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Introductions

Tell me about yourself:
« Name
» Responsibility and length of service

 What are your class expectations?

Kﬁ Slide 2
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House Rules

Please:
» Use the sign-in sheet

Silence phones and Blackberries

Refrain from email and internet use

Leave the room tidy and ready for the next class

Participate — This is your class!

P
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What Class Is and What Class Is Not

To give you the basic knowledge and skills  Designed for your specific division or
you need to perform your tasks in KHRIS agency procedures and policies

as well as to perform any related business

processes

To demonstrate how you can further Inclusive of all of the scenarios you
develop your skills, by using the classroom  encounter in your current job role
materials and the end-user training

materials website to continue your KHRIS

education after training is completed

Designed with the primary goal of making Designed to cover agency-specific tasks
you effective on the tasks you will use done in KHRIS very sporadically, such as
most frequently in the system guarterly or annually

KHRES Side 4
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Instruction Method

Concepts Demonstrations Practice
(Tell Me) (Show Me) (Let Me)

Kn@ﬁ Slide 5
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What is SAP?

For the Commonwealth of Kentucky, the SAP system is called

i<

Kentucky Human Resource Information System

Why use SAP?

e Contemporary

 Integrated system

« Easy access to information

* Reduction of manual tasks and less paperwork

)Ll Slide 7
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Master Data

Master data is centrally stored employee information that is
shared across modules within KHRIS. This information
typically remains the same over a long period of time.

Employee/Position Address
Social Security Basic Pay
Number

the Commorwealth
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Infotypes

Infotypes (ITs) group data together according to related subject
matter. Example: IT 1001 Relationships stores the holder, org
assignment qualifications, time approver and the supervisor of the

position.
 Each IT is identified by a unigue name and number
« Data is created, displayed, and changed on its own screen

» |Ts display validity dates that indicate when the record took effect and
when it ends

EDescription

ECost planning
= Address, etc.

Kﬁ_@f Slide 9
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Transactions

Transactions are used to display data in different formats in

KHRIS.

There are three methods to access
transactions.

 Method #1, Menu Path — By using a menu path,
we can access transactions by clicking the
arrows, or nodes, next to the folders to reveal
the actual transaction steps for processing.
This is known as a tree structure.

» Method #2, Transaction Code — We can enter
a transaction code in the Command field, but
we have to know the transaction code we want
to access

 Method #3, Favorites — We can create a
Favorites list of commonly used transactions

3
Menu Edit |anriles Exras System Help

2IPPOSE Zl JH&@
SAP Easy Access

=

B ERENEEEIMEE

' [} Favorites

...................

b (] Cross-Application Components
[ [ Logistics
¥ {3 Accounting
< {4 Financial Accounting
P[] General Ledger
= {3 Customers
[> (] Dacument Entry
P ] Document
b (3 Account
I ) master Records
=7 {3 Credit Management
I (] Exceptions

| C o Daru
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Security Roles

Access to KHRIS is based on security roles.

» Security roles are used to set up the activities that a user can perform
in KHRIS

 These roles give users access only to the items they need, and not the
entire system

e Security roles are based upon a user's organization, agency and
assigned tasks

» Security roles are assigned to a position; not the person

P
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Every action and IT in KHRIS must
have a beginning (effective) and
ending date.

 When we create or revise a record, we
are required to enter an effective date

« KHRIS automatically assigns an end
date of 12/31/9999, or “infinity”

 When we revise a record, the end date
of the previous record will populate
automatically based on the effective
date of the new record

K_R@D Slide 12



Validity Periods

Validity periods are the start and end dates that define the life

span of the record.
@ . Display Object - IT 1000

e
Job LBE-I 10V000101) Administrative Specialist 1
Plnning Status Active

Validity 01701719000 to 12/31/9999 }6"& Change Information
Start Date ® .| Display Relationships - IT 1001
Object - IT 1000 _ BB B addtonal data
Object abbr. 96110V0001 . End Date
Object name Administrative Speciakst I Job S6110v0001 - | AdmniEtrative Spacokst [
Language Key : bt Plnning Status ACTe

Vabd from 0170171900 to |12/31/9999 4 Change Information

Start Date

Feltionship type/reltionship Al (031] Regures End Date
Rebted Object

Type of relted object ] -

ID of relted object 50000942

Abbreviation properiod

Name Probationary Period

_K_FI@:D Slide 13
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Questions and Answers

KHRES
- Slide 14
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Organizational Management
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Lesson 1: OM Overview

Lesson 2: Organizational Units

Lesson 3: Jobs

Lesson 4: Positions

Lesson 5: Reporting

Course Map
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Course Objectives

By the end of this course participants will be able to:
» Define Organizational Management
* Describe the org management structure
» Explain relationships and inheritance to org management objects
 |dentify object infotypes
» Display organizational structure, jobs, and positions
* Print a Job Specification
* Print a Position Description
* Maintain relationships on a position
 |dentify Human Capital Management Processes and forms
» Describe the workflow approval process
» Navigate reports

KARES e 17
the Commorwealth
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Course Map

Lesson 1 OM Overview

&
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Lesson 1 Objectives

By the end of this lesson participants will be able to:

« Explain and access KHRIS transactions

Define org management

Define key org management terms

Explain the importance of relationships

Discuss the relevance of inheritance with org management

Display org structures

KRGS e 20
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The following key terms will be discussed in this lesson:

« Organizational Management » Organizational Plan
* Enterprise Structure » Relationships

« Company Code  Inheritance

* Personnel Area » Organizational Units
« Personnel Subarea » Jobs

« Cost Center » Positions

* Personnel Structure » Persons
 Employee Groups  Qualifications

 Employee Subgroups
» Payroll Areas

KARES e 1
the Commorwealth
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Integration

View Pay y New Position
Stubs

Employee
Life Cycle

Time Reporting Benefits Enroliment

Each entry made in KHRIS affects
one or more components of an employee’s time and pay.

K 7. Slide 22
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What Is Organizational Management?
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Uses for Organizational Management

Organizational management (OM) is the component of KHRIS that maintains
the organizational structure in the system.

It provides a clear picture of the organization at any point in time
* Past
* Present
* Future

It provides access to the reporting structure in real time

» Relationships stored in KHRIS:
» Allow structural authorization, or what organizations we can view
» Create hierarchy
* Link jobs to positions
» Link positions to employees
 Link positions to positions
 Link positions to organizational units
 Link positions to cost centers
« Link objects to qualifications

the Commorwealth
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OM Components

KHRIS contains three distinct areas of information:
« Organizational structure

* Enterprise structure

» Personnel structure

These pieces of information create the link between OM and
Personnel Administration, as well as other functional areas of

KHRIS.
. ™D ¢
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Enterprise Structure

The enterprise structure defines the legal structure of the state.

Company code — COMK for the Commonwealth; creates a link
between the information in human resources and accounting

Personnel area — tied directly to the company code and is used in
Payroll to identify the branch of government for whom the employee
works

Personnel subarea — assigned at the position and defines the payroll
rules for the employee

Cost center — ties the HR structure to the finance structure

Enterprise structure

CoCode COMKE  Commonwealth of Kentuc..

Pers.areza 0001  Executive Subarea 1001  FT N-BExempt

Cost Ctr 3109500000,  Military Affairs Bus. Area 1000  Commonwealth of Kentu .
Func. Area
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Personnel Structure

The personnel structure describes an
employee’s position in the Commonwealth.

