Organizational Unit. 10000543 052050 Office of Dean of Students!  Description Details Eftective Date: * [ |d
Job: 20050124 WiP3 _PA_ADIR WP3 _PA_Assistart Direct
’ Essertial Functions
Pasition Lang Name: 3 Qrganizational Unit: * .
Assistant to the Dean Postion Recuiremerts 10000543 3oy Select Orglnit | 052050 Office of Dean of Students
HR Comp Dats dob: 3
ETETE
citionsl OM Data g R Boy Select Job | WP3 _PA_ADIR WP3 _PA_Assistart Dirsctor
Position Lang Name:
Budget Data Assistart to the Dean

[]Managing Position?

[ Post Postion?

[ Temporary Postion

[ Payroll Caordinator Postion
[] Time: Administrator Postion
[ ] Obsolste Postion

["IManaging Position?

[ Past Posttion?

[ Temporary Pastion

D Payroll Coardinator Position?
[ Tims Administrator Position?
[ bsolste Postion

Mazimum Salary Amourt; * 78,000.00

Mandmum Salary Amourd 78,000.00

Previous Comments:

Comments:

B
7. Select the appropriate tabbed region from the list.
ﬁ You can review other information related to this position by clicking the appropriate tab.
For this scenario, you will view the current tabbed region of Position Details.
8/40 Status:Final w/o SME Review
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Maintain Position - DPO

S Mozilla aretox:

on;-D

Fle Edt Wew Hitory Bookmarks ook Help

6 + @ X (o B hitp:fuspobw2.bu.edu: 0000/ portal -

Maintain Position - DPO + -

Maintain Position

& Maintain Position: Department View - 50002343 - ASSISTANT T0 DEAN - Start: 01/01/1900 Enck: 12/31/9999 g
Current Position Data HNew Position Data
Overview Overview
Posfion Defails | Cost Distribution  Description Detalls  Essential Functions mo= Posiion Details | CostDistrioution  Desoriction Details  Essertial Functions Bo=
Position Detail Position Details
Organizational Unit. 10000543 052050 Office of Dean of Students Efiective Date: * [ | 8
Job: 20050124 WiP3 _PA_ADIR WP3 _PA_Assistant Director

Position Lang Name: Qrganizational Unit. * .
Azsistant to the Dean 10000543 g3 Select OrgUnit 052050 Office of Dean of Students

Job: *

20050124 Bay Select Job | WP3 _PA_ADIR WP3 _PA_Assistant Director
Position Lang Name: *
Assistart to the Dean

[] Managing Position?
[|Fost Fosition?
[| Temporary Posiion
[|Payrall Coordinator Fostion
[ Time Administrator Postion E V;ﬂ:;apg;nsill::jmw?
[] Obsolete Fostion ?
[] Temporary Positian
Maximum Salary Amourt 76,000.00 [ Payroll Coorainatar Postion?
[] Time Administrstor Position?
] Obsolete Postion

Mazimum Salary Amourt; * 78,000.00

Previous Comments:

Comments:

8. Click in the Effective Date field.

P 9/40 Status:Final w/o SME Review
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p paintaimiosinon DRIz aNrET0
File Edit Wew History Bookmarks Tools  Help
@ - C X @ hittp: ffuspdbw20. bu. sdu:S0000irjjportl -y P
Maintain Position - DPO - -

BUwaorks Central

IHnm! Employee Seff-Service | WUTITPEET U | wiorklist | WiebGUI || Reporting (TEST)

Maintain Position EE;‘
£ Maintain Position: Department View - 50002343 - ASSISTANT TO DEAN - Start: 014011900 Endk: 121319999 g
Current Position Data Hew Position Data
Overview Overview
Posfion Defals | Cost Distribufion,  Description Defals | Essential Functions mnE Posion Detals | Cost Distrioution | Desoription Detalls | Essertial Functions | [ v 5]
Position Detail Position Details
Organizational Unit. 10000543 052050 Office of Dean of Students Efiective Date: * [ | 9
Job: 20050124 WiP3 _PA_ADIR WP3 _PA_Assistant Director
Postion Long Name: Organizational Uit *
Assistart to the Dean 10000543 By Select OrgUnit | 052050 Office of Dean of Students
dob: *
WP3_PA_ADR WP3_PA_Assistant Director
Pastion Long Neme: *
Assistant 1o the Dean
[ Managing Position?
[]Post Postion?
[ Temporary Posiion 1
[_|Payrol Coorlinator Postion 3
[ Time: Administratar Postion [ {iepesipaicstond
) [Post Posttion? =
[]Obsolete Postion
[ Temparary Position
Maximum Salary Amount 78,000.00 [IPayroll Coorcinator Position?
[ Time Administrator Postion?
] Gbsolste Pasti
Mazimum Salary Amourt; *
Previous Commerts:
Comments
V=
9. Asrequired, complete/review the following fields:
Field R/O/C Description
Effective Date Required . .
The date the action becomes effective.
Example:
10/40 Status:Final w/o SME Review
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Maintain Position - DPO

b‘m mintainPositionnRa Mo layarero

Fle Edt Wew Hstory Bookmstks Tk Help
@ - @ X & EA hupiuspdbwz0.bu.edusoono/iiportal A

Maintain Position - DPO £ ————— |

jer Self Service

O =
Maintain Position 2,5@
& Maintain Position: Department View - 50002343 - ASSISTANT TO DEAII - Start: 011011900 End: 12/31/9999 g
Current Position Data Hew Position Data
Overview Overview
Posiion Details | Cost Distrioution | Descrigtion Detsils | Essenial Funcions ] Posiion Deliils | CostDistribution | Descriplion Detals | Essertial Functions || [ |[w ][]
Position Detail Position Details
Organizational Unt: 10000543 052050 Office: of Dean of Students Effective Dete: * | 08A%i2011
Jaky 20050124 W3 PA_ADR  WP3 _PA_Assistant Director
Posilion Lang Mame: Organizationsl Unit: *
Assistant to the Dean 10000543 Toy Select Orglnit | 052050 Offics of Desn of Studerks
Job: *
20050124 Toy SelectJoh | WR3 _PA_ADIR WRG_PA_Assistart Director
Postion Long Nams: *
Assistart to the Dean
["IManaging Postion?
["]Post Posttion?
[ Temporary Postion
[IPayroll Coardinator Posttion
.
[ Time: Administrator Postion [CIManeging Fostion
b [Past Pasition?
] Obsolete Postion
[ Temparary Position
Masimum Salary Amount 78,000.00 []Payroll Coordinator Postion?
[ Time Acministrstor Position?
[ Obsolete Pasiion
Maximum Salary Amourt. * 78,000, 10
Previous Comments:
Comments

10. Click in the Maximum Salary Amount field.

11/40 Status:Final w/o SME Review
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Maintain Position

