PPOSE Quick Reference Guide

OM Basic Information

OM Object Relationship Types

KHRIS Icons

Use the following icon legend to identify
oganizational objects displayed in KHRIS:
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1. To hide or show the Object Manager, select the Settings Menu.
2.To select the columns to be displayed, click the Column Configuration button.
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PPOSE Screen Layout

e Search area — The top left portion of the screen, which is used to search for individual
organizational objects according to your search criteria.

e Selection area — The bottom left portion of screen is the selection area (search results
area), where the organizational objects appropriate to your search appear. By double-
clicking on an object in this area, you can transfer the object to the top right portion of the
screen, which is the overview area.

¢ Display area — In the overview area, you can view the object within its appropriate
organizational environment.

e Detail area — The bottom area of the screen, referred to as the detail area, is where you
can view the object in more detalil.
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PPOSE Screen Buttons

DESCRIPTION

The “Goto” button allows you to view the organizational structure in
IM different ways. For example, by selecting Organizational structure you can

view only the organizational units without any position information.
By selecting Staff assignments (structure), you can view both the
organizational units and the positions attached to them.

The “One level up” button allows you to view the structure one level above
the point you are currently viewing.

The “Column Configuration” button allows you to select the columns you
would like to view for example, Object ID Number or Validity Period.

The “Icon legend” button allows you to view a legend of what various icons
represent within the organizational structure.

The “Large/small results list” button allows you to maximize or minimize
the view of the search area.

The “Date and preview period” button allows you to view the
organizational and reporting structure as of a specified past, present, or
future date.

This button minimizes the detail area of the screen to expand the overview
area.

This button maximizes the detail area of the screen to view the detailed
information pertaining to an object.
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To Change the Organization You are Viewing

Ensure you have the Object Manager window displayed on the left side of the screen. It looks
like this:
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To Hide/Open the Details Section of the Screen

1. The details section of PPOSE contains additional information for each org unit, position, or
person selected. Sometimes you need more room to view additional items in the Display

area. You can close the Details section by clicking the Close Detail Area IL icon.
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2. To open the Details section, click the Open Details Area E icon.

< s \ Details for Position ADMIMISTRATVE BRAMNCH MAMNAGER

To View the Organizational Structure
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To View the Organizational Structure cont.

2. You can view different parts of the organization using the key below:

Icon | Description

This icon denotes an organizational unit. The long text description is noted
immediately to the right of the icon, and the short text description is
available in the Code column. The name of the person holding the Chief
position for this organizational unit is listed in the Chief column.

This icon denotes a position and is listed under the appropriate
organizational unit. The long text description is noted immediately to the
right of the icon, and the short text description is available in the Code

column.

This icon denotes the Chief position for an organizational unit. A position
ﬂ becomes a chief position when the relationship Manages... is established
between the position and org unit to signify the org unit manager.

% This icon denotes a person. People are listed under the positions that they
are holding.

To view other options:

To view other options, click the Column configuration button il on the toolbar. This lets you
view other information about the organization such as relationship description, the ID numbers
for each organizational object.

[& Column Configuration

Relationship text
[] chiet

[]validity period

[] Relationship Period
] Percentage
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