« Employee groups — place like
employees into categories

« Employee subgroups —
subdivide employee groups
according to employees’ status

 Payroll area - describes the
employees’ pay frequency and
payroll cycle

Employee
Group 18A

Salary Hourly
40 hour Salary Hourly 37.5 hour
37.5 hour 40 hour
Employee
Subgroups

Fersonnel structure/
EE graup h T84
EE subgroup (B2 ASC Salary 375

Fayr.ares
Contract

SM

Semi-ranthly
o

g T ——
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Organizational Structure

The organizational plan defines the hierarchical relationship
between OM objects, including org units, positions and jobs.

Organizational plan .~ Adrrinistratar
Percentage 10000 Time
Fosition 03197 21 0v000101
ALCOHOL & DRUG REI
Jah key 20001877 62110000101
Alcohol & Drug Rehakili
Exernpt E
Qrg. Unit 10003748, A37249
Support Services Linit
Oy ey [O01 5372808 EH0
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Organizational Information

Display 0001 Organizational Assignment

Farsonnel Ma 156307 Marme Caral McFarland
F || EE group A 1A Personnel area | OO1 Executive Status  Active
" '| EE subgroup  |02| ASC Salary 37.5 Pers. subarea 10861 FT M-Exermpt
Start O5/B2/2010 to 12/31/9999 Chhg |BE/ 0242010 |{|CONYEDH
Enterprise structure
CoCode COMK Commomwealth of Kentucky
:|] FPers.area e Executive Subarea 1861 FT M-Exermpt .
S >
— || CostCtr 5372900000 Cept for Mh, Dev Dis Bus. Area 10080 Commonwesalth of Kentuck Enterprlse StrUCture
Func. Area
FPersonnel structure T
EE group a 184 Payrarea SH Semi-monthly
S
EE subgroup (02| ASC Salary 37.5 Contract =l Personnel StrUCture
Qrganizational plan Administrator =
Percentage | 10000 Time
Fosition 30031917 B21100001 01
ALCOHOL & DRUG REI
Job key 2001077 62110%000101
Alcohal & Drug Rehakili H H
: — Organizational structure
Exempt E
Org. Lnit 10003748 537249
Support Services Linit
Org. key DEE 5372900000
—
_.(n—@a Slide 29
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Relationships

Org management uses relationships to identify positions, persons, org units,
jobs, cost centers, and qualifications.

OM is based on the concept that each element in an organization represents a
stand-alone object with individual characteristics

These objects are created and maintained separately, then linked together
through relationships

Relationships are displayed in IT 1001

Agencies are responsible for maintaining the following relationships stored on a

pOS|t|0n: Relationships - T 1001 01 O 10001277 1

Relationship typefrelationship A 1031 Reguires

Related Ohject

Type of related abject @ Qualification |
A002 — Reports to ID of related objest 50008947

Ahbreviation unit

. . Narme Unit

BOO2 — Is Line Supervisor of

Fiatity

Recard |2 of 20

A012 — Manages

— (Upon establishment of the position or a request to the OM Branch)

BZ01 — Time Approver
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OM Objects

OM has six key objects:
e S- Position (30 million)
 P- Holder (Pernr, Employee ID, SSN)
e O- Organizational Unit (10 m|II|on)
e C-Job (20 million)

e K- Cost Center

e Q- Qualifications (50 million)

e ———

Connecting the Commonwealth

Slide 31



Inheritance

Inheritance occurs when one object receives attributes and
characteristics of another object with which it has a relationship.
Examples:

 An org unit inherits attributes of a higher-level org unit to which it
belongs

» A position inherits attributes of the job that describes it
« A person inherits attributes of the position he holds

P
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Summary of Relationships

Describes Belongs to Dept. of

Agriculture

>

Org Unit (O)

Job (C) Position (S)
Admin Spec |l Admin Spec |l
A Food Distribution

Inherited
from Org Unit
Defines 2 _ _

Defines

Holder (P)
Cost Center (K) William Smith

Qualification (Q)

e ———
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Organizational Units

An organizational unit describes a distinct business unit.

« The organizational structure is the basis for the creation of an
organizational plan

« Multiple organizational units with corresponding relationships form an
organizational structure

* Org units are represented in KHRIS by Object Type O and a 10 million
number (i.e. 10000530)

* You can access organizational units by using transaction code PO10D

_K_R@D Slide 34
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A job is the foundation from which positions are created. Establishment
or revision of jobs is handled by memo to the Personnel Cabinet.

Jobs:

 Describe the general classification of functions and duties that are
identical across the Commonwealth

Are used as the basis for creating positions

Are not occupied by Holders (employees)

Are represented in KHRIS by Object Type C and a 20 million number

(i.e. 20000527)
We can access jobs by using transaction code PO03D

K_R@D Slide 35
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A position is a detailed representation of a job and is held by an
individual. A number of positions can be based on the same job.

A position:

» Belongs to an org unit

* Reports to another position

* May be vacant or filled

* Represents a set of tasks performed by a person
* As arule, represents one employee

* May be classified as a chief position

« Can be a line supervisor of another position

» Isrepresented in KHRIS by Object Type S and a 30 million number
(i.e. 30003424)

* We can access positions using transaction code PO13D
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The Holder represents an employee and is the central object In
the Personnel Administration module. A Holder refers to the
physical person who fills a given position.

A Holder:
 |s assigned to a position
 Inherits the attributes of all related OM objects

* Isrepresented in KHRIS by Object Type P and a six digit
personnel number (PERNR)

 We can access employees through Personnel Administration
transaction PAZ20.

Connecting the Commomweslth



Qualifications

Qualifications store attributes that can be attached to a job or org.

Catalog: Display Qualification(s)
Qualifications: ST ]l | &8 Positon |{£8 segment ||
° Are malntalned by the Catalog [ 110192010 - 12/31/9999 01 Current plan
- 0 QK S0pe0253 O Governaor's Buthority GavAuth
Personnel Cabinet 5] 0K 50088250 [ Job Qualification Group JobQual
. @ 0K BOEEA2E0 O fdministrative-Administrative Support hdms
e Are representEd IN —E\ 0K 50000250 O Certifications Cert
) —E@ 0K BOBEE2E1 O Education Education
—E (K 50000269 [0 Emergency FPreparedness Emergency
KHRIS by ObJeCt Type Q —E 0K BOAAE2E6 O Financial Financial
11 — QK 50000262 O Fiscal -Accounting Fisgcal-Acc
and a 50 million number 0K 50006257 O] Group-Zero Job Code ZeraJobCode
. —8 0K 50000263 [0 Human Services Humar
G QK 50000265 O Information Technology InfoTech
(Ie 50000265) 0 0K 50000264 0 Inspection-Regulatory InspReg
. . G 0K 50000267 O Law Law
Py —a 0K 50000252 [ Licenses Lic
Stored agaInSt a pOSItlon’ G 0K 50000268 O Logistical Resources LogRes
. @ OK 50080270 O HMedical-Health Science Hedical
Org, Or JOb —E QK 50008271 O Watural Resources Matural
—E 0K 50080272 O Non-Classified WonGlass
— @ QK 50e0e273 O 5Skilled Trades Ski11Trades
0 QK 50000255 O Job Specification Group JohSpec
—E# (K BOBERZ254 O OrganizZational Unit Indicataor OrglnitId
—E (K H0ee0258 O Training and Events-Group Training

| ~ E.-)
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Display the Org Structure

Transaction PPOSE, Organization and Staffing Display, is used to
review org units and positions in the organization.

