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H R Zarzadzanie personelem
SAP ERP

Cwiczenia: HR1

Wprowadzenie do pracy w module HR — SAP ERP (R/3)

AGENDA:

Przeglad funkcjonalnosci modutu HR w SAP R/3

Ustawienia systemowe dla HR na poziomie ,,Customizing”

Procesy biznesowe w obszarze Human Recources

Ustawienia systemowe parametréow na poziomie ,,Master Data”

Dane podstawowe w obszarze Human Recources — kartoteka personalna
Struktura zatrudnienia w analizowanym przedsiebiorstwie

oahkwnE

Manager's Desklop  Edit G Help

2 H CRe CHE Hhoo DE @B

Manager's Desktop

Employee | Crganization | Costs and Budget | Recruitment = Special areas | Workflow inbox

Manager's Desktop

Bl
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1. Przeglad funkcjonalnosci modutu HR w SAP ERP

c¢wiczenie 1a

\ Kluczowe funkcje realizowane w obszarze funkcjonalnym HR w systemie SAP ERP.

Prosze zalogowac¢ sie do systemu SAP odszukujgc na pulpicie ikonke “SAP logon”
Nastepnie prosze odnalez¢é modut HR (Human Recources)
e Prosze rozwing¢ podkatalogi
e Przettumacz na jezyk polski:
- Personnel Management: .........ccccovuvvieeiiiiiee e
- Time Management: .........coooiiiiiiiiiiii
- Payroll: .
- Training and Event Management: ...
- Organizational Management: ..............cccoiiiiiiiiiiiii e

- Travel Management: ..........coooiiiiiiiii e

- Information System: ...

¢éwiczenie 1b

Przedstaw i przettumacz kluczowe zadania w obszarze Personel Management.

| N| O O | W N

= =3 Hurnan Resources
2 PPMOT - Manager's Deskiop
B 1 Persannel Management
B [ Time Management
B [ Payroll
b 3 Training and Event Management
O3 Crganizational Management
B [ Travel Management
B [ Infarmation System
B [0 Information Svstems
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¢éwiczenie 1c

Przedstaw i przettumacz kluczowe zadania w obszarze Recruitment.

g1l bl W N

Dokonaj analizy funkcjonalnej pozostatych obszaréw zadaniowych w HR — SAP R/3.

¢éwiczenie 1d

Powrd¢ do pierwotnego SAP Menu

e Zaznczacz ikonke ,SAP Menu”

Menu Edit Favorites Exras

& afd H €E @  SHE Do

Sy (5AP menu_ (Cri+F11)]

SEARCH_SAP_MERMLI - Szukanie w menu SAP
L (3PP
] wnd

koniec
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2. Ustawienia systemowe dla HR na poziomie ,,Customizing”

c¢wiczenie 2a

Dokonaj analizy ustawien na poziomie ,Enterprise Structure” dla Human Recources Management —
w ,Definition”.

Sciezka dostepu: SAP menu/ Tools/ Accelerated SAP/ Customizing/ Edit Project - Sga®]

e Wybieramy przycisk ,SAP Reference IMG”

e Nastepnie z drzewa transakcyjnego wybieramy $ciezke: IMG/ Enterprise Structure/
Definition/ Human Recources Management/ Personnel Areas

e EXECUTE (IMG Activity)

e Podaj dla pierwszych pieciu wpisow parametry systemowe:

Personnel Area Personnel area text

e EXIT (do Display Structure)

Dokonaj analizy z tumaczeniem dla ustawiehh systemowych na poziomie ,Enterprise Structure” /
Definition/ Human Resources Management dla ,Employee Groups”

e Z drzewa transakcyjnego wybieramy $ciezke: IMG/ Enterprise Structure/ Definition/ Human
Recources Management/ Employees Groups

e Przedstaw i przettumacz podane parametry:

Opis w j. angielskim Opis w j. polskim

=

Name of employee grp. Nazwa grupy pracownikdw

O O N| O O | WO DN
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¢éwiczenie 2b

Dokonaj analizy ustawien na poziomie ,Enterprise Structure” dla Human Recources Management —
w ,Assignments”.

e Z drzewa transakcyjnego wybieramy $ciezke: IMG/ Enterprise Structure/ Assignments/
Human Resources Management/ Assignment of Personnel Areato Company Code

e EXECUTE (IMG Activity)

o Dokonaj analizy ustawien systemowych dla catego przedsigbiorstwa

éwiczenie 2¢

Dokonaj analizy ustawien na poziomie ,IMG” dla Human Recources Management.

e Z drzewa transakcyjnego wybieramy sciezke: IMG/ Personnel Management

e Dokonaj analizy szczegétowych ustawien systemowych dla HR

e EXIT

Implementation guide  Edit Soto Addition ation  LWilitie:

100 O CHB Cho0) B @

Display structure

%% B | Existing BC Sets | | &y BIC Sets for activity | Change log | Where else used

Real Estate

Logistics - General

Enviranment, Health & Safety

Sales and Distribution

Materials Managernent

Logistics Execution

GQuality Management

Plant Maintenance and Customer Service
Customer Service

IL«][]]

(EER e e E O el PRl

Tl

Praduction Planning
Project System
Personnel Management

= Global Settings in Personnel Marfygement
= Organizatianal Management
e Personnel Development

PE" Basic Settings

e Integration

= B Master Data
By @ Edit Organizational Plan
By @ Edit Scales
By @ Edit Qualifications Catalog
By @ Edit careers

Functions

ess Industries

LaE

e Taols
[ % Employee Sel-Service (ESS)
e Development Plans

PE Appraisal Systerns

=" Personnel Administration
[PE Recruitment

Renefite

L] ]l

b [spro bel sap1 [INg

i

koniec

3. Procesy biznesowe w obszarze Human Recources dla wersji do mySAP 4.7
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¢éwiczenie 3a

