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SAP Transaction
PO13D

Purpose
PO13D displays HR data on a position.
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Terminology:

Infotype-similar group of information (relationships, vacancy, planned compensation, account
assignment, employee group/subgroup, cost distribution).

Dates are reflected as begin and end. Budget Development uses the end date 12/31/9999-which
indicates the “permanent” information.

Infotypes:
Relationships:

e Holders-persons who have held the position and the dates that they have the position
e Organization-what organization the position belongs to

e Master Cost Center — The master cost center for the position

e Description — What job describes the position

Planned Compensation:

e The maximum amount that the position is budgeted to be paid. This amount is determined at
the time the position was created or from the amount the last person who held the position was
paid.

Vacancy:

e Open (Vacant) means the position is vacant; there is no holder

e Filled/On Hold means the position is held by someone OR the encumbrances for the position has
been released for that time frame. The Budget Office will periodically change the status to
release the encumbrance so the budget can be available for other uses, but they only do this for
the fiscal year for which the budget is encumbered.

Account Assignment:

e Personnel Area-Division to which the position belongs
e Personnel Subarea-whether the position is fulltime or part-time and whether it is benefits
eligible

Employee Group/Subgroup:

e Employee Group indicates whether the position is Faculty, staff, student, etc.
e Employee Subgroup indicates whether the position is for 12 month or less than 12 month
appointments and whether exempt or non-exempt.
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Cost Distribution:

e Indicates from where the position is budgeted to be paid. Generally, this is the same as the
person, with the primary exceptions being individuals paid from grants.

Tips and Tricks:

e Select the “All” radio button on the right side of the screen under “Time period” to see all
entries in each infotype

e Select the mountain with the sun to view all the information in the infotype

e After selecting the overall view (previous bullet) select the row that you want to view the detail
and click the magnifying glass.
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Enter Position number and hit enter. On the right side of the screen, select ALL (radio
button).
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Select the row of data you want to
review:
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After selecting the infotype, select the mountain with the sun.
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Notice there are dates for the start and end date. Budget Development always looks at 12/31/9999 as
the important (or permanent date). You can see that this position reports to position 50002294,
belongs to Organization 50000180, has had two holders in the past but currently has no holder, has a
master cost center of 1511100000 and is described by job 7232.
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Select planned compensation infotype, click on the mountain with the sun:

g 000 mlaH @@ CHE DDON HE @
Dispiay Position
Vsl &

Current plan g

_EEIDEH 365
_I nterpreter

Active | Planned | Submitted . Approved | Rejected

rllnfnt'g.rpe KName E.. Tirme period
~ |object (1000) o [+]|| O Period
_IRelatinnships 1001y o E| From  B3/13/2008 to 12431/8999
_IDESCriFJﬁDﬂ (1002} ) Today ) Current weak
IDenartmenthtaff {1003} @ Al ) Current month
) Fram curr.date ) Lastweek
acancy (1007) L ) To current date (' Last month
Acct Assign. Feat (1008) o NG
AuthoritiesiResources
ork Schedule (10113 E| |-E| Calect I
 |Employes GrpiSubgrp(l 013) ¥ [+
Budget Office Phone: 512-245-2376 Email: budget@txstate.edu

Page 7 of 15



Notice there are two entries. Planned compensation is populated when a position is vacant and is
normally populated with the base salary of the last person who held that position. In this case, the
planned compensation with the date 12/31/9999 is $3,601.50 monthly.
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Select the vacancy status infotype and click the mountain with the sun.

Edit

Litilities Help
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Notice the position has an open (vacant) status until 12/31/9999. This means that the position has been
vacant from 12/5/2007 and is still vacant.
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~|01/01/2006  |12/04/2007  |Filledion hold
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1103002004 0¥M 52005  Filledion hold
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Select Acct Assignment Feat and click the mountain with the

sun:
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Notice that the position belongs to division 1500 and is in the personnel subarea 0002. See next screen
shot for description of the personnel
subareas:
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Fersonnel Subarea (1) 6 Entries

Restrictions |

LA e =

Fersonnel area:; 1500
Fersannel Area Text Student Affairs

PSubarea”|P.subarea text |

0ao1 BE PT (20-39)
000z BE FT i40)
0003 MBE PT {=20)
0004 MBE PT (20-39)
0004 MBE FT (40}
0006 SBE (20-40)

Click on Employee Grp/Subgroup and click the mountain with the sun:
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Utilities  Settinos Help

24 H e e nntan BE @ m

Dispiay Position
V& A

Position Goto System

Plcjxﬁversinn Current plan bl
Fositian 500013265 Interpreter
Abhr. Interpreter

Active | Planned | Submitted | Approved | Rejected |

|: Infotype Mame E|ﬁ| Time period

| |Object ¢1000) o [+]|| O Period

|:Relatiun5hips(1tllj1) o || From 03/13/2008 1o 12431/9099
| |Description (1002) ||| O Today O Currentweek
| |DepartmentiStaff (1003) @ Al @ EurEm
|_F'Ianned Carmpen {1005) v ) Fram curr.date i Lastweek
|_ acancy (1007) L () To current date () Last month

| JAcet Assign. Feat (1008) o O Current Year
| Authorities/iResources

| Iwork Schedule (1011} [A] = Select

| [Employee GrpSubarp(ii13) ¥ [~ '

Notice it’s a 12 month non exempt staff

position:
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Select Cost Distribution and click the mountain with the
sun:
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Notice there are four entries, one for each fiscal year plus the year the position was created. To view
the latest detail, select the first row and click the magnifying

glass.
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This displays the cost distribution in detail with funds center and
fund.
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