 KHRIS is date driven, therefore, PPOSE can be used to view the
existing, previous, or future, organizational structure

« Within PPOSE, you can display:
« Org units
* Positions
e Chiefs
» Holders of positions

» This transaction is built upon relationships established in org
management

the Commorwealth
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PPOSE Welcome Screen

A welcome message displays the first time we access PPOSE.

=4

Organization and Staffing  Edit  Goto

| I

Seftings  Systern  Help

C@@ SEEB0Aa(EE @

E=

SAPS

Organization and Staffing Display

1 e Y|

[=1I[E=]

Dr20r2010 + 3 Manths

Find by

[> [ Organizational unit
I & Posttion
b it Job
I @ Person
b [fUser
b 8 Task
B object history

Organizational Management

This is the initial screen for maintaining your enterprise’s organizational plan. You can create your Organizational structure and Staff assignments for each organizational
unit

The user interface is divided into four areas

+ Inthe Search area on the left of the screen. you can use the search functions to find individual organizational objects. The results of this search are displayed in the
Selection area

+ These organizational objects can be transferred from here to the central area of the screen. the Overview area. where they are displayed within their erganizational
environment

+ The bottom area of the screen is the Detail area. Information about individual ebjects is displayed and can be edited in the detail arsa

Getting started

+ Using Gofo -= Change View. choose the view with which you want to work

+ [fyou have already created your enterprise’s organizational plan. use one of the search functions to select an organizational object. and then transfer the object to the
oveniew area by double-clicking

+ If you have not already created your enterprise’s organizational plan, switch to create mode. In the SAP menu. choose Human Resources -» Organizational
Management -> Organizational Plan -> Organization and Staff Assignment -> Create. Beginning with a root organizational unit, create an organizational structure and
staff assignment plans

For more detailed documentation. choose

* Help -= Agplication help (context-related documentation)
+ Help -= SAP Lil

it {complete documentation)

[ |

‘@ Plan wersion Current plan was set

I [ PPOSE

B[ krisecdel | INS

Connecting the
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PPO

SE Graphical View

=
Organization and Stafing  Edit

&

Goto  Seftings  System Help

=

JHICES (CRE SDO8|EE @

o

Organization and Staffing Display

mEIEERIRE <[ 1E] 0912012010 + 3 Manths
Find by | G ) e e I = 0 1 = sl
~ [ Organizational unit Staff Assignments (Structure) |Chief | wiorkflow |

{Hl Free search = [ Pers Cahinet- Office of the Secretary Luz Ennis

Jobs within the

org unit

Alvaro Becerra
Elma Foote
Guillermina Bla...
Mick Daigle

Maynard Acevedo
Mia Curry

Dretails for Organizational unit Pers Cahinet- Office of the Secretary

Cost distribution lVAddress | Workschedule . Quota Planning . MaxBu_ |,

() search Term I B CABIMET SECRETARY
] structure Search b 8 EXECUTIVE SECRETARY Il
) Object History P 8 SPECIAL ASSISTANT
b 8 Position b 8 EXECUTIVE SECRETARY Il
b & Job I & SPECIAL ASSISTANT
b @ Person b & PAYROLL OMLY
b [ User b 2 FAYROLL ONLY
b @ Task b & PAYROLL OMLY
5 object history I [ office of Administrative Services
[» [ oOffice of Legal Services
EI]-EE [» [ oOffice of Employee Relations
MName Code |E |Chief | [ [ office of Diversity and Equality
=~ [ Kentucky Human Resources Infarmation oo [+] [ office of Inspector General
= [ Commonwealth of Kentucky 01 [+] I [ Governmental Services Center
&> [ Legislative Branch 09 M I [ Center of Strategic Innovation
I [ Judicial Branch 19 —
¥ %I IE:xle;uGh;i(El:;abnch i? m o Accountassignment
[ [ Tran Cab 35
[ [ Edev Gak 36 Organizational unit  |557490 Pers Cahinet-
[ | FMEA Cab 39
[ 1 Ta&H Cahinet a0 Staff
| 1 Ed &Wkf Cab a1
] Cab H&F Srvs 53 Helder
[ [ Justice & Public Safety Gahine T 54 Icoano\der Fercentage |Assigned as |A
B Fers Cab 55 m Luz Ennis 100.00 |D&022010 u
[» [ Pers Cahinet- Office ofthe Secretary A5740 Luz Enn|_| Gy Bette Davidson 100.00 05022010 U
= [] Deparment of Human Regass - Iwa Hun §ify Jesse willinghan 100.00 |05/02/2010 (U
= [ Division of Emplg Gilda L @1} Lucille Aguilar 100.00 050252010 u
[ Personnel 2 Marlene) §fh Lonnie McCain 100.00 |0sf02:2010 (U
[ Payrall Brd . Gayla & )
[ Classificatia SeleCtlon Milan W LD ! D]
[ Organlzatlonal e Trina Ct?

1KY AR

oo

Office of the Secretary @
Walid On |B9/208/2010
@ Mo periods

Description - IT 1002

Subtyp | 0001 General descri Position &

holder

4
Details

[ Prose P khrisecdei [ ing |

the Commorrwealth
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Customize the PPOSE View

Icon Date and preview

Legend period Display
l l evaluation path
|- |I|E 09/2012010 + 3 Months l
3] 1 e L I 1P =Y ) I ] R G
1 17 11
Goto One level _
"P Find Column
Expand Configuration
Print

Collapse

Kﬁ@ﬁ Slide 42
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Exercise 1.1: Display Organizational Structure

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Transaction Code: PPOSE

Purpose:

This exercise will provide you with the information needed to display an
organizational unit, the staffing, and how it fits within the organization.

K_R@D Slide 43
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Knowledge Check

1.A Person

a Position

2.A Job

a Position

3.A Position

an Org Unit

4.A Position

the Cost Center from the Org Unit

5.A Qualification

Holds
Belongs to
Inherits
Describes
Defines

moowz>

the Job

KA

T
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Knowledge Check

What is the company code for the Commonwealth?

What are the three structures in OM?

What are the key objects in OM?

What items can you display using transaction code PPOSE?

What occurs in OM when one object is linked to another through a
relationship and receives its attributes and characteristics?

a bk w0 D PE

Kﬁ Slide 45
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Lesson 1 Review

In this lesson you learned to:

» Explain and access KHRIS transactions

* Define org management

* Define key org management terms

* Explain the importance of relationships

* Discuss the relevance of inheritance with org management

* Display org structures

P

Connecting the Commonwealth
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Lesson 2: Organizational Units
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Lesson 2 Objectives

By the end of this lesson participants will be able to:

» Display an org unit

 |dentify infotypes used in an org unit

KHRES e a0
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Organizational Units

Organizational units are used to depict the basic structure of the
organization.

» They are functional units of the state
* An org unit reports to another Governor of KY
org unit

* New org units must be established by ——
Executive or Administrative Order Cabinet
resulting from an approved
reorganization

Cabinet for Energy &
Health & Family Environment
Services Cabinet

Dept. for

Dept. for Dept. for

Public
Health

Income
Support

Medicaid
Services
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Display Org Units

Org unit infotypes can be displayed using transaction

code PO10D.