Opisz zdefiniowany w systemie SAP R/3 proces pozyskiwania (recruitment) nowego pracownika -
SAP Reference Structure.

e W oknie transakcyjnym wpisz T-code: SJs{e]
¢ Kliknij na podkatalog ,Business Processes” i nastepnie zaznacz ,Recruitment”

e Podaji przettumacz zdefiniowane etapy dla tego procesu:

Nazwa czynnosci Ttumaczenie w j. polskim

QO N O g | W N|

SAP Ref Structure  Edit  Goto  Systern Help

(V] B e CHE DL BE @B
Display SAFP Ref. Structure
sf?gllg@@%|magram

& Recruitment

G Questions
= & Recruitment

8 Issuance of Recruitment Redquest
t’; Recruitment Begquest Monitoring

8 Personnel Adwvertising

t’; Processing Receipt of Application
8 Applicant Pool Administration

3 Personnel 3election

3 Work Contract Negotiation

3 Application Betraction Processing

HHHBEEBHKE

— -

e Powt6rz operacje dla ,Personnel administration”
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¢éwiczenie 3b

Przedstaw w/w proces za pomocg graficzna. ‘

e Zaznacz podkatalog ,Recruitment” i wybierz przycisk ,DIAGRAM”

e Dokonaj ogolnej analizy wyswietlonego workflow

Graphic Edit Goto  Wilities  Setting: Systermn  Help
(] afa @& IBHEB S0O0 R @@
Recruittment

2% 8

0]l

I ]

éwiczenie 3c

Dokonaj podobnej analizy dla funkcji ,Personnel Development”.

e Zaznacz podkatalog ,Personnel Development”

e Dokonaj ogdlnej analizy wyswietlonego procesu

UWAGA: Obecnie powyzsza funkcjonalno$¢ jest dostepna w aplikacji:
SAP Solution Manager

koniec
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4. Ustawienia systemowe parametréw na poziomie ,,Master Data”

c¢wiczenie 4a

Przedstaw ustawienia systemowe dla parametrow: dziat.

Sciezka dostepu: SAP menu/ Human Recources/ Personnel Management/ Administration/
Settings/ Current Settings

e Woybierz transakcje ,Define Organizational Units”

L= ALeuunny
=7 {3 Human Resources
fz) PPMDT - Manager's Deskiop
=7 4 Personnel Management
= 4 Administration
> [ HR Master Data
B [ Info System
> [ Tools
= {3 Settings
Current Settings

@ S_AHR_E1011450 - Define Positions
AHR_E1011475 - Define Jobs
@ 5_AHR_E10114497 - Define Jobs {USA)

@ S5_AHR_E1011476 - Define Jobs (Canada)
Rl "

e Dokonaj analizy istniejgcych wpiséw
e Zaznacz IDES AG i rozwin (Expand < Colapse) przycisk

e EXIT

céwiczenie 4b

Przedstaw ustawienia systemowe dla parametréw: stanowisko.

Sciezka dostepu: SAP menu/ Human Recources/ Personnel Management/ Administration/
Settings/ Current Settings

e Woybierz transakcje ,Define Positions”

e Dokonaj analizy parametréw ,A” i ,S” dla pierwszej kolumny w wyszukiwarce ,Object type
text”

o EXIT
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Edit Goto  Selection criteria  Utilities

pa a0 oo BRE @
Change View "Positions: Organizational Assignment”: Overview
%3 Ewpand <-= Collapse | Mewenties  [B B Delimit 5

em  Help

0. |Fosition Position Statdate |Enddate |0.)Joh Jobtitle  Restictions ‘
5 |SDDLl050  |Maintenancetech. D1.01.1996[31.12.9995 F 7
3 50011051  |Plant Maintenance./nl. 01, 1994(31, 12, 9999 P REAEMFREEEE
5 |sopiiosz  [Plant Maintenance.nl.0l. 1994[31. 12. 9995 Ob~| Object type text |
3 50011053  |Plant Maintenance.01.01, 199431, 12,9999 P * [=]
5 |soplinsa  [Plant Maintenance 01.01.1994[31. 12,9995 [+
5 50011055 |Plant Maintenance.01.01. 1994[31. 12,9993 P € |»  workcenter
5 |sop1inss  [Plant Maintenance 01.01.1994[31. 12,9995
3 50011087  [Senice Technicia.. 10.01,1996[31. 12,3080 F AG Rale =
5 |sop1ines  [Serdce Technicia |10.01.1996[31.12.9995 - Icant
3 50011088 [Senice Technicia.. 10,01, 1996[31. 12, 3085 F B Development plan
- - BA  Appraisal
5 |sop11inn  [Serdce Technicia |10.01.1996[31.12. 9995 )
BG Criteria group
3 50011101 [Senice Technicia.. 10,01, 1996[31. 12, 3080 F o iicrion
5 |sop11inz  [Serdce Technicia |10.01.1996[31.12. 9995 B Dcvcioprent plan group
3 50011103  [Senice Technicia.. 10.01,1996[31. 12,3085 F BP Business parner
5 |sop11104  [Serdce Technicia |10.01.1996[31. 12,9995 BS Appraizal model
3 50011105 Service Technicia.|10.01,1996(31,12. 9993 P BL Budget structure element
S |50011106 [Semvice Technicia . |10.01.1995(31.12. 9999 P G Job
5 50011107 [Service Technicia.. 10.01. 199631, 12. 9993 P Ll Central person
s |s0011108  [Senice Technicia . |10.01. 199631, 12. 9999 P - PeEsseEtipe _
E Business event E‘
3 50011108  [Senice Technicia. 10.01,1996[31. 12,3085 F
EG Exposure group E‘
5 |SOD11110  [Serice Technicia |10.01.1996[31. 12,9995 2 —
5 |5oplllll  [Semice Technicia. 10.01.1896(31.12. 9995 F L] EE',ESTUUM 4
[ J[4][+]
| Maintain Texts | EF Pasitin... | Enty1.561 072203

[ b [oc30 F sapt [INS 2
oo | A5 8 B@O G 00 || @ | gisw .| s | B | @t |iove.. [od BAN ST HOEGLE 2o

céwiczenie 4c

Przedstaw ustawienia systemowe dla parametréw: zawod/kategoria wykonywanej pracy.