D MaintaimPosition = DP0 S MozillaNirefox HEE8
Fle Edt YVew Hstory Bookmarks Took Hslp
- http: fuspdbw20, bu. edu;S0000/irj/portal M B P
s 7
Maintain Pasition - DPO + -
BUworks Central
Home | Employee Seif-Service WSS yworklist | WiebGLI | Reporting (TEST)
Tezm | Organization |
Maintain Position =1FE =
& Maintain Position: Department View - 50002343 - ASSISTANT TO DEAH - Start: 01/01/1900 Enck 12/31/9999 =
Current Position Data lNew Position Data
Overview Overview
Posifon Details | Cost Distriaution | Deseription Defalls | Essertial Functions e Posifon Detsils | Cost Distribution | Deseription Defalls | Essential Functions mnE=|
Position Detail Position Details
Organizational Unit: 10000543 052050 Office of Dean of Studerts Effective Date: *  [0BA52011
Job 20050124 WP3_PA_ADR  WP3 _PA_Assistant Director
Fosttion Long Narme: EEmETEIT
Agsistant to the Dean (10000543 [[5] [y Select Orgnit | 052050  Office of Dean of Studsrts
Job: *
20050124 3oy Select Job | WP3 _P&_SDIR WP3 _PA_assistant Director
Position Long Name: *
Assistart to the Dean
[ IManaging Postion?
[ Post Postion?
[ Temporary Posttion 1
["Payroll Coordinator Postion I
) -
[ Time: Administrator Postion O L"a;ag'"i P°jm“"
[ Obsolete Postion L {ReztRestion 3
[ Temparary Position
Masdimum Sslsry Amourt 7800000 [ Payroll Coordinator Postion?
[ Time: Administrator Postion?
O
Maximum Salary Amourt: * 78,000.00 ] 1M
Previous Comments
Commerts:
V=

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

Field R/O/C Description

Maximum Salary Required

Amount [The maximum salary amount to be paid to the

employee in this position.

Example:
39,000.00

Q In the New Position Data section, only the tabs with data for which you are allowed to
propose a change are presented. The information from the current position defaults into each
field.

N 12/40 Status:Final w/o SME Review
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Maintain Position
[ D L R - [=]x]

Fle Edt Yew Hstory Bookmarks Tools Help

@ - ‘er BT hitpfuspdbneo.bu eduso00ginipartal |43 £

Maintain Pasition - DPO

BUworks Central

Manager SelfService

I Home  Employes Self-Service

Tesm | Organization

Maintain Position E,Eé
S Maintain Position: Department View - 50002343 - ASSISTANT TO DEAN - Start: 01/01/1900 End: 12/31/9999 g
Current Position Data lew Position Data
Overview Overview
Posifon Detsils | Cost Distrisuion | Deserigtion Detalls | Essertial Functions mn=| { Posilon Defalls | CostDistribuion | Deseription Detals | Essential Functions mnE|
Position Detail Position Details
Organizational Unt: 10000543 052050 Offics of Dean of Studsnts Effective Date: ¥ [06/15/2011
Joky 20050124 WP3 PA_ADR  WP3 _PA_Assistant Director
Position Long Mame: Oroanational Lt
Assistant to the Dean 10000543 Boy Select OrgUnit | 052050 Office of Dean of Students
Job: *

200501 24 Boy Select Job | WP3 _PA_ADIR WP3 _PA_Assistant Director
Fosttion Long Name: *
Assistart tathe Dean

[ Managing Postion?
[]Post Posttion?

[ Temporary Fostion
[7]Payrall Coordinator Postion
[] Time: Administrator Postion
[ ] Obssolste Posttion

[ Managing Posttion?
[ Past Posttion?

[ Temparary Position

[ Payroll Coordinator Posttion?
[ Time Administrator Position?

Maximum Salary Amourd 7800000

Mazimum Salary Amourt: * 39,000.00

Previous Comments:

Comments:

A

5ig
12. As required, complete/review the following fields:
Field R/O/C Description
Comments Required Explanation or more information related to the
transaction.
Example:
position is part-time 50%. max salary only data
change

Entering comments helps speed along the process and ensures subsequent information is
updated accordingly.

13/40 Status:Final w/o SME Review
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Maintain Position

Fle Edt Yew Hstory Bookmarks Tools Help

@ - & 0 4 | EO htpjuspdbwzo.bu.edu:S0000finortal W - »
| Maintain Position - DPO =

Maintain Position @E@
f 1 L 1 [r—— " . f T———
Position Detail Position Details
Organizational Unit: 10000543 052050 Office of Dean of Studerts Eftective Date: * 06M5/2011
Jaky 20050124 WR3_PA_ADIR  WR3 _PA_Assistant Director
Position Long Name: @A
Assistant to the Dean (10000543 [Bey Select OrgUnit | 052050  Office of Dean of Studerts
Job: #

20050124 ooy Select Job | WWP3 _PA_ADIR WP3 _PA_Assistant Director

Position Long Name; *
Assistant ta the Dean

[ Managing Postion?
["]Post Postion?

[] Temporary Postion

[ Payroll Coordinator Postion
[] Time: Administrator Postion
[7] Obsolete Position

["] Managing Position?

[ Post Posttion?

[ Temparary Position

Maximum Salary Amount [ Payrall Coordinstor Position?
[ Time Administrator Posttion?

] Obsolete Postion

Mazimum Salary Amourt: * 38,000.00

E
Previous Comments:
Comments:
possition is parttime 50%. maz salary only data change|
13 -+ (St [ % Ext |
g
13. Click the Submit button =5t | o move the request forward.
14/40 Status:Final w/o SME Review
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Maintain Position

= [=]x]

X

Maintain Position @E@
e LUUDUIZY VRO _FE_AUIN VRO _Fe eSS s =
Posttion Long Name: Crganiztional nk: =~

Assistant to the Dean (10000543 [(F] [y Select Orgnit | 052050  Office of Dean of Studerts
Jdob: *

200501 24 Boy Select Job | WP3_PA_ADIR WP3 _PA_Assistant Director
Fosition Long Name: *
Assistart tathe Dean

[ Managing Posttion?
[]Post Postion?
[] Temporary Posttion
[|Payrall Coordinatar Postion
7
[ Time Administrator Pastion O V;ﬂa;agln?l Poimwn-
["] Obsolete Position [ ] Post Pasition !
[ ] Temporary Posiion
Maximum Selary Amount 78,000.00 []Payrall Coordinatar Postion?
D Time Administrstor Position?
] Obsolete Fostion

Mazimum Salary Amourt: * 38,000.00

Previous Comments: P

Comments:
position s part-time 50%. max salkary only data changs

14

@The ‘Position Request' was routed to the HRICOMP department.
@ Please click EXIT to exit the wincow

[<[[T>]

14. Click the Exit button to close the window.

When the submission is successful, messages appear at the bottom of the screen with green
check marks.