Infotypes that can be
stored against an
org unit are:

e IT 1000 Object

* IT 1001 Relationships

e IT 1002 Description

e IT 1008 Acct Assignment
e IT 1028 Address

e IT 9104 Hierarchy

Display Organizational Unit

Flan version 01 Current plan |
Organizational unit 18080605 Executive Branch
Abbr. 29
_@Plaﬂwed\ismmmed i Approved i Rejected
Infatype Marne N [ Tirme petiod
Object- [T 1000 W E @ Period
:Relationships - T 1001 o E From [12/08/2010] to 12431799949
_Description- IT1002 m O Today O Current week
_Acct. Assigniment -[T 1008 Cial O Current maonth
| |Address - [T 1028 (O Fram curr.date O Lastweek
K Hierarctiy -IT 9104 Ld O To current date O Last ronth
| O Current Year
- [+] |E Select. |
[~]
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Exercise 2.1 : Display Org Units

Follow along as your instructor leads you through the steps:

Transaction: PO10D

Purpose:

Allows the user to view all information about the organization.
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Knowledge Check

1.

True or False? Org units can be created as needed by an
Agency.

What infotypes are stored at agency level only?
What are the two transactions used to view org units?

Connecting
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Lesson 2 Review

In this lesson you learned to:

» Display an org unit
 Identify infotypes used in an org unit
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Course Map

Lesson 3: Jobs
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Lesson 3 Objectives

By the end of this lesson participants will be able to:

* Display a job
 |dentify infotypes used in a job
* Print a Job Specification

KHRES .
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Jobs are the general classification of functions and duties that are
iIdentical across the Commonwealth (Administrative Specialist, for
example).

Job infotypes that can be
displayed using transaction code
POO03D.

Infotypes stored against a job are:

IT 1000 Object

IT 1001 Relationships

IT 1005 Planned Comp

IT 1610 US Job Attributes

IT 9103 KY Job Spec

IT 9105 Special Entrance Rate

Display Job

Plan wersion tl1 Current plan g

Joh 200080878 Racing License Administratar
Abhbr, Igz4myaooa1om

m Flanned , Submitted , Approved | Rejected

Infotype Bame |E Time periad

Q1T 1000  [+]|| @ Period

Relationships - IT 1001 w’lzl From [11/22/2010] to 12431/9989
| |Planned Comp - IT 1005 ¥ | ||| OToday O Current week
| |Y5 Job Atributes-T 1610 o O Al ) Current month
| |KY.Job Spec- T 3103 L (O Fram curr.date O Lastweek
| _|5pecial Ent Rate-IT 3105 O To current date O Last maonth
| O Current Year

k— [} [= Select, |
[~]
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Exercise 3:1 : Display Job Infotypes

Follow along as your instructor leads you through the steps:

Transaction: PO03D

Purpose:

Allows the user to view information stored on the infotypes associated
with a job.
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Knowledge Check

Which infotype contains the abbreviation for the job?

A relationship does which of the following?
a. Defines the validity period

b. Automatically creates a link to the position
c. Describes the main area of responsibility

How many IT1005 records will all 18A jobs have?
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Lesson 3 Review

In this lesson you learned to:
* Display a job
 Identify infotypes used in a job
* Print a Job Specification
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Course Map

Lesson 4: Positions
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Lesson 4 Objectives

By the end of this lesson participants will be able to:

« Explain the concept of positions

Display position infotypes

Print a position description
View forms used to initiate OM actions

Describe the process to:
» Establish a position
» Reclassify a position
« Maintain a position
e Delimit a position

Kﬂﬁf Slide 64
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Positions are directly related to, and inherit their tasks and
characteristics from, a job.

* Positions may be filled or vacant

« A position must always be related to:
« Another position through the relationship “reports to”
» An organizational unit through the relationship “belongs to”
» A job through the relationship “is described by”

« Other relationships include:

* A0OO2 Reports to
e AO11 Cost Center (Establish position form)
» A012 Manages (Chief) (Establish position or email to the OM branch)

 B0O02 Line Supervisor

the Commorwealth
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Positions (Continued)

There can only be one position per Org unit designated as chief,
although there can be multiple line supervisors. The chief relationship
must be identified when establishing the position and/or through a user

access form.

Agencies are responsible for maintaining the following relationships:

 AOO2 Reports To

« A012 Manages (email to OM branch)|

 BO02 Line Supervisor

Position 21620%0001 01 | SECURITY FORCE MANAGER
Flanning Stat Active
walid from a1 /011900 tao 12431799399 |Q:{’ Change Information
Relationships - IT 1001
Relatinnship typefrelationship & 1811| Costcenter assignment
Position 21620V000101 | SECURITY FORCE MAMAGER
Flanning Status Active

Walid fram

ga8/26/2010 to 1243179999 |6§{’ Change Infarmation

Relationships - IT 1001

Relationship typefrelations

hip

B B02| Isline supervisor of

It is critical to ensure supervisory relationships are correct, because
they authorize who and what a supervisor can see in MSS.
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Display Position Infotypes

Position infotypes can be displayed using transaction code PO13D.

Infotypes that can be stored against a
position are:

« |IT 1000 Object

e |IT 1001 Relationship

e IT 1002 Description

e IT 1005 Planned Comp

e |IT 1007 Vacancy

o |IT 1008 Account Assignment

e IT 1013 Emp Group/SubGrp

e |T 1018 Cost Distribution

e |T 9101 Additional Position Info
e IT 9102 KY Position Des

Display Position
Flan wersion 01 Current plan E
Fosition 200080312
Ahbr.
Planned i itted i Approved i Rejected

Infotype Marms \ [E Time peiod

Ohject- IT 1000 [+]|| @Period
:Relatinnships— IT 1001 @ From |@1/01/2001( to 1243149999
_Descriptinn- T1002 _| O Taday O Current week
_F'Ianned Comp - T 1005 O Al Oy current month
| [vacancy- 1T 1007 () Fram curr.date (O Lastweek
| |poct Assignment-T 1003 O To current date O Last manth
_Emp GrfSubGrp - IT 1013 O Current Year

Cost Distribution-1T 1018
_Adl Position Info-1T 9101 @ |E| Select |

kY Position Des - IT 3102 [=]

Before processing an Appointment an
Agency should use transaction PO13D to
ensure the position is set up correctly.
This will eliminate PA/Payroll errors.
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Exercise 4.1: Display Position Infotypes

Follow along as your instructor leads you through the steps:
Transaction: PO13D
Purpose:

Allows the user to view all information about a specific position.

KHRES .
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Position Actions

Position Actions

» Establish Position, Reclassify Position, Update Position Description,
or Work County Change
» Agencies initiate form and submit through agency workflow
» Personnel Cabinet approves through its workflow

» Delimit (Abolish) Position
» Agencies use transaction code ZOMEQ12 to delimit the position in real
time.

» Reallocation

» For under 25 employees, the Agency initiates the form(s) through agency
workflow and the Personnel Cabinet approves through its workflow

» For over 25 employees, the Personnel Cabinet will communicate with the
Agency to make the necessary changes.

the Commorwealth

g T ——

Connecting



Agencies use Human Capital Management Processes and
Forms (HCMPF) to initiate the processes to create or maintain
positions. The following forms will be discussed in this lesson:

 Establish Position

« Establish Position with Position Description

» Reclassification No Position Description Required
» Reclassification with Position Description

« Reallocation No Position Description Required

» Reallocation with Position Description

 Work County Change

« Update Position Description

Kﬁ@: Slide 70
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KHRIS Self-Service Center

The HCMPF forms are accessed through the KHRIS Self-
Service Center.

» Web-based portal (khris.ky.gov)
e Access based on security role

e Ouruser ID is our
alphanumeric

employee ID i

(ABC1234) e Kﬁ@

e For security reasons, | | e e ot
the portal will time
out after 15 minutes

of inactivity

Forgot/Reset Password or New User?

