                  CREATE A POSITION - ZPQ13

This “Action Guide” has been created as a general overview of information needed for the standard position creation.

Step 1:
 Quality assure EPAR to ensure all necessary fields are completed.
· Check PO03 (Job Attributes) to Quality Assure accuracy of position information provided on PAR.
Step 2:
 Perform ZPQ13 action.
Information needed:

· If creating a wage position, expiration should be the end of the fiscal year unless otherwise noted on the EPAR.

	Action /

Infotype
	SAP Field
	Information/Example
	Action

	ZPQ13
	Plan Version 
	1 - Current Plan
	

	
	Position
	Position Field Must be blank
	

	
	Info type Status
	1- Active
	

	
	Validity 
	Enter effective date of position – must be employee’s appointment date or prior  End date is always 12/31/9999
	

	
	Action 
	Select S (Create Position) from dropdown box
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	Create Object
	Object abbr.
	Enter Class/Job Code (ex: 00220)
	

	
	Object Name
	This Field will populate when you complete action and green arrow back when entry screen is presented
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	Essential Relationship Relationships
	Belongs to….

ID of related object
	Enter Org Code or Using dropdown select the appropriate code(ex: 00811200)
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	Essential Relationship Relationships
	Described by…

ID of related object
	7 digit job code can be entered or selected from dropdown  (ex: 00220 = 0002200)
 or 5 digits w/* (ex: 00220*) 
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	Complement Control 
	Work Contract
	SS = Salary

WW = Wage
	

	
	Business Area
	Department Code 2 digits (ex: 25)

(characters 3-4 of Org code on EPAR)
	

	
	Budget Fund
	10-digit Complement Control code that defines fund within agency.  Must be provided on PAR
	      

	
	Budget Fund Center 
	10-digit Complement Control code that defines fund within agency.  Must be provided on PAR
	

	
	Position Exp Date
	Enter Date For Wage positions Only (should be end of fiscal year unless otherwise noted)
	      

	
	Budget Period
	Budget Period should be the current fiscal year.  This will default to current year.
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	Essential Relationship Relationships
	Reports to…

ID of related object
	8-digit Position Number of Supervisor
	[image: image11.jpg]


      [image: image12.jpg]




	Description
	OA Control Number
	OA Control # is required for Centralized Classes, enter if provided on PAR.  If not provided return PAR to agency requesting they obtain an OA Control #.
For non- centralized classes green back error out 
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	Vacancy
	Vacancy
	Select open
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	Acct. Assignment Features
	Company Code
	COPA
	

	
	Business Area
	Department code 2 digits (ex: 25)
(characters 3-4 of Org code on EPAR)
	

	
	Personnel Area
	(first two characters of Org code on EPAR unless 21**, 78**  or 12**)

Department Code 2 or 4 digits Agencies with 2 pay groups have 4 digit codes

(ex: 25 or 7802)

	

	
	Personnel Subarea
	Union – Bargaining Unit – FLSA Code
This is determined from the Job code.
This code should be included in the PAR.  There are a few exceptions for the FLSA Code.  If class code is 06590, Intermittent Intake Interviewer, assign “I”.  If class code is 02050, Intermittent Liquor Store Sales Cashier or 02060, Intermittent Liquor Store Clerk, assign “L”.  If class code is 44680, Energy Assistance Worker, assign “E”.
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	Employee Group / Subgroup
	Employee Group
	Non-Permanent, Permanent, Annuitant 
	

	
	Employee Subgroup
	Must select applicable code from dropdown (ex: F7 - fulltime 75 hours)
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	Cost Distribution
	COAr
	COPA
	

	
	Cost Center
	Cost Center information Must be included on PAR.
	

	
	Order #
	Enter if provided on PAR
	

	
	Pct.
	100% unless split costing information is provided on PAR  
	

	
	Fund
	Budget Fund information Must be included on PAR.  
	

	
	BudgetPer.
	The budget period will need input prior to entering and saving otherwise you won’t be able to finish the action.  
Input Budget Period (current fiscal year)
	

	
	Fund Center
	Will populate from Cost Center
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	Detailed Position Attributes
	Age 50 Indicator
	If Job is coded as Age 50 the position must be coded as Age 50.  
	

	
	Union Code
	Field will automatically populate once the Union Local is selected
	Confidential positions should not have a union code on the position.

	
	Local Code
	Union Local  (If applicable)
	Confidential positions should not have a union local code on the position.

	
	Budget Impass Ind
	Enter # from PAR  (ex: 1 Critical)
	

	
	Service Type
	Civil Service or Non-Civil Service

(look at job via PO03 – detailed job attributes to determine if CS or NCS)
	

	
	Department Jurisdiction Code
	G - Under Gov Jurisdiction
	

	
	Promotion Unit
	Will populate after furlough unit it selected.
	Confidential positions should not have a promotion unit on the position.

	
	Furlough Unit
	Use dropdown to select furlough code provided on PAR  (ex: 114)
	Confidential positions should have a Management Furlough Unit Code.

	
	Performance Cycle
	Select EPR cycle from PAR from drop down 

(ex: A - Annual EPR Date)

*Should be in EPAR text.  If not, contact agency.
	

	
	Class Performance System Code
	Select from dropdown General/SMS/Attorney/etc
	

	
	Check Distribution Code
	0008888 - Mail to Emp’s Home Must be selected from dropdown 
	

	
	Zip Code
	Work location zip
	

	
	Headquarter Code
	Select from Dropdown box that will appear once zip code is entered  (ex: PAUL)
	

	
	Headquarters County Code
	3 digit  Work location County code 

(ex: 022 Dauphin)
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	Address
	Headquarter address
	Enter City and USA or full address if provided on PAR
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	After you save the Headquarters Address – you must green arrow back which will automatically update the object.


WRITE DOWN YOUR NEW POSITION NUMBER!

FINANCIAL DISCLOSURES / COMMERCIAL DRIVERS LICENSES:  If these items are not required for the job but are required for the position, you will need to add these items to the position using PO13.  Once you have completed the Create a Position action, if the PAR is requesting to have roles added you will need to move the PAR to Tyler Schmidt requesting that the roles be added (be sure to include the position # and indicate to please move it back to yourself once they are added).  Once the roles are added he should move the PAR back to you to close.  
Updated January 21, 2016

