@
Position Occupancy - Report Instructions Kﬂ@

Comnecting the Commornwesith
This report gives the total filled,
vacant and interim positions.
1. From your SAP Easy Access Screen type, 1V MR eae HE ofada8 B @
transaction code: ZOMRO010 Position Occupancy Report
&

2. Click the Enter button @ or press Enter Objects
to continue Plan version 01| Current plan

Object type 0 | Organizational unit_

Object ID [ "" 2
3. Object ID- Either enter the 10 million org Reporting key date

i Tod 06/06/2012 Period

Number or Click the match code button o e

* H H [E Choose Organizational unit
Run this report at the Cabinet, Department or ‘ =toralun
Name o) Code valid from | vali...

* ~ =3 Organizational structure

Agency Ievel' L3 lacti ~ [ Kentucky Human Resources In|O 10000001 00 01/01/1900 Unlimitec
yout Selection =

» O | Kentucky Benefits Only |0 10009000 99990 01/01/1900 Unlmitec
Lavout ~ | commonwealth of Kentuck O 10100002 01 01/01/1900 Unlmitec
B » O [ Legislative Branch 0 10100003 09 01/01/1900 Unlimitec
. . . + O [ Judical Branch 0 10100004 19 01/01/1900 Unlimitec
4. Drill down in the org tree to find the * O [ ereatve sonch (0 10100005 29 01/01/1900 Unliec
* [ [ General Governmen |0 10101118 31 01/01/1900 Unlimitec
i i lﬁ + [J (] Transportation Cabil0 10101918 35 01/01/1900 Unlimitec
approprlate org and CIICk the Enter bUtton + [ [ Economic Develop O 10102474 36 01/01/1900 Unlimitec
+ O [ Finance and Adminis O 10102499 3% 01/01/1900 Unlimitec
» [ Tourism, Arts and HO 10102953 50 01/01/1900 Unlimitec
» I [ Education and Wort|0 10104223 51 01/01/1900 Unlimitec
H H » [ [7] cabinet for Health a 0 10104572 53 01/01/1900 Unlimitec
5. Reporting Period - Leave as today + © ] sisice 8 Publc i 0 10105530 54 03/01/1500 Unimeac
+ [O{iPersonnel Cabinet] |0 10105869 55 01/01/1900 Unlimitec
+ O [ Lebor Cabinet 0 10105914 56 01/01/1900 Unlimitec
» I [ Energy and Environi O 10106000 57 01/01/1900 Unlimitec
* [ [] Public Protection CajQ 10106299 58 01/01/1900 Unlimitec

NOTE: You may choose to display past or future data
to identify historical or upcoming changes by clicking . O .
the Period Button Period )

6. Click the Execute button @ or press

F8 to execute. @ ‘qH e¢@ CHE vnEo EE 0B

Position Occupancy Report
7. The Position Occupancy Report Displays

H AY TR BTk B=4
8. You may want to download this report Position Occupancy Report
. Program: ZOMRO10_POSITION_OCCUPANCY Variant: (Mone)
To Excel to do so from the tool bar click Run Date/Time: 06/06/2012 @ 01:12:32 PM System: ECQ-400

Reporting Period: 06/06/2012 - 06/06/2012
No. Records: 43

The Local File button
=,

Org Unit | Abbr. | Object name FT Filed Class | FT Filled Class % PT Filed Class | P
9. Choose Text w|th Tabs 10105862 55 Personnel Cabinet 181 96.28 7
i 10105870 55790 Pers Cabinet - Office of the Secretary 60 90.91 6
Q. 10105871 55790 Office of Administrative Services 5 100.00 0
10105872 55790 Office of Legal Services 1 100.00 0
10105873 55790 Office of Employee Relations 19 90.48 2
In which format should the list 10105874 55790 Workers Compensation Branch 5 100.00 0
be saved ? 10105875 55790 Life Insurance Branch 6 100.00 ]
10105876 55790 Return to Wark Branch 2 100.00 0
1M1NSR77 | 55700  Warknbre Relatinne Rranrh 1 1nn nn n
Cunconverted
®) Text with Tabs
_)Rich text format
"JHTML Format
“)1In the dipboard
vlx]
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10. Chose Enter

11. Directory — Navigate to the location where
you want to save the file.

[E Position Occupancy Report 4

Directory C:\Users\per043\Desktop',
=

File Mame L.XLS

Encoding

LI
(]

‘ Generate ” Replace ” Extend ||g

12. File Name — Type the file name

13. Click Generate

14. Click the Back button e or F3 to return to the previous screen

***Division and Branch number will roll up to the Department level, thus showing totals at the
higher Org levels of Cabinet, Department and Agency. ***
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