‘the Commorwealth
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User Security Agreement

Employees will be required to read and sign a User Security
Agreement annually so that an updated form is on record.

User Security Agreement

|_+# | AGREE | [ Rsject |

User Security Agreement
for
Access to Confidential Data
Maintained by the Personnel Cabinet

| understand security measures have been established to provide access to the Kentucky Human Resource Information System (KHRIS). | understand these security measures may also provide inquiry and/or
update capabilities to all systems maintained by the Personnel Cabinet, to include, but not limited to, KHRIS, KHRIS® Employee Self Service (ESS) and/or KHRIS' Manager Self Service (MSS), the Career
Opportunities System (COS), Image Connect, and/or CICS.

| acknowledge and agree to the following:

| understand in order to obtain access to Personnel Cabinet systems, | have been given a User ID and password. | am solely responsible for all information obtained through this computer system access
using only my 1D and password. | am obligated to keep all Access Codes, including my User ID, password, security questions, etc., confidential to prevent unauthonzed access to my accounts and to
prevent unauthorized use of these systems.

| will not allow any person to use my ID and password to logon to any network or system of the Personnel Cabinet. | am responsible for any use or abuse of KHRIS information and any other system
information with these accounts, since no other person will have authorized access through my account.

| further understand that the Personnel Cabinet may cancel my access at any time without notice if security has been or may be compromised.

| understand that KHRIS and any other Personnel Cabinet system data (processed or stored under local directories) shall not be used for any purpose other than official Commonwealth agency
business. | shall not disclose in any manner to any entity or individual who does not have a legitimate need to know without the prior, written consent of the Secretary of the Personnel Cabinet.

| understand that some information that | access as an Authorized Agency User may be considered not only confidential but also Protected Health Information (PHI) subject to the Health Insurance
Portability and Accountability Act (HIPAA) of 1996. Additionally, | understand some levels of access to KHRIS require Personnel Cabinet sponsored HIPAA training before access is granted. This training
shall be renewed periodically.

Any User that improperly discloses, intentionally misuses or inappropriately transfers any confidential information, may be subject to disciplinary action up to and including dismissal, pursuant to KRS
184, 101 KAR 1:345, 101 KAR 3:050, or other applicable state and federal law. Any User who viclates the terms of this Agreement may also be exposed to additional civil and/or criminal charges.

| understand | shall notify my Agency Security Contact of any actual or suspected data security breach as soon as possible. The Agency Security Contact is responsible for immediately notifying the Personnel
Cabinet. | further understand and agree nothing contained in this Agreement shall be construed as granting any property rights, by license or otherwise, to any confidential Information.

By clicking “l AGREE" below, | acki ledge it is my responsibility to comply with the terms of this Agreement, which | have read and accepted these conditions as stated herein and within KHRIS d tati | further
indicating | agree to maintain the fidentiality of all information cbiained at all times, including if and when | am no longer an ployee of the C Ith.

ige this action serves as my signature

Slide 72
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Accessing Forms in Self-Service Center

The tabs you see in the Self-Service Center will depend on
your security access.

. . _ B / h) o
+« ) Personnel Cabinet — WelcomeBrroass, KHRIS

iy ittt
1-:5 / Serving the People Who Serve the People Self-Service Center
Tl

My Benefitz Manager Seli-Service Insurance Coerdinator NCP2 Inzurance Coordinater NCP1 HR Generalist

Role specific

tabs
(h;;(\;g‘?‘“\ Welcome to the KHRIS Employee Self-Service Center

Kentu

SPRT,

I Detailed Navigation Use the Employee Self-Service Center to perform various tasks such as update personal information. view benefits and payment

information, request leave, etc. Simply select a link from the left side of your screen and you'll be on your way!

» m Benefits Information

» m Payment Information Some of the options™ available to you are:

» m Personal Information

» mWorking Time + Benefits Information: View your current benefits selections. identify external organizations (such as charities) that you can then

= Who's Who designate as your beneficiaries. complete annual enroliment during allowed periods.

+ Payment Information: Review various salary/compensation statements, estimate your net pay using different withholdings and
deductions, Change your W-4 tax withhaldings.

+ Personal Information: Maintain your address, family member and dependent information. 8
information.

argency contacts and bank

+ Working Time: Check your leave balances. request leave and overtime, review your time statement.

Links to actioh

* Certain KHRIS services and/or information contained in the Employes Self-Serice Center are only applicable to
areas employees. Please check with your Human Resource Office for specific details.

Display area
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HR Generalist Tab

Emgloyee Seif-Service My Benefits Aanager Seif-Servig H R G ene FEi| ISt

Tra ning Liason Sdminsirators Instructers

Vielcome History, Back

Welcome to KHRIS Online Benefits Administration System

KHRIS Frocesses

=
Rentucky™
Pleasense the me

iled Navigati [==] .
I Deisiled Navigation = e I Worklist
[H] VWaiting for update

P IR

Show: |y Qpen Tasks ||

Subject From Sent

= Welcon

JiHRIS A ess s

I KHRIS ProdBeces
Benefits/Employee Processes

The HR Generalist
tab allows you to

select the KHRIS e —
Processes link. * Search Benefits’Employee Processes

* Open Benefits/Employee Processes

Organizational Processes
* Start Organizational Process

* Search Organizational Processes

* Open Qrganizational Processes

e ———
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Selecting Process to Complete

We will use the “ Start Organizational Process” link to access
and initiate the forms.

Start Processes Start Processes
) i 2 3 T I . -
Select Object " : Object: Division 2
Cbject type: | Organizational unit =] .
ject typ: k2] b 1 2 3 I
Object 1D 10100123 Filter Seftings [ | L |
Object abbreviation: Select Object Select Process Fill Out Form
% Descnplion Murnbrer |_
Ohbject name: e
[ Division 2 10100123
| Start | -— View [Standard View] [+
Process Name Process Description
1 Hits Found Establish Position Select this process to establish a new position.
(= Establish Position with Position Description Select this process to establish a new position with description.
Data From: 0G6/28/2011 02:19:39 Ref r
|4 Previous Step | [ Select Process b
Start Processes Start Processes
1 528 4 Object: Payroll Only
Salect bhiact Select Process
1 2 3 L =
Obgect type: | Posiion - ]
Select Object Select Process Fill Out Form
Object ID 30000123
Obgpect abbrewabon = : 2
Otiocl hame Position Position ID Organizational Uit Cost Center View [Standard View] =
: |‘ Payroll Oniy 30000123 Genaral Genaral
Stan — Process Name Process Description
Reallocation Select this process fo perform a reallocation on a position.
1 Hits Found Reallocation with Posifion Description Change Select this process to perform a reallocation with position description change on a position.
Reclassification Select this process to perform a reclassification on a position.
Reclassification with Position Description Change | Select this process to perform a reclassification with position description change on a position.
1 vious Siep | [ Select Process ]
Update Paosition Description Select this process to change the position description
Waork County Change Select this process to perform a work county change.
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Establish Position Form

The infotypes updated using
this form include:

e IT 1000 Object

IT 1001 Relationships

e IT 1002 Description

e IT 1005 Planned Comp
 |IT 1007 Vacancy

e IT 1008 Acct Assignment
e IT 1013 Emp Grp/SubGrp
e IT 1018 Cost Distribution
e IT 9101 Adl Position Info

Personnel Cabinet
E stablis h Posiion

i P B Do ol o Ml i

e e~ o s e car e —— e b e e e S e T "