Sciezka dostepu: SAP menu/ Human Recources/ Personnel Management/ Administration/
Settings/ Current Settings

o Woybierz transakcje ,Define Jobs” i nastepnie ,Job titles”
e Podaj ,Job Key” dla nauczyciela akademickiego: ........cccocccvveeiiiiiiciiinnnenn.

e Oraz podaj zakres czasowy dla tego rekordu: .................

e EXIT

koniec
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5. Dane podstawowe w obszarze Human Recources - kartoteka personalna

c¢wiczenie 5a

Przedstaw dane personalne dla wybranego pracownika (rekordu) dla jednostki gospodarczej 1000.

Sciezka dostepu: SAP menu/ Human Recources/ Personnel Management/ Administration/ HR

Master Data/ Display — transakcja [ga¥48

e W wyszukiwarce obok pola ,Personnel no.” Wybierz w WYSZUKIWARCE zaktadke
,<Organizational Assignment”

e W polu ,Company code” podaj: 1000

e ENTER

=4

HR master data  Edit Goto Extras  Utilities(M) Settings Sy

10 eae SR Dhoo BE @0

1931516847

Wroiki | Garolski | @[

Ao

Core Employee Info,

Empl. contr:

Personnel subarea

[Infotype text

Employee group

Actions

Organizational Assignment
Personal Data

Addresses

Bark Details

Family Member Dependents
Challenge

Internal Medical Service

Maternity Protection/Parental Leave

Employee subgioup
Payroll area
Company Code
Cost Certer
Drganizational urit
Drganizational key

Administratar group

Direct selection
Infotype

Time administrator

Last name

First name

[ 2
Display HR Master Data
I | I I | Persornel Mo, Pers.Assgn &

Find by

~ @ Person = Pergannel Number (1) =
fH collective search help 1C rumber y Free search [«
{H) search Term . =
TH Free search Personnel area =l 000 [[4] =

an|

+ |4 |H|HE]

Clrazo H[sap [INS| [ 7

e Zaznacz dowolnego pracownika — kliknij X2 na dowolna pozycje w tabeli

e W zakfadce (w tzw. INFOTYPIE) “Basic personal data” zaznacz ,Organizational

Assignment”

SAP HR_Human Recources-2014.doc
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Pl Polki alski H [B]=]a]
HR master data Edit Goln Extras Utilities() Settings S SuM k|| Ptk @] w
DA @@ = HE Duon HE @m

Personnel Mo, 1966 s, As50N 00001966 Cashier SB warehouse Active &
Find by Name Hildegard WeN e
~ @ Person EE group 1| active Pers.area 1000 | Hamburg .PV :
(k) cotlectve search help EEsubgroup | DU Salaried staff #
Ml search Term
Ml Free search
Empl. contract data i Gross/net payroll [ Met paryrall { Payrall su | IL DE]|
[nfotype ot ]I | [Period
Actions 4 [2| | @period
Organizational Assignment I [ From To
| [PersonalData (4 O Today O Curr.week
Aoidresses (4 Qall O Current manth
| [pank Details (4 OFrom curr.date OlLast week
Family Member Dependents v O Ta Current Date OlLast month
| [Challenge Ocurrent Periad Ocurrent Year
Internl Medical Service O
Maternity Protection/Parental Leave [+]
Direct selection
Infatype Organizational Assignment STy
‘ Clrazn B[sap [ms| |7
:t'stan| @ I 54F Logon 710 | Display HR Master Da... « (6) m3u4m

e Za pomocy ikonki “Display” podaj nastepujace dane:

- Name:

- Personnelarea: .....c.cccccoeeeiiiiiiiiieennnins
- EEQroup: ..,

- POSItioNn: .o

- JOb KEY: i

- Organization Unit: .....cccoooeeeviiiiiniieeeeeeeeee,

UWAGA: Pozostan w tym samym ekranie!

¢éwiczenie 5b

Podaj jakie jest przyporzadkowanie strukturalne (Organizational Assignment) danego pracownika.

e Zaznacz infotyp ,Org Structure”
e Sprawdz: ,Position”i,Job”

e Nastepnie zaznacz ,Position” i wybierz ikonke ,Choose” lub funkcje

¢ Rozwin dane szczegétowe dla danego pracownika — kliknij x2 na wybrang pozycje

e Podobne dziatanie wykonaj dla parametru ,,Job”
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G Poski | Eapskki| @ | 7

SADS

(N B e@e SHE Dooh B @

Staff Assignments [ Display

Plan Version 01 Current plan

Find by

01.01.1993 - 31.12.9399

= [ Qrganizational unit

[l Free search

Ml Free search

Ml search Term
M structure Search
[H} chbject History

O 50012929 SB register department

& Eva Jagoda
&= 5 sooi4zz4 & Incorporates
F 00001960 Holder
[—03 8 50014225 Incorporates

T8 Staff assignments per organizational unit
Structure  Edit Goto  Ohject  Oghions  Help

9 ¢ g eleel oEk

DetikesDverviow| Piin | view Dptions| Save Options|

K]

Cash supervisor SB warehouse

Eva Jagoda

Cash supervisor SB warchouse (STV)

= E3

=
] oL
o [700 BT [ see Rz [3)
[Running S4F Structural Graphics. .. BRI
zﬁstan| @ I 54F Logon 710 Staff Assignments | Dlsplayl Staff assignments pe... « (e 09
e Zaznacz infotyp ,Personal Data”