15/40 Status:Final w/o SME Review

Last Modified:10/23/2015 File Name:HCM_OM_MaintainPositionForm.udc © Boston University



H Work Instruction
BUWD ka Onhne HElp Request to Maintain Position - FORM

Manager Self-Service

A
I Services =]

Organizational Overview
- Organizational Profile
- Position Proflle

Organization
» View Organizational Chart
- Organizational Untt Reduest Form

Organization Management Actions
- Create Position

« Maintain Posttion

« Delimt Position

15. Click the Team tab to track the request.

16/40 Status:Final w/o SME Review
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Team

[ EamEnRo ozl
Fle Edt YView Hstory Bookmarks Tools Help

@ - ‘er BT hitpfuspdbneo.bu eduso00ginipartal |43 £

Team - DPO + -

BUworks Central

Home  Employes Self-Service Worklist  WehGUI  Reporting (TEST)

41+ . B
I Services =] Request Tracking n
Employee Information TrackingWumber =  Infistor  Request Type  Affected PersaniOhject Request Date  Stetus Current Agent Last Action Date  Date Completed | =]
16 General i 0000139 PALLOM!  Maintain Position 50002343 -ASSISTANT TO DEAK 06442011 Submited  COMP_RM 0671472011
B00001395 PALULOM!  Mairtein Position 50051534 -Administratar 08442011 Completed 0671472011 081412011
= e T 500001394 PAULOM  Mairtain Postion 50050988 -Administrative Coordinator 0BH4/2011  Completed 05142011 05412011
= Approve Time Sheet Deta 600001393 PALLOM  Mairtain Position 50050568 -Administrative Coordinator 0BA4/2011  Submitted  COMP_RM 0BM 4i2011 A
600001384 PALLOM  Mairtain Position 50050588 -Administrative Coordinator 0BH 42011 Completed 06142011 054120011 . 1
Hiring Forms 600001573 PALULOM|  Create Postion  Mew Position, Name TBD 0BA02011  Completed 06/10/2011 06/40:2011
Personnel Actions B00001369 PALLOM!  Maintain Position 50051426 -Humen Resources Test Position  0609/2011  Submited  BUDGET_RM  06/09:2011
B00001365 PAULOMI  Mairtain Position 50051426 -Human Resources Test Postion  08/9/2011  Submited  COMP_RM 080972011 -

Display History | [ Display Form | [ Refresh

Team Calendar =‘E|

A\ Critical Error

A critical error has oceured. Processing of the service was terminated. Unsaved data has been lost.
Contact your system administrator.

User PAULOMI does not exist in this period E

User PAULOM does not exist in this period:
com sap peuigp.xssipm java FPMRUNtimeE xception: User PAULOMI does not exist in this period
at com sap.poLigh xssfpm java raissException] ager java112)
&t com.sap.pouigh xssfpm java raiseException( ager java:1 22)
at com.sap.peuigh xssutis pernr EmployeeGroupinto.nt(EmployesGroupinta java:140)
&t com.sap.pcuign xssutis pernr wdp Interr roupinfo init(Interr ouplnfo java:183)
at com sap.poLigp xssutis pernr FoEmployeeServices intPernr(FoEmployesServices java:270)
&t com sap pouigh xssutis permr FoEmployesServices.oninttF cEmployesServices java: 226)
&t com sap pouigh xssutils permr wedp InternalFcEmployeeServices onlnitdinternalF cEmployeeServices java: 273)
&t com.sap.pcuign xssutis pernr FEmployeeSer vicesinter face oninit(FcEmployesServicesinter face java135)
&t com.sap pcuigp xssutis.pernr wdp nternalFcEmployeeServicesinterface.onint(InternalF icesinerface jave 198)
&t com sap.pouigh xssutis perme wep IntermalFcEmployeeServicesinter face! orinit(IternalFcEy icesirtertace java: 258)
&t com sap.pouinp xssfpm wi FPMComponert$FPM attachComponent Tolsage(FPMComponent java: 922)
&t com sap.pevige xssipm e FPMComponentSFPM attachCampanent ToUsage(FPMCamponent jave, 891 )
&t com sep.pevige xssfpm.wd FPMComponentSFPMProxy sttachComponentTolsage(FPMComponent java: 1084)
at com sap xss ser tecl ve WeTeamCalendarintsrface oninitivc TeamCalendarinterface java: 206)
&t com sap.xss ser tecl vo. wpIntsrmalVeT Interizce.oni TeamCalencarinter face java:271)
&t com sap xss ger fecl.ve.wdp nternalv'cTeamCalendarinter face $External oninit(Internaly/c TeamCalendarinter face java: 444)
&t com.sap.pcuign xssipm s FPMCompanent doProcessEvent(FPMComponent java:564)
&t com sap.pouigp xssipm wil FPMComponent doEvertLoop(FPMCamponent java:43a)
&t com sap pouigh xssfom s FPMComponent wdbolnit FPMComponent java: 196]
&t com.sap.pcuign xssipm s wop InternalF PMComponent wdDolnitinternalFPMCompanent jave 110}
&t com.sap tc webdynpro progmadel generation DelegatingComponent dolnit(DelegatingComponent java: 1 08)
&t com Sap tc. wehdynpro progmocisl.contraller Controller intContrallr{Controller java: 215) |

16. Click the appropriate tracking number to view additional information.

The Request Tracking screen provides you with a tracking number for your request. Note this
number if you have any questions for subsequent reviewers. Also, you can refer to the value
in the Current Agent field to find out which group currently has the request in their queue.

17/40 Status:Final w/o SME Review
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BUworks Online Help Work Instruction

Request to Maintain Position - FORM

Worklist

D Workiistll By a'a' X
Fle Edit Histe o To el

O cxa - y
J T worklist - DPO +

BUworks Central

I  Eriayee St Service _anager el Servi _m

/B A errer accurred while trying to connect to the provider

Click for details
Tacks (2/2) | Alets | MNoifications

e
Show: [Mew and In Progrsss Tasks (2/2)] 7] &l [+

Show Filters Hide Preview Refresh
Subject

From Sent = Due Status
17 - —_} Edit Form: Maintain Position (ASSISTAMT TO DEAM) #500001 397 =) Joshi, Paulomi Today

r Eclit Form: Mairtain Position { Adminstrative Coordinator) #500001388 =) MSS_TEST 2, Today

L[ Row [ 1Jet2[-]=]z]
Cancel Assignmert | | Manager Substiution

Edit Form: Maintain Position (Administrative Coordinator) 600001388

You can also:
Sent:  Today by MSS_TEST 2, Status:  Hew
Priorty.  Normal

Display Details in SAP GUI

Manage Attachments
Chose ons of the decision options given. This completes the processing of

Create Ad-Hoc Reguest
this step Wiew History
Biefare you make & decision, you can display the attachmerts and objects
wihich have been attached to the user decision. You can also create your own
attachmerts

If you choose Cancel, the user decision remains in your inbox for
Rrocessing.

Attachments
Type Tile
[}  General Natification: Maintsin Pastion

[ Launch webDynpro || Resubmit | [ Forward | [ Assion To Me |

17. Select the appropriate request link from the Subject section to continue processing the request.

Last Modified:10/23/2015 18/40

Status:Final w/o SME Review
File Name:HCM_OM_MaintainPositionForm.udc
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Request to Maintain Position - FORM

BUworks Online Help

Task
@ [BTEo | in_

hitp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot/ped|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaulDesktop! rkPages! 2ffr 1 feom,sap. portal.innerpage! 2fcom, sap. portal. contentarea?ar 7

DROEN

8 Maintain Position: HR'Comp View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

Current Position Data llew Position Data
Overview Overview
Fosition Detalls Cost Distribution Description Detalls Essential Functions el Fostion Details Cost Distribution Deseription Details Essertial Functions o=
v Position Details
Position Detail Position Details Cost Distribution
Organizational Unt. 10000543 052050 Office of Dean of Students EffectiveDate: *  [1506.20011 [0 Description Details
Jab 20050124 WP3 PA_ADR  WP3 _PA_Assistant Director !
Essertial Functions
Position Long Maime: Organizational Unit: * =
Assistant tothe Dean 10000543 3oy Select OrgUnit | 052050 Officeof | Postion Reguirsments
Job: * HR Comp Data ——18

20050124 3oy Select Job | VWP3 _PA_ADIR  \WP3 ‘pamssrstan Drerr
Posttion Long Kame: *
Assistart to the Dean

[ Managing Postion?
[]Post Posiion?
[7] Temparary Position

[1Payroll Coordinator Position
[]Time Administrator Posiion
[ Ohsolete Posttion

[ Managing Position?
[Post Posttion?
[ Temporary Postion

[ | Payroll Coorcinator Position?
[ ] Time Administretor Position?