[f= || Mo | i | |
fagii=miD o P il

e e s T

LE = ey e e

g L M 1 T g Ll T

v | T o
N e O ey DR oy
Jma Fary h— L

Crmmem T I ----- Begrar I

ey T . I [ N

L= ) I Brrarr 2 mn I I

g — L T TR

I"l-"-.l-hl I

= | BT | |a== | ECEE= ]
r—.'.- I

g T ——
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Establish Position with Description Form

The infotypes updated using
this form include:

e IT 1000 Object

Personnel Cabinet

Establish Position
Position Description Requined

End Dt -

+ IT 1001 Relationships e
e |T 1002 Description o e
e IT 1005 Planned Comp e o
e IT 1007 Vacancy - | e
_ L I— ST p— P
 IT 1008 Acct Assignment e )
ncnmified [ [Houms Limit for P osiian: |

« IT 1013 Emp Grp/SubGrp " e
e IT 1018 Cost Distribution Tt :

e |T 9101 AdI Position Info mmvum

e IT 9102 KY Position Des e

KARES e 7
the Commorwealth

g T ——

Connecting




Exercise 4.2: Establish Position with Description

Observe as the instructor demonstrates the steps. You will

then have the opportunity to complete the exercise on your
own.

Purpose:

You will complete the form needed to create a new position including a
description.

KRGS .
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Reclassification Without Position Description Form

The infotypes updated using
this form include:

Org Management:
e IT 1000 Object
e IT 1001 Relationship
e IT 1002 Description
« IT 1005 Planned Comp
Personnel Administration:
« |T 0000 Actions

e IT 0001 Org Assignment (Job
Data)

« |T 0008 Basic Pay

Personnel Cabinet

Reclassification
Ho Position Description Required

Position: M00TT55  Colision Reguir & Refinish Techn |

Org Lint 10 10000244 Oy Uit T Indonmation Managoemen] Secion
Persorosl Ansa Exiscuti Ermpioyes Group| 184

Personnsl SubAreac FT Exsmpt Empioyes Subloup: ASC Salary 375
Parsonrsl Mumber, D01THES Empicsos M Silas Shorear

| Bagin Daln End Daln; Dec 31, 99656

i e Jobs P 5 kncwn, plecist enter in T Job Nummber Bekd below Otherwise, enler a search e and
|Bubencd ey D Pecisls WAkcRaels. . Dofr uosebedl DleOmaghainst ey sty biarrn (1 . WY e Amomy Gangrit).

[om ] [Search | Ao 3

Current Valuss Proposed Values

NOTE: When processing
reclassifications requiring a change in
the FLSA status of the position, the
Human Resource Administrator must
communicate with the Personnel
Cabinet to ensure that the information
Is updated accordingly.

g T ——
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Reclassification with Position Description Form

The infotypes updated using
this form include:

Org Management:
* IT 1000 Object

IT 1001 Relationship

IT 1002 Description

IT 1005 Planned Comp

IT 9102 KY Position Des

Personnel Administration:
« [T 0000 Actions

e IT 0001 Org Assignment (Job
Data)

« |T 0008 Basic Pay

Personnel Cabinet

Reclassification
Position Description Requined

Position; J000T755  Collsion Repair & Rafinesh Techn |

g Linit 10 10000544 g Uit Tithe: Infiormartion Maragement Section
Porsonned Anea:  Enscutive: Empioyes (Sooup: 184

Porsonnal SubAnea: FT Exempl Empicyes SubGroun. ASC Salary 375
Prisrsonnal Murmber: 001721848 Empioyes Mame: Sitas Shareer

|E|-nw1|'.h1ﬂ End Daln; Dwc 31, 5559

nmwummm e "o Mumber Boid bedow' | Propcsed Waluens. O enwise, enter a search fnm and

d

NOTE: When processing
reclassifications requiring a change in
the FLSA status of the position, the
Human Resource Administrators
must communicate with the
Personnel Cabinet to ensure that the
information is updated accordingly.

ARy

._(n_._»..'_..._.
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Exercise 4.3: Reclassification with Position Description Form

Observe as the instructor demonstrates the steps. You will

then have the opportunity to complete the exercise on your
own.

Purpose:

You will reclassify a position with a position description.

KRGS e o1
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Reallocation Without Position Description Form

The infotypes updated using
this form include:

Org Management:
e IT 1000 Object
e IT 1001 Relationship
e IT 1005 Planned Comp

Personnel Administration:
e |T 0000 Actions

e IT 0001 Org Assignment (Job
Data)

« IT 0008 Basic Pay

Personnel Cabinet
Reallocation

Mo Position Description Required

Position: 30007755 Collision Repair & Refinish Techn |
Org Unit ID: 10000544 Org Unit Title: Information Management Section
Personnel Area: Execufive Employes Group: 1BA
Persennel Subfrea: FT Exempt Employese SubGroup: ASC Salary 375
Personnel Number: 00172186 Employee Mame: Silas Shaver
‘ Begin Date: End Date: Dec 31, 8283
If the Job number is known, please enter in the 'Job Mumber field below Proposed Values Otherwise, enter a search term and
select from the results. Wildcards can be used throughout the search term (Le. fom*enert would refum ‘Afforney General).
Term: | Search | Results: El
Current Values Proposed Values
Job Mumber: Job Humber:
Job Title: Job Title:
Position Short Text 175500000101 | Position Short Text: 17550V000101 |
Position Title:Collision Repair & Refinish Techn | | Position Titke: Collision Repair & Refinish Techn | |
Salary:  4675.14 [satary: 000 |
Current Salary Range Proposed Salary Range
Pay Grade: Pay Grade:
Min - Max: Mim - Manc:
Mid Point: Mid Point:
SER:NIA SER:MIA
‘ | Remarks: | |

g T ————
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Reallocation with Description Change Form

The infotypes updated using
this form include:

Personnel Cabinet
Reallocation

Position Description Required

Org Management:
° I T 1 OO O O bj e Ct Org Unit ID: 10000544 Org Unit Title: Information Management Section

Personnel Area: Execufive Employee Group: 184

. IT 1001 Relationship e o

 IT 1002 Description ;m%wfm;mw%ﬂ%mmmmﬂm
* IT 1005 Planned Comp = E

+ IT 9102 KY Position Des e —

Pers O n n eI Ad m I n I Stratl O n : Position Short Text: 17550000101 [Position Short Text: 17550v000101 |

Position Title:Collision Repair & Refinish Techn | | Positien Title: Collision Repair & Refinish Techn | |

. Salary: 467514 [salay: 0.00 |
« |T 0000 Actions Currnt Seary Range

Proposed Salary Range

Pay Grade: Pay Grade:

e IT 0001 Org Assignment (Job o ot
Data) arons

SER:NIA SER:NiA

 |IT 0008 Basic Pay s |

T'_.,‘m_ ﬁi__ Slide 83
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The infotypes updated using
this form include:

Org Management:
e IT 9101 AdI Position Info
Personnel Administration:
e IT 0000 Actions

e IT 0208 Work Tax Area

— Work Tax Area is based solely
on the employees workstation

Work County Change Form

Personnel Cabinet

Work County Change
Personnel Number: 00172186
First Mame: Silas Middle Name: Malcom Last Name: Shaver
SEN: B53-74-8702 Pay Grade:

Work County: Franklin
Org Unit: 10000544  Information Management Section

Position: 30007755  Collision Repair & Refinish Techn |

Action Reason: H Effective Date: |Oct 26, 2010

Remarks:

e ———
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Update Position Description Form

The only infotype updated by this
form is 9102 KY Position
Description.