Infatype  Edit Goto Extras System  Help

] DA EH @@ SHE noan BE @m

Gl Poski | Earosii| @ | 2

Ew

Display Personal Data

=)

| E3 (= = | Fers, Mo, | 1366 Pers.Assgh 00001956 Cashier 5B warshouss Actvat|
Find by Pers.No. 1968 Age 53]
= @@ Ferson EE group Tl Active Pers.area El Hamburg
ﬁ gggfgﬁfatifrth felp EE subgroup DU | Salaried staff
] Free search Start 12.11.1950‘ To 31.12.9999‘ chng|nq.nz.1999HEon ‘

Name
Title Mrs
Last nams werner | Title T
First name Hildegard ‘ Initials ‘
MName prefix & ‘ Other title a ‘
Forrmatting Hildegard Werner ‘ Spec.format W

Birth data

NameaBirth ‘

Name Prefix =] ‘ Other title —E‘

Birthdate 12.11.1960] Birthplace Harnburg |
Language German El Ciry o.birth Germany al

Nationality German = Otrer nat a| a

Marital status/teligion

Mar Stats mard, ®Since |12.10.1950) Raligion [Evargelcal @
o, child. Zl

o istart| & Display Personal Data

EXIT

blrazo F[sap [INS| [ 7

« A(@) 10:18

koniec
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6. Struktura zatrudnienia w analizowanym przedsigebiorstwie

c¢wiczenie 6a

Przedstaw strukture dziatéw (organizational unit) dla jednostki gospodarczej 1000.

e W wyszukiwarce obok pola ,Personnel no.” Wybierz zaktadke ,Free Search”

e Nastepnie zaznacz ,Organisational Assignments”

e Przedstaw rozwiniecie dla jednostki 1000

e ENTER

=

V] 2 A B &&E

HR master data Edit Goto Extras Utiities() Settings Sy S
@ | SN AA | EY ey oy | G G | e

1931516847

PRroski | Sposki| @2

[ HR Cbject Selection

Display HR Master Data

2] [F] [F==l]

E Reporting period

(=l las]
\ Transfer hitlist(Fg)]

Field group/fields |\/a\ue selec | ‘ Today ¥| [26.02.2014
= & Organizational assignment
_I_I‘ @I_I_Il l&lél Perso ngPersumnel Numger [m] | " I |
i - % Cormpany Cace ] Reporting set: Unrestricte
= @ Person EE gn =Z Personnel Area O
[l collective search help = Fif Employee Group = [A]gy] P
[ Search Term 5O P'r—cer;':':l‘né’:tzgmgmw Ll B Tex_|Field name | cptoff|vae | [Fu
iH Free search l b O Challenge & |Company Code < \ 1000 [Z
_—— | 1l
E1E i E | A
q
Hit ligt i
Persornel numheriNamE A
00000001 test 2 test 1 =] B
00000002 test 2 test 2 [=] F
00000003 Marek Winnk i g
00000004 test tests I
00000005 Jan Kowalski
00000010 Herr James Bond —
00000059 M. Horatio Holder m
00000070 Miss Beryl Broughton [ 1l
00000071 Mr. Harry Hill
00000072 Miss Freda Fish ]
00000073 Mr. Colman Mustard
00000100 Robert Janicki
[ | I[4][+]
00000101 P 00000101
00000102 Skowronska Alicja E‘
00000103 Skowrorska Alicia = Expry][i ][]

s [0 7

d/start| & Display HR Master Da...

¢wiczenie 6b

« H(E 1032

Przedstaw pracownikéw jednostki organizacyjnej 1000 w dziale (Marketing).

e Uzyj tym razem ikonki ,Free Search”
e Zaznacz ,Organizational Assignment / Organizational Unit”
e Podaj podaj odpowiednig warto$¢ “Value” szukanego dziatu:

e ENTER

koniec

SAP HR_Human Recources-2014.doc

Page 15 of 51



H R Zarzadzanie personelem
SAP ERP

Cwiczenia: HR2

Cwiczenia przegladowe z funkcjonalnosci modutu HR

AGENDA:

1. Zatrudnienie nowego pracownika — tworzenie nowej kartoteki
pracowniczej

2. Realizacja procesu rekrutacji — poszukiwanie nowego pracownika
3. Opracowywanie indywidualnego planu rozwoju dla wybranego
pracownika
Scenariusz:

Dziat personalny dla jednostki organizacyjnej IDES AG (1000) otrzymat zlecenie zatrudnienia
nowego pracownika.

Zadanie:

W tym celu nalezy przy pomocy systemu SAP ERP/HR przeprowadzié proces rekrutacyi,
zatrudnienia i opracowania indywidualnego planu rozwoju dla wybranego pracownika.

1. Zatrudnienie nowego pracownika — tworzenie nowej kartoteki
pracowniczej

éwiczenie 1a

Podpisano umowe o zatrudnieniu nowego pracownika. Utworz w strukturze organizacyjnej HR nowe
stanowisko pracy.

e Uruchom transakcje [gx{®l®f=
e Zaznacz odpowiedni obiekt / dziat w strukturze HR przedsiebiorstwa

¢ Kiiknij na ikonke ,Create” i dodaj nowe stanowisko (etat) jako ,New position”:

o Wypetnij wszystkie pola obowigzkowe

e Zapisz
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= 1931516847

Mpoiki | Sapoiki | @ | 2 Qw

Organization and Staffing  Edit Gow  Ssttings  System  Hel W

& BldH I Cae  CEE DHO8(EE @

Organization and Staffing Create

| I == I |\ 27.02.2014 + 3 Manths
Find by ||zl (O] o] o [ [ @i [« |~ | (] [STE] =] =] 2] [&]

~ [ Organizational unit Staff Assignments (Structure) Chief “Workflow |
Free search ~ [ Studia podyplomowe S&P Kierownik studidw. .,
il search Term B Kierownik studidw MK 201
fH) Structure Search = [ Gospodarka materiafowa