O

Maximum Salary Amourt: * 39.000,00

Mandimum Salary Amount 78.000,00

Previous Commerts:
FAULOMI (Departmert)0BA 472011 16:53:29
postion iz part-time 50%. max salary only data changs

Comments:
[T St |

18. select the HR Comp Data tapb  HF Comp Data | from the additional tabs button = to view

additional HR information.

Compensation is presented with a similar form as the initiator; however, the New Position
Data section now includes all the data they are allowed to update.

19/40 Status:Final w/o SME Review
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BUworks Online Help

Work Instruction

Request to Maintain Position - FORM

Task

BB oz alliTeroxs

Current Position Data

Overview

Enterprise Structure Assignment

Persaonal Ares: Charles River Campus
Personal Subarea: NREP-Staff
Azsigned to Job: | 20050124 WaP3 _PA_ADIR

Personnel Structure Assignment

Empioyes Growp Statf-Exempt FT
Empioyes Subgroup:  Adimin =56
Reasonable Assurance.

Planned Compensation Details

Pay Grade Type: Staff Exempt
Pay Grade Area: Boston

Pay Grade: APE3

Pay Grade Level: 00 To: 00

Menimum Salary Amount 78.000,00
Time Unit: Annualy
Salary Amount 75.000,00

Frevious Comments:
FALULOMI (Departmert)06A 4201 16:53:29
position iz part-time 50%. max salary only data change

Comments;

Position Requiremerts HR Comp Data Additional OM Data

WRG P _Assistart Director

hitp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot/ped|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaulDesktop! rkPages! 2ffr

CEX

fcom,sap. portal.innerpage | 2fcom. sap. partal. contentarea?hla

8 Maintain Position: HR'Comp View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

Hew Position Data
Overview
Budget Data W =]

Enterprise Structure Assignment

Posttion Requirsments HR Comp Data

1 =]

Personal Area: * Charles River Campus -

Personal Subarea: * MREP-Statt
Assign Position to a new Job: * | 20050124

Personnel Structure Assignment

3oy Select Job | WP3 _PA_SDIR

WP3 _PA_Assistart Director

Employes Graup: * Staff-Exempt FT
Employes Subgroup: ™ -

Reasonable ASSUrance: * | staft Exempt FT

Statt-Exempt PT

S Statt-tonExempt FT

Pay Grade Type: * [ Staff £ syatt. nanExemat PT
Bostol 4ot WonComp

Planned Compensation

Pay Grads Area *
Py Grae: * e

2Pttt et
Pay Grade Level * 00| 78— e

19

=] Te: [0 75.000,00 - 500.000,00 -

Wazimum Salary Amourt: * 39.000,00
500.000,00 Time Unit: Annuslly

Salary Amount

[C S |

@ Pl all required entry fields

Tor 500.000,00

19. Select the Staff-Exempt PT menu item from the Employee Group drop-down menu.

To begin, the comments and data changed by the initiator are reviewed. Then, relevant

e

compensation data is updated.

Last Modified:10/23/2015
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BUworks Onlin

e Help

Request to

Work Instruction
Maintain Position - FORM

Task

@O

8 Maintain Position: HR'Comp View - 50002343 - ASSISTANT TO DE
Current Position Data
Overview

Fosttion Reduirsments HR Comp Data

Enterprise Structure Assignment

Persaonal Ares: Charles River Campus
Personal Subarea: NREP-Staff
Azsigned to Job: | 20050124 WaP3 _PA_ADIR

WRG _F_Assistart Director

Personnel Structure Assignment

Empioyes Group
Empioyes Subgroup:
Reasonable Assurance.

Stati-Exempt FT
Admin =5G

Planned Compensation Details

Pay Grade Type:
Pay Grade Area:
Paly Gracle:

Fay Grade Level

Staff Exempt
Bostan
APE3
00 Too 00
Menimum Salary Amount
Time Unit:

Salary Amount

78.000,00
Annusly

7500000 To

Frevious Comments:
FALULOMI (Departmert)0eA 47201 16:53:29
position iz part-time 50%. max salary only data change

Comments;

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop!

Additional OM Data

EIEX]

feom,sap. portal.innerpage! 2fcom, sap. portal. contentarea?ar 7

WP3 _P&_SDIR
WP3 _PA_Assistart Director

| To: [00] 75.000,00 - 500.000,00

rkPages! 2ffr 1
Al - Start: 01.01.1900 End: 31.12.9999
llew Position Data
Overview
Budgst Data Position Requirsments HR Comp Data
Enterprise Structure Assignment
Personal Arsa: * Charlss River Campus |+
Personal Subarea: * NREF-Staff -
Assign Postionto a new Job: * 20050124 5oy Select Job
Personnel Structure Assignment
Employee Graup: * Staft-Exempt PT -
Employes Subgroup: * | Admin =56
Reasonabls Assurance: *
Planned Compensation Details
Pay Grare Type: * [Staff Exempt
Pay Grade Area. *
Pay Grade: "
Pay Grade Level. * (00| 75.000,00 - 500.000,00
Wazimum Salary Amourt: * 39.000,00
500.000,00 Time Unit Annuslly

Salary Amount 75.000,00

20

[ St |

Tor 500.000,00

20. Click in the Comments field.

Last Modified:10/23/2015

21/40
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BUworks Online Help

Work Instruction

Request to Maintain Position - FORM

Task

= [=]x]

N =Rt S ozl i ey
hitp: {fuspdbw20. bu, edu:50000/irjfservlet fprt/portalfprteventname Navigatejpriroot/pcd| 3aportal_contentl2fevery_user!zfgenerall2fdefaultDeskiop! rkPagesiffr oo sap.porkal. nnerpage 2Fcom. sap portal contentareatar ©

Current Position Data

Overview

8 Maintain Position: HR'Comp View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

Hew Position Data

Overview

Posiion Requirements < HR Comp Data Additional OM Data Budget Data W =) Fosition Requiremerts HR Comp Data nEE
Enterprise Structure Assignment Enterprise Structure Assignment
Personal Arest  Charles River Campus Fersonal Ares: * Charles River Campus |+
Persanal Subares: NREP-Staff Parsanal Subares; = REP Sl =]
Assignedto Job: | 20050124 M3 _PA_ADIR ) Assign Position to a new Job: * | 20050124 [ Boy Select Job | WWP3 _PA_ADIR
WEEE TR A i WP3 _PA_Assistart Director
Personnel Structure Assignment Personnel Structure Assignment
Employes Group: Statf-Exempt FT Employee Graug: * Sttt Erempt T =]
Employee Subgroup:  Achmin >5G .
Employee Subyoup ‘Admin >56 -
Reasonable Assurance. =l
Reasonable Assurance: * [No | =]
Planned Compensation Details
Planned Compensation Details
Pay Grade Type: Staff Exempt .
Pay Grade Area; Boston Pay Grade Type: * [Staff Exempl |
Pay Grade: apag Pay Grade Area * |Boston | =
Fay Grade Levet 00 To: 00 Pay Grade: * aFE3_ |w
Pay Grade Level. * |00 75.000,00 - 500.000,00 [ To: [00] 75.000,00 - 500.000,00 =]
Mexdimum Salary Amourt 78.000,00
Time Unit: Annully Maximum Salary Amourt: * 33.000,00
Salary Amourt 75.00000] To 500.000,00 Time Uit “annually
Salary Amourt 7500000 To 500.000,00
Frevious Comments:
PALLOM (Depatment)06A 42011 16,5323
position is part-line S0%. max salary anly deta change
Camments:
21
[C Submit
21. As required, complete/review the following fields:

Comments

Required

Explanation or more information related to the
transaction.