Most of the information for this form
Is defaulted from the position
number entered, and the only data
that can be changed is data such as
statement of duties, job tasks and
percentages, essential functions,
and supervisor.

Note: This form will not update
the supervisory relationship in IT
1001. The Human Resource
Administrator must go into PO13 to
update that relationship if the
supervisor changes.

Personnel Cabinet
Update Position Description

Position Description Required

‘ Begin Date: Oct 26, 2010 End Date: Dec 31, 9999

If the Job number is known, please enter in the "Job Number' field below Proposed Values. Otherwise, enter a search term and
select from the results. Wildcards can be used throughout the search term (i.e. *torn*ener* would return 'Attorney Generaf').

[Tem: |[ searcn ‘ Results: |

Position: 30007755

Job Number: Job Title: Information Management Section
Position Short Text: 17550v000101 Position Title: Collision Repair & Refinish Techn |
Org Unit Short Text: 31095 Org Unit Title: Information Management Section

[[] Is Chief of Org Unit?

Personnel Area: IExecuﬁve J Personnel SubArea [FT Exempt |

Employee Group: [18A \ Employee SubGroup: [ASC Salary 37.5 |

Pay Grade Type:|Salaried 37.5 Hrs Pay Grade Area- |Classified Grade:10  Level

Salary Range: 2,006.080 - 99,999.990 Midpoint: 2,657.700 SER: N/A

Unclassified [ ] [Hours Limit for Position- 0000 |

Working Ttie:| | @ Included in GAP ¢~ Not Included in CAP

worccouny [rrman |

‘ Time Approver: |

Function Group: |Military Affairs

[Cost Center 3109500000COMK| Department of Military Afairs

‘Supendsor Pos No: 30007744 | INFORMATION SYSTEMS MANAGER

* Search for Cost Distributions by selecting from the List of Links above the form.
‘Order Number: RLSTEP | Labor Distribution: STEPHENS, ROBERT

[WBS Element: 00000000 |

‘ Functional Area: |

[Remarks:

KHRES
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Org Management Forms Approval Process

« HRA completes form and initiates workflow
 KHRIS routes form through agency workflow
« Final Agency Approver completes agency workflow

« KHRIS routes form through Personnel Cabinet workflow

~» Personnel Cabinet approves, rejects, or sends the form back to
author

* If approved, infotypes are added and/or changed
* If rejected, infotypes are not updated

 |f the action Is sent back to Author the form will route back to the
agency for correction




KHRIS Workflow

KHRIS is configured to automatically route workflow items to the
appropriate approver or approvers.

Records waiting for approval are accessed through the portal in the
approver’s Universal Worklist (UWL).

Personnel C abinet Welcome Train-2,
Serving the People Who Serve the People

I Universal Worklist
s
Km&kﬁi‘\ m‘ Alerts | Nofifications |, Tracking [
Shew: [New and In Progress Tasks (8/8)[=|[2l [=] Show Fiters Hide Previg
I Detailed Navigation il

Subject = | From S Sent S Prioity ¥ 0 Dus S Status

. [ = ) for COOK lin Org 11000325 =, Workflow System Oct 30, 2008 Normal 1 New
= Employee Search - ) for KVE MAJOR in Orgs 11000325 = Workflow System Oct 30, 2008 Hormal 1 HNews
| - |} for ADMINISTRATIVE SECRETARY in Org# 11000325 = Workflow System Oct 28, 2008 HNormal 1 New

| - |} for ADMINISTRATIVE SPECIALIST Illin Orgs 11000325 =, Workflow System Oct 27, 2008 Normal 1 New

| - | for ATTORNEY in Orgs 11000325 =, Workflow System Oct 27, 2008 Normal 1 New

| - ) for ATTORNEY in Org# 11000325 =, Workflow System Oct 27, 2008 Normal 1 New

| - ) for ATTORNEY in Orge 11000325 =, Workflow System Oct 27, 2008 Normal 1 New

BE ) for FINGERPRINT SPECIALIST |in Org# 11000325 =, Workflow System Oct 27, 2008 Normal 1 New

T
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KHRIS Workflow (Continued)

Each agency identifies its approvers in a pre-determined order
Each level may have only one approver or multiple approvers

When more than one person sits at an approval level, once one person
picks up the action it will be removed from the other users’ worklists

An action automatically moves to the next agency approver if not
approved at any level, other than the Final Agency Approver, within three
business days

The form will not leave the agency until it has been approved by the
Final Agency Approver

HR staff who are both initiator and approver must go into their worklists
and approve actions at each level to keep it moving through workflow
The originator of the form will be notified by email:

« Upon decision by the Agency Final Approver
« Upon decision by the Personnel Cabinet
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KHRIS Workflow (Continued)

Through the KHRIS Portal an Agency can withdraw or see where a
form is in workflow using the reference number.

For an OM action, choose “Search Organizational Processes”.

Employee Self-Service | Search Organizational Processes
Welcome
| Object type. [Organizationalunit __ [=]
‘ Object ID: ] Filler Settings |
5 r% Iect abbreviation E3l Description Number
l(HR@é/ Object name: | ‘ o
e [3 Enter a Search Criterion and Perform
Self- Service Center Start Search
| Detailed Navigation E]
= Welcome
| KHRIS Processes Data From: 00/00/0000 00:00:00 Refresh | Include Objects »
Process < | 5 5  Process Status <& =
Started By: g S Invelved Processor S I =
Process Criteria Step Criteria
Process Reference Number: < | | = Processor < =
Started On- < S step Status: < =

Ended on o >
_ | Slarl H Close E)dended SearCh ‘
ﬁ E['b
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Exercise 4.4: Search/Withdraw an Action in Workflow

Observe as the instructor demonstrates the steps. You

will then have the opportunity to complete the exercise
on your own.

Purpose:

Perform this procedure when you need to withdraw or
locate an action in workflow.
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Knowledge Check

Why is workflow important?

True or False? Everyone can see the same screens. Explain
your answer.

Can you withdraw an action during the workflow process?

Connecting

. Slide 91
Commorwealth



Maintain Position

Agencies maintain the following infotypes using transaction
code PO13 Maintain Position.

 IT 1001 Relationships
 AOO2 Reports To
 B0O02 Line Supervisor
 BZ01 Time Approver

 IT 1018 Cost Distribution
« Assign Additional Cost Centers
 |dentify WBS Element or Order Number
 |dentify Functional Areas

e IT 9101 AdI Position Info
« Working Title (Unclassified Only)
 Hours Limit on Position

Kﬂﬁf Slide 92
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Exercise 4.5: Maintain Position

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Transaction: PO13

Purpose:

Perform this procedure when a request has been received to make a
change to infotype data stored for a position.

Kﬁ Slide 93
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Delimiting a position(s) allows you to change an object’s validity
period.
 Delimit if position(s) is no longer needed or if it was established in error

* When objects are delimited, KHRIS will delimit all infotypes associated
with the object

A position(s) cannot be delimited if an employee is assigned to it

» Agencies have access to delimit a position(s) in real-time

° N O WO rkﬂ ow Delimit Position(s)

) . & [@
« Always run in test mode first
Selection Criteria
Position K] |E|
Delimition Date 01/22/2015

Program Mode
(e) Test Mode
"iProduction Mode
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Exercise 4.6: Delimit Position(s)

Observe as the instructor demonstrates the steps. You will
then have the opportunity to complete the exercise on your
own.

Transaction: ZOMEO012

Purpose:
You need to put an end to a position(s).