B} object History 2 Cit M 2014
b & Position [ Planewanie produkeji
b &l Jan [ Spreedaz | dystrybucia
b @ Person
b [ User ] [0+
b & Task Lal Details for Position Etat MK 2014 |
b () musifessiRaiier m v Accountassignment | Address | Costdistribution - Waork schedule - Qualification - JobIndex - Tasks
I @ Project
B object history
Position MKD2 Etat MK 2014 | | | K
Ioh Secretary [Filid fram |27.02.2014
[Head of own arganizational unit To 31.12.9993
Staffing status ‘Yacancy open 1| Persnl Officer CEL
Staff Line manager
Mame |C0de |E | Holder Description
E g iggg ipa":'e” igég f:) Ic_[Holder [Percentage|4ssigned as of [4ssigned un_| Subtyp a
ustria =
b C11065 Swedon 1oES Sweden el el [l Gl
b I IDES France IDES FR
I [ Studia pocyplomowe SAP IDES RZ
b [ IDES Germany IDES DE
b 1 IDES Italy IDES IT g

Sprawdz status nowego stanowiska pracy.

e Uruchom transakcje [g5t:0]

e Podaj ,Personal officer”

= 193151 68.47 PElFoki | Saposki| @ 2 =
Frogram Edit Goto  System  Help —S——————————————

@ D Aa@ @@ BEE Dnoan HE @m

Yacancies

Period
Data selection period 27.02.2014 to 31.12.9998

Selection
\acancy
Fersonnel officer CBL
Line manager
Staffing status

g 8 8 g

¢éwiczenie 1b

Na podstawie dowolnych danych personalnych utwérz nowy rekord w kartotece personailnej.

Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/ Administration/ HR
Master Data/ Personnel Actions — transakcja [gfa¥le)

e Uruchom transakcje

e Podaj nowy numer kartoteki (Personnel N0.): .....ccccceeveeiiiiiiiiiiiiieee.
e Podaj date rozpoczecia pracy (From): ......ooocccvviveeiieeeeeeee i,

e Zaznacz pierwszy wiersz w tabeli ,Hire”

e EXECUTE
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Zarzadzanie personelem

SAP ERP

@ afs

HR Master Data Edit Goln Extras  UtilitiesM)  Settings

@@ SHE BhL0 | HE | @M

M Falski | Sapoiski | @ | 2 B

SAP4

Personnel Actions

[Eﬂﬂiﬁﬂfﬂiﬂ!
—]

= i Person
[ collective search help
Ml search Term
Ml Free search

Personnel No 201401 Pers.Assgn

—

Hit ligt

B ELE]EE]

Fersornel numheri

Name

Action Type:

IPer’snnnel EE group

EE subgro_|

Change of Fosition

| Irrarster (EDP) - active
Transfer (EDP) - active
Transfer (EDF) - retires

e W ekranie ,Hire” Nalezy wypetni¢ wszystkie wymagane pola

00001026 Dr. Johanna Browning
00001029 Jan Kubat [=] [|__|change of Pay
00001302 Sahine Gutbrat | [Retirernent
00001305 Katja Kabisch Termination
00001307 Tharmias Fischer Time recording (mini master’)
00001308 Peter Leisiner - i
— Time Recording (supplement)
00041001 EBACLH ™
e i = | [Trvl.exp (mini master)
00041003 ooa Org. management (mini master)
00041006 Adian Hire Applicant
00041008 o-Ee ol I
00041011 Wiadcy
00042001 Chan Maria
00042002 ooo
Bl I 140
[ Plrasn Bfsap [ms| |7
:fstarl| @ I sap Logon 710 Personnel Actions hange Yiew "EE Subgro... « (€ 20

e UWAGA: w polu ,Position” nalezy poda¢ nowoutworzone stanowisko

= Mpoiki | spaiki | @ | 2 =
HR master data  Goto System  Help
@ DAB @@ DEE OnaS BE @m
Hire
Ferson [0
Personnel Nurmber 201401
Start 27.02.2014
Personal Data
Title M, 2
Last name Krakkrak
First name Smok
Birth date 04.04.1994
Hiring
Action Type Hire = RefFershin 0
Reason f.Action o1
Position
Personnel subarea
EE group 1
EE subgroup DM
e SAVE
P isac kord I "
(] rosze¢ zapisac numer nowego rekordu LPersonnel NO.”: ...
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e Przechodzimy do ekranu ,Create Personal Data”

e Uzupetniamy wymagane pola

=4

Infotype  Edit Goto Extras System  Help

@ B AE @@ DEE Chan BE @m

Wroicki | Eurosii| @] 7

Create Personal Data

Pers, Mo, 201401 Pers.Assgn 00201401 &
Pers. N,
Start 04.04.1994 TD 31.12.9999

Nare

Title r.

Last name Krakkrak Title ]

First name Smok Initials

Marne prefix e Other title ]

Formatting Spec. format

Birth data

MNareatfirth

Marne Prefix o Other title [

Birthdate 04.04.1554 4.04,1994 Birthplace:

Language English [ Ctry o.hirth &

Mationality [ Other nat. & =]
Marital status/religion

IMar. Status | Since Religion ]
Mo, child,

e SAVE
e Przechodzimy do ekranu ,Create Personal Data”

e Uzupetniamy wymagane pola

=4

Infotype  Edit Goto Extras System  Help
& adH [ Co@ | DEE S 0O580 | EE @
Create Organizational Assignment

WFoiski | Foski| @] 7

Fers, Mo, 201401 Fers. Assgn 0201401 a
Pers.No. 201401
Start 27.02.2014\13 31.12.9939%9

Enterprise structure

CoCode 1000  IDES AG Legperson 0001
Pers.area 1000 Hamburg Subarea Harnburg
Cost Ctr 1110 Executive Board Bus. Area  9900|  Corporate Other