Example:

EG updated

Last Modified:10/23/2015
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Work Instruction
Request to Maintain Position - FORM

BUworks Online Help

Task
[ Rl | in

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop! rkPages! 2ffr 1

feom,sap. portal.innerpage | 2fcom. sap. partal. contentarea?hla |

8 Maintain Position: HR'Comp View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

Current Position Data Hew Position Data

Overview Overview

Position Requiremerts HR Comp Data Additional OM Data Budgyet Data Position Requirements.

C1 BT

HR Comp Data

1 =]

Enterprise Structure Assignment

Persaonal Ares: Charles River Campus
Personal Subarea: NREP-Staff
Azsigned to Job: | 20050124 WaP3 _PA_ADIR

WRG _F_Assistart Director

Personnel Structure Assignment

Enterprise Structure Assignment

Personal Arsa: * Charlss River Campus |+
Personal Subarea: * NREF-Staff -
Assign Postionto a new Job: * 20050124 3e1 Select Job | WP3 _PA_SDIR

WP3 _PA_Assistart Director

Personnel Structure Assignment

Emplayes Group: Statt-Exempt FT Erimes G Stafi-Exempl PT o
Emplayee Subgroup:  Acmin =56 e
Emplayee Subgroup Adimin =56 -
Reasonable Assurance:
Reasonabls Assurance: *
Planned Compensation Details
Planned Compensation Details
Pay Grade Type: Staff Exempt B
Pay Grade Area: Boston | Siaf! Exempt >
Pay Grade: apag Pay Grade Area * |Boston | =
Fay Grade Levet 00 To: 00 Fay Grade: * AFE3 -
Pay Grade Level * 00 75.000,00 - 500.000,00 | To: [00] 75.000,00 - 500.000,00 -
Maximum Salary Amourt 78.000,00
Time Unt: Annualhy Maximum Salary Amourt: * 39.000,00
Salary Amount 7500000] To 500.000,00 Time Uit Arruly
Salary Amount 7500000 To 500.000,00

Frevious Comments:
FALULOMI (Departmert)0eA 47201 16:53:29
position iz part-time 50%. max salary only data change

Comments:
EG updated

22 [T St |

22. Click the Submit button to move the request forward.

@ The request can also be cancelled if it should not be moved forward in the workflow.

23/40
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Status:Final w/o SME Review

Last Modified:10/23/2015 © Boston University



BUworks Online Help

Work Instruction
Request to Maintain Position - FORM

Task

@

illagaTeioe

EIEX]

Frevious Comments:
FALULOMI (Departmert)0eA 47201 16:53:29
position iz part-time 50%. max salary only data change

Comments;

EG updated

ThE ‘Posttion Request' was routed to the HRIOM department.
Please click EXIT to exit the window

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop! rkPages! 2ffr 1 feom,sap. portal.innerpage | 2fcom. sap. partal. contentarea?hla |
S Maintain Position: HR/Comp View - 50002343 - ASSISTANT TO DEAN - Start: 01.01.1900 End: 31.12.9999
Current Position Data llew Position Data
Overview Overview
Fosttion Reduirsments HR Comp Data Adeltional OM Data Budgst Data o=l Position Requirsments HR Comp Data ORE|
Enterprise Structure Assignment Enterprise Structure Assignment
Personal Area;  Charles River Campus Fersonal Ares: * Charlss River Campus |+
Personal Subarea: NREP-Staff Parsanal Subares; = REF-Staff ~
Assignedto Job: | 20050124 M3 _PA_ADIR Assign Position to a new Job: * | 20050124 oy Select Jok | WP3 _PA_SDIR
WEEE TR A i WP3 _PA_Assistart Director
Personnel Structure Assignment e S e oo
Empioyes Group Statf-Exempt FT Employee Graug: * Stafi-Exempl PT =
Empioyes Subgroup:  Adimin >5G "
Employes Subgroup ‘Admin >56 -
Reasonable Assurance.
Reasonabls Assurance: *
Planned Compensation Details
Planned Compensation Details
Pay Grade Type: Staff Exempt B
Pay Grade Area: Boston | Siaf! Exempt >
Pay Grade: apag Pay Grade Area * |Boston | =
Pay Grade Level: 00 To: 00 Pay Grade: " APE3 -
Pay Grade Level. * (00| 75.000,00 - 500.000,00 | To: [00] 75.000,00 - 500.000,00 -
Menimum Salary Amount 78.000,00
Time Unit: Annusly Maximum Salary Amourt: * 39.000,00
Salary Amount 75000,00] To 500.000,00 Time Unit Arruly
Salary Amount 75000,00] To 500.000,00

23. Click the Exit button to close the screen.

A routing message appears at the bottom of the screen. The request is now with

Organizational Management.

Last Modified:10/23/2015 24/40
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BUworks Online Help Work Instruction

Request to Maintain Position - FORM

Worklist

D Workiistll By a'a' X
Fle Edit Histe : T el

6 4 C Fa R b - /

J Worklist - DPO +

BUworks Central

I  Eriayee St Service _anager el Servi _m

/B A errer accurred while trying to connect to the provider

Click for details
Tacks (2/2) | Alets | MNoifications

M=
Show: [Mew and In Progrsss Tasks (2/2) E| [ |E| Show Filters Hide Preview Refresh
Subject From Sent = Due Status
24 - —_I-Ewt Form: Maintain Position (SSSISTANT TO DEAN) #500001357 5 Today Hew
r Eclit Form: Mairtain Position { Adminstrative Coordinator) #500001388 =) MSS_TEST_2, Today lew
L[ Row [ 1Jet2[-]=]z]
Cancel &ssignmert | [ Manager Substitution
Edit Form: Maintain Position (Administrative Coordinator) 600001388 You can also:
Sert: Today by MSS_TEST_2, Status:  New Display Details in SAP GUI
Priority:  Normal Manage Attachments
Chonse o of the decision optiores given. This completes the processing of Create #d-Hoe Request
this step Wiew History
Biefare you make & decision, you can display the attachmerts and objects
wihich have been attached to the user decision. You can also create your own
attachmerts
If you choose Cancel, the user decision remains in yaur inbax for
Processing.

