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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

 The postion must already exist in SAP.

Menu Path 

Use the following menu path to begin this transaction:

 To initiate the request: BUworks Central  Manager Self-Service  Organization 
 Organization Management Actions 

 To track the request: BUworks Central  Manager Self-Service  Organization Team
 To validate and approve the request: BUworks Central  Worklist

Transaction Code

None

Tips and Tricks

 At times you may need to use your scroll bar to view additional information. 
 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.

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

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

Reports

None
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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.
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Procedure

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

Manager Self-Service

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

3. Click in the Position field.
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Maintain Position

4. As required, 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
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Maintain Position

5. Click the Select Position button  to open the position form.
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Maintain Position

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

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).  
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Maintain Position

7. Select the appropriate tabbed region from the list.

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.
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Maintain Position - DPO

8. Click in the Effective Date field.
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Maintain Position

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

Field R/O/C Description

Effective Date Required The date the action becomes effective.

Example:
6/15/2011
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Maintain Position - DPO

10. Click in the Maximum Salary Amount field.
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Maintain Position

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

Field R/O/C Description

Maximum Salary 
Amount

Required The maximum salary amount to be paid to the 
employee in this position.

Example:
39,000.00

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. 
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Maintain Position

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.
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Maintain Position

13. Click the Submit button  to move the request forward.
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Maintain Position

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.
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Manager Self-Service

15. Click the Team tab  to track the request.
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Team

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.
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Worklist

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

18. Select the HR Comp Data tab  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.  
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Task

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 
compensation data is updated. 
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Task

20. Click in the Comments field.
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Task

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

Field R/O/C Description

Comments Required Explanation or more information related to the 
transaction.

Example:
EG updated
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Task

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.  
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Task

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.  
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Worklist

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

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.  
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Task

26. Click in the Comments field.

Not all data is available for edit by Organizational Management. For example, the position 
description cannot be changed.  

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

Field R/O/C Description

Comments Required Explanation or more information related to the 
transaction.

Example:
Short text updated



 
Work Instruction

Request to Maintain Position - FORM

Last Modified:10/23/2015 28/40
File Name:HCM_OM_MaintainPositionForm.udc

Status:Final w/o SME Review
© Boston University

Task

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

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

29. Click the Exit button .

The form is now routed to Budget.
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Worklist - DPO

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

31. Select the Cost Distribution 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. Budget is limited to updating cost distributions and budget data. All other data in the 
New Position Data section tab is read-only.  
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Task

32. Select the Budget Data item from the additional tabs button  to view additional information.

Comments and information on the 2 budget tabs are reviewed.  
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Task - DPO

33. Click in the Comments field.
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Task

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

Field R/O/C Description

Comments Required Explanation or more information related to the 
transaction.

Example:
Budget amount adjusted

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

36. Click the Exit button  to close the screen.

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

37. Click the Exit button  to view the updates in the backend system.

After the final approvals are granted, the status changes to Completed .
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List display with change Employee Group/Subgroup

38.
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.
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List display with change Position Budget Info

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.
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BUworks Central

40. The transaction is complete.
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Results and Next Steps

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