KHRES e 05
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Integration Aha

Display 0001 Organizational Assignment

[ | Personnel Mo 165307 Matme Carol McFarland
F || EE group A 1A Personnel area | OO1 Executive Status  Active
" '| EE subgroup  |02| ASC Salary 37.5 Pers. subarea 10861 FT M-Exermpt

Start O5f02/2010 to 1243174994949 Chng [BE/A2 2010 COMYADH

Enterprise structure

CoCode COMK Commomwealth of Kentucky
:|] FPers.area BEE Executive Subarea 1861 FT M-Exermpt
|| CostCir 5372900000 Cept for Mh, Dev Dis Bus. Area 10080 Commonwesalth of Kentuck

Func. Area

= Enterprise structure

Fersonnel structure

EE aroup A 184 Payr.area SH

Semi-monthly

= Personnel structure

EE subgroup (02| ASC Salary 37.5 Contract =l
Qrganizational plan Administrator =
Percentage | 10000 Time
Pasition 30031917 B2110%000101
ALCOHOL & DRUG REI
Jab key 20081077 62110%000101
Alcohol & Drug Rehahili H H
4 r— Organizational structure
Exernpt E
Crg. Unit 1ORE3748 53724
Support Services Linit
Crg.key DRA5372900000
_.(Fi—@a Slide 96
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Knowledge Check

What relationships are required for every position?

2. What are the relationships Agencies are responsible for
maintaining?

3. What process is used to change the end date of a position?
4. Where are the HCMPF forms located?

KHRES e o7
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Lesson 4 Review

In this lesson you learned to:

* Explain the concept of positions

« Display position infotypes

* Print a position description

* View forms used to initiate OM actions

* Describe the process to:
« Establish a position
» Reclassify a position
e Maintain a position
» Delimit a position

g T ————
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Course Map

Lesson 5: Reporting
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By the end of this lesson participants will be able to:

 |dentify the reports used for Org Management

* Navigate a report

KHRES e 100
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Reporting in KHRIS

The term reporting refers simply to the display of data on one
or more objects.

Reports are created by two types of transactions:
» Display transactions, which report data on one object

 List-display transactions, which report data on multiple related
objects

P
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Display Transactions

Display transactions call up individual master records and
documents so that they can be examined in all their detalil.

The display transaction initial screens usually require:

* Object type code
» Object identification code
* Reporting dates
» Selection of infotype to be displayed
Two commonly used display transactions in KHRIS are:

» Organization and Staffing Display (PPOSE) for the Commonwealth
org structure

 Display Position (PO13D) for information about positions

the Commorwealth
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List — Display Transactions

List-display transactions offer the greatest versatility and

depth of reporting:
e |Initial screens can be
customized for fast entries

« Data is reported in an
easy-to-read line-item

Existing Objects

Existing objects

OT |Startdate  |EndDate |5 |Objectname Ext.obj ID
table that can be Cl# 01/01/1900 12/31/9999 |1 Teacher Rank Il A 20000001
- C 0101800 12/31/8999 1  Teacher Ranklil B 20000002
customized C (0101800 |12/31/9898 |1 Teacher Rankll A 20000003
: C 0101800 12/31/8898 1  TeacherRankllB 20000004
(11

 Reports can be drilled C |D101A800 |12/31/9999 |1 Teacher Rank| A 20000005
: " - C 01011900 12/31/9998 1 Teacher Rank|B 20000006
down into” for dlsplays of C 0101800 12/31/8999 |1 Trooper R Class 20000007
S|ng|e master records Or Coo |00 e00 1253159999 1 Police Trooper Cadet 20000008
C |0D101A800 |12/31/9999 |1 Police Traoper 20000009
documents ¢ 01/01/1900 12/31/8999 1 Police Trooper Seniar 20000010
C |D1D1A800 |12/31/9898 |1 Police Sergeant 20000011
e Most reports can be C D101A800 12/31/8898 1 Police Lisutenant 20000012
C |D101/1800 |12/31/8999 |1 Police Captain 20000013

exported to Excel

the




Organizational Management Reports

Is Add'l Documentation,
AREA  |Report Title Transaction Code Instruction Available? Description
oM |Job Title List Z0MQ0003 YES This report can be used to display a list of job titles.
This report can be used to display a list of job titles and pay scale
OM  |Job Info List ZOMQ0002 YES information.
Thiz report can be ussad to dizsplay the org structure with persons
Okl |Organizational Structure with Persons |S_AHR_61016495 YES starting with a specified org unit.
Organizational Structure with This report can be used to display the org structure with positions
oM |Positions S_AHR_61016494 YES starting with a specific org unit.
Report Structure with Provides reporting structure by showing the hierarchical structure of
oM |Persons/Subordinates S _AHR_G61016513 YES positions and the holders of these positions in relation to one another.
Thizs report can be uszed to determine the working tile for a position.
[Working tite must have been created on IT 9101 otherwise the report
oM |Working Title ZOMQDD0E MNOT AT THIS TIME will be blank.]
Use this report to display the capacity and actuals for each
Ol |[Cap Analysis ZOM_CAPAMALYSIS YES organization wnit
This report will provide you with a list of position numbers, name of
oM [Job Index S AHR_81016495 YES holders and their permer for cne particular job
Use this report to display a summary of statistics for an Organizational
OM  |Position Control Summary ZOMRO10_POS YES Unit.
U=e this report to display the positions that have been reallocated on a
particular date. This report alzo display the cument and previous
oM |P25 Notice ZOMROOT_P25_LIST YES information.
Use this report to display the cost center assigned to each employee
oM |Employee & Cost Distribution ZO0MROZ8 YES within an Org Umnit
This is the report gives you the Function Group assigned to positions
Ol |Function Group Report ZOMRO20D YES within a certain org unit.
This report gives the total filled, vacant and interim positions within a
OM Position Occupancy Report ZOMRO10D YES Cabinet, Department or Agency.

L.
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Exercise 5.1: Navigate a Report

Follow along as your instructor leads you through the steps:
Transaction: S_ AHR_ 61016498

Purpose:

The instructor will guide you through the basic steps to complete the
navigation of a report.
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Knowledge Check

1.

True or False? Display transactions offer information on
multiple objects.

Some reports may be downloaded to which of the following?
a. Word

b. Excel

c. PowerPoint

What report generates an organizational plan that displays
the positions assigned to each organizational unit and
whether they are filled/vacant, full/part-time, or exempt/non-
exempt and employees’ race and gender information?
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Lesson 5 Review

In this lesson you learned to:

 Identify the reports used for Org Management
« Navigate a report
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KHRIS Jeopardy

Describes
an employee’s
position in the
Commonwealth

This process
will end a
record

Describes
the
Commonwealth’s
business units

What is KHRIS?

Data grouped
Ties the HR together on a
structure to the screen into areas
finance structure with similar
content

KRGS e 110
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Course Review

Participants should now be able to:

« Define Organizational Management

* Describe the org management structure

» Explain relationships and inheritance to org management objects
 |dentify object infotypes

» Display organizational structure, jobs, and positions

* Print a Job Specification

* Print a Position Description

* Maintain relationships on a position

 |dentify Human Capital Management Process forms

» Describe the workflow approval process

Slide 111
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Need Assistance

The Personnel Cabinet website provides resources and
services to assist HR professionals with tasks related to
KHRIS. For more information visit hr.personnel.ky.gov .
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Questions and Answers
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Evaluation

Your feedback is invaluable to the success of KHRIS
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