Attachments
Type Title

[}  General Natification: Maintsin Pastion

[ Launch webDynpro || Resubmit | [ Forward | [ Assion To Me |

24. Select the appropriate request link from the Subject section to continue processing the request.

Last Modified:10/23/2015 25/40

Status:Final w/o SME Review
File Name:HCM_OM_MaintainPositionForm.udc
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Request to Maintain Position - FORM

Task

BB oz alliTeroxs

hitp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot/ped|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaulDesktop!

rhPages|2ffr :

8 Maintain Position: OM View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

Current Position Data Hew Position Data

Cost Distribution Description Details Essential Functions

CEX

o=

feom,sap. portal.innerpage! 2fcom, sap. portal. contentarea?ar 7

15062011 gl

10000543 3ey Select OrgUnit | 052050 Office of De:

20050124 3oy Select Job | WP3 _PA_ADR WP3 _PA

v Position Details
Cost Distribution
Description Detzils
Essertial Functions
Postion Retuirsments
HR Comp Data
Additional OM Data

—325

O

Previous Commerts:
FAULOMI (Departmert)0BA 472011 16:53:29
postion iz part-time 50%. max salary only data changs

MSS_TEST_2 (HRICOmp)14.08 2011 18:56:23
EG updated

Comments;

[T St |

Maximum Salary Amourt: *

Overview Overview
Posiion Detalls | CostDistribution  Description Detalls  Essential Functions [moE Position Details
Position Detail Position Details
Organizationsl Unit. 10000543 052050 Office of Dean of Students Effective Date: *
Joh, 20050124 WP3 _PA_ADR  'WP3 _PA_mssistant Direclor
Passtion Lang Mame: Organizationsl Uni; *
Assistant to the Dean
Job: *
Pastion Long Mame: *
Assistart to the Dean
[]Managing Postion?
[]Post Position?
[ Temparary Position
[IPayroll Coordinstor Pasition
o
[ Time Administrator Posiion [ Managing Pasition
; [ Post Posilion?
[]obsolete Position ’
[ Temporary Position
Maximum Salary Amount 75.000,00 [JJPayroll Coorcinator Postion?

[ Time Administrator Position?

39.000,00

25. Select the Description Details item from the Additional Tabs button =] to view additional

information.

The form appears the same, except an additional tab appears in the New Position Data

section.

Last Modified:10/23/2015 26/40
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Work Instruction
Request to Maintain Position - FORM

Task

N =Rt S ozl i ey

Current Position Data
Overview

Position Details Cost Distribution Description Details Essertial Functions.

Position Description Details
General Description Blurb: *

The assistant dean works closely with the dean and senior management foaccamplish

yeatly goals. The assistant dean akso works withdepartments, guiding them as
necessary

Previous Comments:

FALULOMI (Departmert)0BA 472011 18:53:29
posttion is part-time 50%. max salary only data changs

MSS_TEST_2 (HRIComp)14.06.2011 18:56:23

EG updated
Comments:
26 —
27

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop!

8 Maintain Position: OM View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

BT =]

kPages| 2

Hew Position Data
Overview

Posttion Details Cost Distribution Description Details Essential Functions

Job Description Details.

General Descrigtion Blurk:

Position Description Details
General Descrigtion Blurk: *
The assistant dean works closely with the dean and ssnior management toaccomplish

yeerly goals. The assistant dean also works withdepartments, guiding them as
necessary.

fcom,sap. portal.innerpage | 2fcom. sap. partal. contentarea?hla

= [=]x]

I =]

26. Click in the Comments field.

@ Not all data is available for edit by Organizational Management. For example, the position

LI description cannot be changed.

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

Field

R/OIC

Description

Comments Required

Explanation or more information related to the
transaction.

Example:

Short text updated

Last Modified:10/23/2015
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Work Instruction
Request to Maintain Position - FORM

Task

T

fiiTefox;

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop!

8 Maintain Position: OM View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999
Current Position Data

Overview

Position Requiremerts HR Comp Data Additional OM Data

Budgst Data
Additional Position Data

Position Mame: * 1178329997
Position Abbrevistion: * | ASSISTANT TO DEAN

Frevious Comments:
PALULOMI (Departmert)06A 47201 16:53:29
position iz part-time 50%. max salary only data change

MSS_TEST_2 (HRICompY14.05 2011 16:56:23
EG updated

Comments:
Short test updated|

EIEX]

fcom,sap. portal.innerpage | 2fcom. sap. partal. contentarea?hla

Hew Position Data

Overview
E“:I Position Requirements. HR Comp Data Addcitional O Data E":I
Additional Position Data
Posttion MName: * ASSISTANT TO DEAN
Posttion Abbrevistion: * | Asst Dean

28. Click the Submit button to continue processing the request.

reviewed.

The comments and any data for which Organizational Management is responsible are

Last Modified:10/23/2015
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Work Instruction

Request to Maintain Position - FORM

Task
R

LARI20.

Current Position Data
Overview

Position Requiremerts HR Comp Data Additional OM Data Budgyet Data

Additional Position Data
Position Mame: * 1178329997
Position Abbrevistion: * | ASSISTANT TO DEAN

Frevious Comments:
PALULOMI (Departmert)06A 47201 16:53:29
position iz part-time 50%. max salary only data change

MSS_TEST_2 (HRICompY14.05 2011 16:56:23
EG updated

Comments;
Short text updated

29 — sty

ThE ‘Posttion Request' was routed to the Budget department.
Please click EXIT to exit the window.

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop!

Q Maintain Position: OM View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

thPages|2ffr :

Hew Position Data
Overview

[E1 R

Position Recuirsments

Additional Position Data

Posttion MName: *
Posttion Abbrevistion: *

==X

feom,sap. portal.innerpage! 2fcom. sap. partal. contentarea?hlar |

HR Comp Data Adcitional O Data

1 =]

ASSISTANT TO DEAN

Asst Dean

(<[]

29. Click the Exit button

@ The form is now routed to Budget.

Last Modified:10/23/2015
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BUworks Online Help Work Instruction

Request to Maintain Position - FORM

Worklist - DPO

D Workiistll By a'a' X
Fle Edit Histe : T el

6 4 C Fa R b - /

J Worklist - DPO +

BUworks Central

I  Eriayee St Service _anager el Servi _m

/B A errer accurred while trying to connect to the provider

Click for details
Tacks (2/2) | Alets | MNoifications

M=
Show: [Mew and In Progrsss Tasks (2/2) E| [ |E| Show Filters Hide Preview Refresh
Subject From Sent = Due Status
30 - —_I-Ewt Form: Maintain Position (SSSISTANT TO DEAN) #500001357 5 Today Hew
r Eclit Form: Mairtain Position { Adminstrative Coordinator) #500001388 =) MSS_TEST_2, Today lew
L[ Row [ 1Jet2[-]=]z]
Cancel &ssignmert | [ Manager Substitution
Edit Form: Maintain Position (Administrative Coordinator) 600001388 You can also:
Sert: Today by MSS_TEST_2, Status:  New Display Details in SAP GUI
Priority:  Normal Manage Attachments
Chonse o of the decision optiores given. This completes the processing of Create #d-Hoe Request
this step Wiew History
Biefare you make & decision, you can display the attachmerts and objects
wihich have been attached to the user decision. You can also create your own
attachmerts
If you choose Cancel, the user decision remains in yaur inbax for
Processing.