Personnel structure

EE group 1 Artive Payr.area D1 HR-D: Indus, warkers
EE subgraup o Monthly wage earner Contract [&]
Organizational plan Administrator
Percentage | 100,00 Group 1000
Position 50010551 MKDZ PersAdmin
Etat MK 2014 Time
Job key 30000023  Secretary PayrAdmin
Secretary Superyisor
Org. Unit 50005102) MM
Gospodarka materiatowa
orgkey
@ Record created @ [ [Pado 1 sap (s | ‘/
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e Zamknij otwarty etat ,Delimit vacancy”

III:'DeIimit Yacancy

2 50010551 Etat ME 2014

Delirnit on E7.02.2014[=)

|‘r*es || M || # Cancel

e SAVE

e Przechodzimy do ekranu ,Create Personal Data”

=4 Mpoiki | Eapoiki | @ | 2 =
Infotype Edit Goto Extras Systern Help

< I a8 ICE@IDHB IMhOaOIBRE @m
Create Addresses

Foreign address

Pers. Mo 201401 Pers.Assgn 00201401 Etat MK 2014 Active &
Pers.No. 201401 Name Dipl.Ing. Swok Baron Krakkrak
EE group 1| Active Pers.area 1000 | Harrburg
EE subgraup DI | Monthly wage earner Cost Canter 1110 Exacutive Board
Start 27.02.2014 @ 31.12.9999

Address

Address type Permanent residence =]

c/o

Street and House Ma. Mozart 5859

Postal Code/City 98765 Harnburg

District |

Country Key Germany =)

Telephone Mumber
Other data

Distance in km.

Cormparty housing

e SAVE

e Przechodzimy do ekranu ,Create Planned Working Time”

=g

Infotype  Edit Goto Extras System  Help
] D aB @@ CEE Snan AR @m
Create Planned Working Time

Wrouki | Garoiski | @[ 7

Pers, Mo, 201401 Pers.Assgn 00201401 Etat MK 2014 Active a
Pers.No. 201401 MName Dipl.Ing. Swek Baron Krakkrak

EE group 1| active Pers.area 1000 | Harrburg

EE subgraup DN Monthly wage earner Cost Center 1110 Executive Board

Start 27.DZ.2014TD 31.12.9999

Work schedule rule

Work schedule rule TTORM

Time Mgmt status 0 - Mo time evaluation =]
[IPart-time employee

Wrking time

Employment percent 100,00 CIoyn. daily wark schedule

Daily working hours Hin. Heox.
wweekly working hours 0,00 Hin. Hax

Monthly warking hrs 0,00 Min. Max

Annual working hours 0,00 Min. Max.

Weekly workdays
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e SAVE
e Przechodzimy do ekranu ,Create Planned Working Time”

e Podaj stawki dotyczace wynagrodzen ,Wages”

=
Infotype Edit Goto  Wage types Extras Systerm  Help

& DA @@ DHE Dhan BE @

MFoiski| SaPoski | @ | =

E&E

Create Basic Pay

|E wage type | [Ed wage vpe

Payments and deductions |

Pers. Mo 201401 Pers.Assgn 00201401 Etat MK 2014 Active &
Pers.ho. 201401 Name Dipl.Ing. Swok Baron Krakkrak
EE group 1| Active Pers.area 1000 | Harrburg
EE subgraup DI | Monthly wage earner Cost Canter 1110 Exacutive Board
Start z7.uz.zulqm 31.12.9999
Paymenttype |0 |  Basic contract Object ID
Reason Next increase
Pay scale Further Information
Type 40 Metall Capacity Util, Level 100, 00) % PER
Area 07 Hamburg Work hours/period 163, 00| Monthly
Group Level Ann.salary EUR
Wag_|Wage Type Long Text IO IAmnur’vt ICur’rE II |A |Numbar/Unit |Umt “
MC10 Standard monthly pay 1 500,00 EUR
HC2 0 Str.honus - monthly pay % 500,00 EUR 1,00 Percent
HMC30 voluntary bon.monthly pay 4 001,00 EUR
EoR
EUR J
EUR z‘
EUR z‘
[ | I[«][+]
1 [27.02.2014] - [31.12. 2385 4] [»] & 001,00 |EUR

| Save your entries

b [Padn B[ sap [ms |

7

e SAVE
e Przechodzimy do ekranu ,Create Planned Working Time”

e Podaj numer konta bankowego ,Bank Account”

=

Infotype  Edit Goto Extras System  Help

@ B AEH @@ BEE DDoan BE @m

Wroiki | Eaposi| @] 7

A

Create Bank Details

Pers, Mo, 201401 Pers.Assgn 00201401 Etat MK 2014 Active &
Pers.No. 201401 Name Dipl.Ing. Swok Baron Krakkrak
EE group 1| active Pers.area 1000 Harmburg
EE subgroup DI | Manthly wage earner Cost Center 1110 Executive Board
Start 27.0z.2014 o 31.12.9993

Bank details

Bank details type Main bank =]

Payee Dipl.Ing. Smok Baron Krakkrak

Postal Code/City OB765 Hamburg

Bank Key 12345678

Bank Account 1234567890123456|

Purpose

Payment currency EUR

e SAVE
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e Przechodzimy do ekranu dni wolnych od pracy ,Create Absens Quotas”

Wroui | Garoski | @[ @ W

=4

Infotype  Edit Goto Extras System  Help
@ B AH @ LEE DDon BAE @m

Create Absence Quotas

@ Default values H Personal wark schecule ‘

193.151.68.47 =

Pers, No. 201401 Pers.Assgn 00201401 Etat MK 2014 Active a
Pers,Mo. 201401 Name Dipl.Ing. Swmok Baron Kraklkrak
Pers.area 1000 | Hamburg Cost Ctr 1110 Erecutive Board
EE subgrp DN Monthly wage earner WS rule HORI
Type [Quota text MNUmber Unit St Date End Date Deduction from [Deduction to Ime |Tn I ] I
03 Leave (Days) 24,00000 Days z@02.2014 [31.12.2014 [27.02.2014 31.03.2018 0| [«]
10 Leave (Hours) 8,38000 Days 2IUz.zmq 31.12.2014 [27.02.2014 31.03.2015 0o =
- = 0O
B 5] 5] =]
n = = O
B ] 5] =]
| & & [m]
B ] 5] =]
B ] =] =]
O 5] 5] =]
B 5] 5] =]
O 5 5 =]
B & 5] [u]
n = = O
] 5] ~ O [1
n 5] 5] o
Qi 1l
Choose  [27.02.2014[&)31.12.2014
& Record created 20 [Pad0 Bl[sap [ms | [

e SAVE

¢éwiczenie 1c

Prosze sprawdzi¢ dokonany zapis oraz wprowadzi¢ dodatkowe dane.

Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/ Administration/ HR
Master Data/ Maintain — transakcja [gfA%]y)

Uruchom transakcje lub

e Podaj nowy numer kartoteki (Personnel N0.): ....ccccoouviiiiiniiiieiiniiienenn,
e ENTER

e Sprawdz kolejne INFOTYPY / wiersze w tabeli i poszczegdlne zaktadki

¢ Do edytowania zaznacz ikonke ,oféwek” — ,Change” do nowego zapisu ikonke ,Create”
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=

(¥ E

R master data Edit Gow Exvas Utilties(M) Settngs  Sy8

JH @@ SHE n

1931516847

Boo DD 0B

Mpoiki | Sapoiki | @ | 2

Ao

Display HR Master Data

Find by

~ @@ Person
{H Collective search help
{H) search Term
{H) Free search

Personnel No 201401 Pers.Assgn | D0201401 Etat MK 2014 Active
Name Dipl.Ing. Smok Baron Krakkrak
EE group 1| active Pers.area 1000] Harnburg

EE subgroup

DM | Monthly wage earner Cost Center

1110 Executive Board

EE subgraup

DI | Monthly wage earner Cost Center

1110 Executive Board

Start 27.0z.2014 o 31.12.9993 Chng 27.02.2014 | ADMIN-01
Personnel action

Action Type Hire g

Reason for Action o1 Expansion

Empl. confractdata - Grossdet payroll - Metpayroll - Payrollsu, 1) oE
. |I[ [nfoypetoa 1T [Period
B BT | [ v| | @parca
| |organizational assignment v & From To
Hit list | [Personal Data v O Today O Currweek
Persornel numberdNarme | [|ddresses v Qal QO Current manth
00001026 Dr. Johanna Browning [=] || |__[pank Details 14 QOFrom curr.date OlLast week
00001029 Jan Kubat (=] ||| [Family Member/Dependents OTo Current Date OLast month
00001302 Sabine Gutbrat [ leratiengs " O Current Year
00001305 Katja Kahisch nternal Medical Service
oot Thoms Feter [ Vi) 1=
00001208 Peter Leistner
00041001 t8hgis Direct selection
00041002 teidg Infatype STy
00041003 ooo
00041006 Aorfran
00041008 oEEpd
00041011 WiadcH
00042001 Chao Maria
00042003 [m || E‘
-7 oce =]
blpaco Msap (ms | [ 7
e Po dokonaniu zapiséw i zmian zapisz
e SAVE
¢éwiczenie 1d
Prosze otworzy¢ nowa kartoteke personalng.
Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/ Administration/ HR
Master Data/ Personnel File — transakcja [gfa¥1e
e Uruchom transakcje |28
e Podaj nowy numer kartoteki (Personnel N0.): ..o
e ENTER oraz ikonka ,Display”
e Poprzez zéte strzatki mozemy przechodzi¢ pomiedzy infotypami
Ulﬂfﬂlwe Edit Gotn Extras System Hep N - mHeesy - T X g | S 2 g@w
@ sabdiceeCHRE I Bhon DR em
[j Actions
P 201401 Pers.Assgn 00201401 Etat MK 2014 aActive ] %
Py No, 201401 Age 19 |
EE group 1 Active Pers.area 1000 | Hamburg
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éwiczenie 1e

Sprawdz zmiany w strukturze HR — status stanowiska pracy.

e Uruchom transakcje [{x68I=
e Znajdz w strukturze organizacyjnej odpowiedni dziat

e  Pozyskaj odpowiednie informacje

= A
Organization and Staffing  Edit Got  Settings  System del

(V] 4B Ca@ I CHE OADL8 BE @
Organization and Staffing Display

| SR = [ I |=I=] 27.02.2014 + 3 Months

Fire by 25 N e i P 1 5 s
~ [ organizational unit Staff Assignments (Structure) Chief I Whiorfloms
Kl Fre= search ~ [ studia podynlomows S4F Kieromnik studigw. ..
Kl search Term 8 Kierowrik studidw M 2014
[} structure Search =~ [ Gospodarka materiafoiwa

193.151.68.47

) Pn\sk\‘ é—s.wsm‘ ) | S Ew

{H} Objerct History < t MK 2014
b & Positon Dipl.Ing. Sraok Baron Krakkrak
b & Job [ Planawanie produkeii
b Person [ Sprzedaz | dystrybucia
b [ User
b & Task ba] Details for Position Etat MK 2014
13
© Business Partner m +/ Account assignment: q Address  Cost distribution q Work schedule { Qualification { Job Indesx { Tasks
I @ Project
B object history
Pasition MKOZ2 Etat MK 2014
Job Secretary “alid On 27.02.2014
Head of own organizational unit @ Mo periods
Staffing status ‘acancy occupied or put on hald 1| Persnl Officer CEL
Staff Line manager o
Mame |C0de |E ) I Holder Description
E S iggg ipa;“e” EEE f:) IeorfHolder Fercentage | Assigned as o| SUbtp &
usiria
b Clnetan e L @3 |DiplIng. Smok Baron krakkeak | 100,00 27022084 | [ O] [ (1R
b [ IDES France IDES FR.
I [ studia podyplamaws SAF IDES RZ
I [ IDES Germany 1DES DE
b [ IDES Italy IDES 1T [=] Bl 5]
b [ IDES Misderlande IDES ML = I
0]