Attachments
Type Title

[}  General Natification: Maintsin Pastion

[ Launch webDynpro || Resubmit | [ Forward | [ Assion To Me |

30. Select the appropriate request link from the Subject section to continue processing the request.

Last Modified:10/23/2015 30/40

Status:Final w/o SME Review
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© Boston University



; Work Instruction
BUWD{I(S Oﬁilﬁe HElD Request to Maintain Position - FORM

Task
@ selIRI= W o [l TEf oo J_Jj_

hitp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot/ped|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaulDesktop! rkPages! 2ffr 1 fcom,sap. portal.innerpage! 2fcom, sap. portal. contentarea?ar |

8 Maintain Position: Budget View - 50002343 - ASSISTANT T0 DEAHN - Start: 01.01.1900 Endk: 31.12.9999

Current Position Data llew Position Data
Overview Overview
Fosition Detalls Cost Distribution Description Detalls Essential Functions EnE Fosition Detalls Cost Distribution Description Detalls Essential Functions o=
Position Details
Position Detail Position Details Cost Distribution 3
Organizational Unt. 10000543 052050 Office of Dean of Students Effective Date: * | 15.06.2011 Description Details
Jab 20050124 WP3 PA_ADR  WP3 _PA_Assistant Director !
Essertial Functions
Position Long Maime: Organizational Unt: * =
Assistant to the Dean 10000543 Boy Select OrgUnit | 052050 Office of Dean|  Fosition Requirements
Jab: * . HR Comp Data
20050124 ey Select Job | WP3 _PA_ADIR WP3 _Pa,
! . gy =eleet it =5 mddtional OM Data
Posttion Lang Name:
Assistant to the Dean Budget Data

[ Managing Postion?
[]Post Posiion?

[7] Temparary Position
[1Payroll Coordinator Position
[]Time Administrator Posiion
[ Ohsolete Posttion

[IMeanaging Postion?
[7]Post Position?

[ Temporary Posttion
[IPayroll Coordinator Posiion?
[]Time Acministrator Position?

(m]

Maximum Salary Amourd: * 39.000,00

Mandimum Salary Amount 78.000,00

Previous Commerts:
FAULOMI (Departmert)0BA 472011 16:53:29
postion iz part-time 50%. max salary only data changs

MSS_TEST_2 (HRICOmp)14.08 2011 18:56:23

EG updated
Comments:
[ Sk |

31. Select the Cost Distribution item from the additional tabs button E to view additional information.

@ The form appears the same, except an additional tab appears in the New Position Data
section. Budget is limited to updating cost distributions and budget data. All other data in the
New Position Data section tab is read-only.

P

31/40 Status:Final w/o SME Review
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; Work Instruction
BUWD{I(S Oﬁilﬁe HElD Request to Maintain Position - FORM

CEX

2P0 Moz

[2

http:fuspdbwa0, bu.edu:S0000/irservletiprt fportal{prteventnameNavigateiprirootjped aportal_content!2fevery_useri2Fgeneral 2fdefautDesktop! rkPages!2ffr k from.sap. portal.innerpage! 2Feom, sap. portal. conkentarsa?ba 17
8 Maintain Position: Budget View - 50002343 - ASSISTANT T0 DEAH - Start: 01.01.1900 End: 31.12.9999
Current Position Data lew Position Data
Overview Overview
Position Details Cost Distribution Description Details Essential Functions EoE Position Details Cast Distribution Description Details Essential Functions || [ [ n][3
Position Details
Cost Distribution Cost Distribution Cost Distribution
Cost Center Order \WBS Element  Percentage CostCenter  Order WBS Elemert Percertag.  Description Details
1061010000 100,00 1061010000 100  Essential Functions
Pastion Retuirements
HR: Comp Data
Adeftional OM Data
Budget Deta +— 32

Previous Commerts:
PAULOMI (Depriment)06A 47201 18:53.29 ]
postion iz part-time 50%. max salary only data change T

MSS_TEST_2 (HRICOmp)14.08 2011 18:56:23 L

EG updated
Comments:
[ |

32. Select the Budget Data item from the additional tabs button =2 to view additional information.
@ Comments and information on the 2 budget tabs are reviewed.

N 32/40 Status:Final w/o SME Review
Last Modified:10/23/2015 File Name:HCM_OM_MaintainPositionForm.udc © Boston University



BUworks Online Help

Work Instruction
Request to Maintain Position - FORM

Task - DPO
R

LARI20.

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop!

Q Maintain Position: Budget View - 50002343 - ASSISTANT T0 DEAHN - Start: 01.01.1900 End: 31.12.9999

rkPages! 2ffr 1 feom,sap. portal.innerpage! 2fcom, sap. portal. contentarea?ar 7
Current Position Data llew Position Data
Overview Overview
Fosttion Reduirsments HR Comp Data Adeltional OM Data Budgst Data EE Fosition Reduiremerts HR Comp Data Adeltional OM Data Budgst Data ORE|
Position Budget Position Budget
Budiget Amourt: * TEO00,00)  Max Salary 75.000,00 Butiget Amourt: 38.000,00]  Max Salary 38.000,00
Max. Base Rate Amourt: * 75.000,00 Max. Base Rate Amount 78.000
CostCenter 1020110000 EXECUTIVE V.P.'S RESERVE CostCenter: * 1020110000 EXECUTIVE ¥ P.'S RESERVE
Previous Comments:
PALLOMI (Departmert)06A 47201 18:53:29 @]
position is part-time 50%. max salary only data change J|
MSS_TEST_2 (HRICompY14.08.2011 16:56:23 L |
EG updated
Comments:
33—
[ Submit

33. Click in the Comments field.

Last Modified:10/23/2015

33/40
File Name:HCM_OM_MaintainPositionForm.udc

Status:Final w/o SME Review
© Boston University



BUworks Online Help

Work Instruction
Request to Maintain Position - FORM

Task

I'@ asks IR0 S Mozl [atkiTelox:

hittp: ffuspdbw20 bu.edu:50000/irj{servIetiprt portaliprteventname Navigate priroot /pd|3aportal_tontenk 2Fevery_user!2fgenerall2fdefaultDesktop!

8 Maintain Position: Budget View - 50002343 - ASSISTANT T0 DEAHN - Start: 01.01.1900 End: 31.12.9999

Current Position Data

Overview
Fosttion Reduirsments HR Comp Data
Position Budget
Budiget Amourt: * 75.000,00
Max. Base Rate Amourt: * 75.000,00
CostCenter 1020110000

Previous Comments:

PAULOMI (Departmert)06A 42011 18:53:29
posttion is part-time 50%. max salary orly data change

MSS_TEST_2 (HRICompY14.08.2011 16:56:23
EG updated

Commenits:

35 ——[ T submit |[ 3¢ Bt |

Additional OM Data Budget Data

Maix Salary: 75.000,00

EXECUTIVE ¥ P'S RESERVE

= [=]x]

rkPages! 2ffr fcom,sap. portal.innerpage! 2fcom, sap. portal. contentarea?ar |
llew Position Data
Overview
EE Fosition Reduiremerts HR Comp Data Adeltional OM Data Budgst Data ORE|
Position Budget

Butiget Amourt: 38.000,00]  Max Salary 38.000,00

Max. Base Rate Amount 75.000,00

CostCenter: *

1020110000 EXECUTIVE v P.'S RESERVE

Field

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

R/O/C

Description

Comments

Required

Explanation or more information related to the
transaction.

Example:
Budget amount adjusted

Last Modified:10/23/2015

35. Click the Submit button to move the request forward.

File Name:HCM_OM_MaintainPositionForm.udc

34/40 Status:Final w/o SME Review
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BUworks Online Help Work Instruction

Request to Maintain Position - FORM

Task

[ Rl J_jjj
hittp: ffuspdbw20 bu,edu:SO000irj{servietjprt portaliprteventname Navigate fpriroot /pcd 3aportal_canterki2Fevery_userl2Fgenerall2fdefaultDesktop! rkPages!Zffr K

feom,sap. portal.innerpage! 2fcom, sap. portal. contentarea?ar 7
& Maintain Position: Budget View - 50002343 - ASSISTANT TO DEAH - Start: 01.01.1900 End: 31.12.9999

Current Position Data

llew Position Data
Overview Overview
Fosttion Reduirsments HR Comp Data Adeltional OM Data Budgst Data EE Fosition Reduiremerts HR Comp Data Adeltional OM Data Budgst Data ORE|
Position Budget Position Budget
Budiget Amourt: * TEO00,00)  Max Salary 75.000,00 Butiget Amourt: 38.000,00]  Max Salary 38.000,00
Max. Base Rate Amourt: * 75.000,00 Max. Base Rate Amount 7500
CostCenter 1020110000 EXECUTIVE V.P.'S RESERVE

CostCenter: * 1020110000

EXECUTIVE v P.'S RESERVE

Previous Comments:
PAULOMI (Departmert)06A 42011 18:53:29
posttion is part-time 50%. max salary orly data change

E

MSS_TEST_2 (HRICompY14.08.2011 16:56:23
EG updated

Comments:
Budget amournt sdjusted

36 (s

[} Request has heen submitted for Approval
Please click EXIT ta CLOSE the window

36. Click the Exit button to close the screen.

After the request is successfully submitted, a routing message appears at the bottom of the
3 screen with green check marks.

Last Modified:10/23/2015 35/40

Status:Final w/o SME Review
File Name:HCM_OM_MaintainPositionForm.udc
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i Work Instruction
BUWD ka Onhne HElp Request to Maintain Position - FORM

Team

[ a=al 37

Bl Edt  Vew Hgtoy fockmarks  Tool Help
e » O X G | b et b e SH00riportsl v -] [4g- P

3 Teaim - BP0 L+ -

: BU BUworks Central

Emphoyee lidosmuation Trocking Mumber v Inlisfcr  Request Type Adrecied Per soniCbject Fequest Dabe  Stahus Currert Agent  Lnaf Action Defe  Dabe Compieied =
» ool Wilormadion Dmumw PALLOM 0003343 TODEAN CEA4DMT Completed DEM 40011 DEA40011

| 00001395 PALLOM  Mawntan Poson  SDOS1534 -Admastrabor CEA4IMT  Complsled DEA 42011 EA42011
Empoyee Working Times | GOO001 34 PALLOM Mot Posibon  SO0S0GE - Admansir stve Coondrator D6A4MHT  Complelnd OB 42081 OBA42001
o dpgrive Tite Shest Doty BON0001 393 PALLOM  Mortan Posdon  SOOS006E - Adrarustr e Cooniralon CEA42011  Submlted | COMP_RM OB 42011

00001 304 PALLCM  Mantan Postion  SO050356 . Administrative Coondrason DRALD Complsted A 422011 [ R ]
Hiing Porms: 00001372 PALLCM  CrestsPostion  Merw Postion, Neme TBO WAODI Completed BAORON 0BA0R0
Parsnnnm Adtions BO0001 368 FALLCM  Meinbsin Poson  S0051425 Jamen Resources Test Postion  CBOSC0M1  Submitied  BUDGET FM  DGOSZ011

600001 358 FALLOM  Manbsin Posiion 50051426 Mumen Resowrces Test Postion  CE0SO(11 Submited COMPRM DRG0 -

e o

37. Click the Exit button E] to view the updates in the backend system.
6 After the final approvals are granted, the status changes to Completed .

36/40 Status:Final w/o SME Review

Last Modified:10/23/2015 File Name:HCM_OM_MaintainPositionForm.udc © Boston University



H Work Instruction
BUWD ka Onhne HElp Request to Maintain Position - FORM

List display with change Employee Group/Subgroup

38

= = = 3|
Infotype  Edit Goto View System  Help

& 2l H AR SHE Do

List display with change Employee Group/Subgroup

@zl a8l

= | Position Asst Dean ASSISTAMNT TO DEAN
_Planning Status Arfive
= | Employee Group/Subgroup 01 5 500023431

[ stant [End [Employee group [Employee subgroup __ |Name of Employee 7]
06M5/2011 12/31/9899 7 05 Sta-ExemptPT [+
01/01/1900 06/14/2011 6 05 StafFExemptFT  [7)

(<]
=

WO e [« v
Enty |f of 2

U110 P8 | uspdowto [INs | | 7

Click the Continue button @ to go to the List display with change Position Budget Info screen.

Review the displayed information. For this scenario, the future dated record has been added
for Staff-Exempt PT with an effective date of 6/15/2011. The previous record now has an
effective date of 6/14/2011.

37/40 Status:Final w/o SME Review

Last Modified:10/23/2015 File Name:HCM_OM_MaintainPositionForm.udc © Boston University



BUworks Online Help

Work Instruction

Request to Maintain Position - FORM

List display with change Position Budget Info

=4
Infotype  Edit Goto View System Help

QE%-H

& 1A HICaa SHAR Do
List display with change Position Budget Info
&l[z][m]oal ]
| Position Asst Dean ASSISTANT TO DEAN
F_|| Planning Status Active |
= | Position Budgetinfo 01 5 50002343 1
[ |EndDate  [Startdate [MaxSalary  [Budget |BaseRateamount| a
12/31/9999 86/15/2011 39,000.00  39,000.00  78,000.00 B
..... 06/14/2011 01/081/1900 78,000.00  78,000.00  78,000.00 i
0|
: (=]
K1 I | I (e o
y Enty I |of 2
[ U110 P3| uspdowto [INs | | 7

39. Click the Exit button [ to return to the BUworks Central screen.

Review the displayed information. The future dated record has been added and the previous

record has been given an effective end date of 6/14/2011.

I 38/40
Last Modified:10/23/2015 File Name:HCM_OM_MaintainPositionForm.udc

Status:Final w/o SME Review
© Boston University



H Work Instruction
BUWD ka Onhne HElp Request to Maintain Position - FORM

BUworks Central
Urganzation SDPUI=Mozilla Firefox, ﬂ'ﬂ'ﬂ

Ele Edt Vew History Bookmarks Tocls Help

@ + € X {ar [ED httpijjuspdbw0.bu.edu:50000rijportal -1 [*3- P

[T Organization - DPO L= -

Services =1

40. The transaction is complete.

39/40 Status:Final w/o SME Review
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F Work Instruction
BUWD{I(S Oﬁi Ine HE | D Request to Maintain Position - FORM

Results and Next Steps

You have maintained an existing, active position using the Maintain Position form.

40/40 Status:Final w/o SME Review
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