[ b [prosE El[sap [ms [ 7

o EXIT

¢éwiczenie 1f

Sprawdz status nowego stanowiska pracy.

e Uruchom transakcje [gstsl8]

=
‘Vacancy Edit Goto Erwironment Syster  Help

7] 040 eEe CHE Dhan DA @m
Evaluate Vacancies

g Pn\sk\‘,gpn\sk\‘t)l: Ew

@” Find candidate || App.statistics H App, list H Position description || Req.profile ‘

Vacancies 1 E
Ewvaluation period: 27.02.2014 to 31.12.9999
Varancy |Activity from To Line manager POL | St OM|Rec.profi
50010551|Etat MK 2014 27.02.2014(31.12.9999 CBL|occ. |P |maintaine
koniec
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2. Realizacja procesu rekrutacji — poszukiwanie nowego pracownika

¢wiczenie 2

‘ Utwédrz w strukturze HR nowy dziat — ,Vacancy”.

Sciezka dostepu: SAP menu/ Human Resources/ Organizational Management/ Organizational
Plan/ Organization and Staffing/ Create — transakcja [{x®]®{=

e Podaj zakres pracy nowego dziatu ,0od / do”

= - 102.151.68.47 Foiski | Sapoiski | @ | = =
System  Hel A
@ a3l 4@ Ce@ CHE Duon I EEl @mE
SAP
[= Create root organizational abject
Valid from 26.02.2014 Tn 31.12.9999

e Poprzez tworzenie nowego lub kopiowanie opracuj nowy obiekt / dziat (Organizational Unit)
w strukturze HR, np. IDES RZ o nazwie: Studia podyplomowe

& . 193.15168.47 PENPokki | Saposki| @2 8]
Organization and Staffing  Edit Gotn  Seftings System  Hel y
(V] A8 @@ SR mnas FE @0
Organization and Staffing Create
| =3 == 1= I 26.02.2014 + 3 Months

Fidby | ] [« 1~ &) [STHTE =] =) 58] (@]

[ Search Term [=] wWarkfiow |

[} Structure Search [=] b L% osilicn

[ object History b [ IDES Mew Zealand CompaManaging Director
b 8 position b I IDES Italien
b Sl Job b CJIDES CO Director General
b @ Person b [ IDES Spanien
b [ user b [ IDES Austria a
b & Task b 1 INES Sueerden &
I @ Business Partrier | [«I0+]
b @ Project [+]|[& Details for Organizational unit Studia podyplomowe S4P |

&5 object history &3]  MEETTE,  secountsssgnment | address | Costuletrbution | work schedule | Quota Planning | Job Index | Group Lack N [}, [ ]7%]
EEErEIERE ER
el Organizational unit  |IDES Rz| Studia podyplomowe S&P @@EED D
Existen [Name | chief] valid from |01.11.1994
IDES AG [ staff To 31.12.9889
Holder Description
Ic.. |Holder [Percentage|Assigned as of |Assigned un_ | Subtyp 8
Jolm] (e Gl

[ L [procE Bl [sap (s [ [ 7
#istart| @ I Organization and Staf... « H (@ 1052

éwiczenie 2a

Utworz w strukturze zatrudnienia nowe — wolne miejsce pracy — ,Vacancy”.

Sciezka dostepu: SAP menu/ Human Resources/ Organizational Management/ Organizational
Plan/ Organization and Staffing/ Create — transakcja [gg®l®4=
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e Uruchom transakcje [ggel®=

e Podaj zakres dat — od dzisiaj

e ENTER
e W strukturze organizacyjnej HR znajdz wymagany dziat, np. IDES RZ (Studia podyplomowe
SAP)
’:Uorgamizatmn and Staffing  Edit Goto  Settings  System ﬁel SO ; Pmk“ @Pn\skx‘ 0-|C QEW
] B AB e CHE DOLHN B @m
Organization and Staffing Create
ElELEER] =] 26.02.2014 +3 Morths
Find by ES0 e Ees S R A= 8 =0 kst A )
[H} Search Term Staff g ignments (Struchire) Chief | workfiow |
{H) Structure Search - 1 IDES Swaden
{Hl Objert History
b & Position
b Job ] Gospodarka materiaiowa
E %BE"SD” Dg\anpnwanie pl’D;ikE]\
&a=r [ Sprezedaz i dystrybucia
b3 Task b DIDEgzarmanv e Or. Herbert Braun... [
o Nastepnie w ekranie glébwnym ,Goto” i wybierz z listy ,Staff Assignments (list)”
e Kolejnym etapem jest juz tworzenie nowego stanowiska poprzez ikonke ,Create Position”
e Po wypetnieniu wszystkich obowigzkowych pol w zaktadkach zapisz SAVE
@Organlzatlnn and Staffing  Edit Got  Settings  System i- TEDLE = Pmk‘l apu‘ml 0|: E‘w
(] B dEea@ I CHRE IDDO0IRE @m
Organization and Staffing Create
[= ]Il I 26.02.2014 + 3 Months
Find by | NI o [« [ ] [E2=[==] =] [@EE] =] [ElE)i[]
%Eijﬁrﬁ;m E St udia podyplomowe SAP
(il ohject History H
I 8 Position
b g Job
I &% Person
b [ User
I 8 Task
I @ Business Partner [« I I[41Cx]
I @ Project [=] hia] Details for Organizational unit Studia podyplomaowe SAP |
& Ooject history = m 7 Account assignment: { Address i Cost distribution { \Wwork scheduls ( Quaota Planning { Jaob Index ( Graup Lock K, ||| g

EEO R EREEE
Hit list Crganizational unit IDES RZ Studia podyplormowe SAP @@EEDD

Existen valid from |01.11.1594
IDES AG [l staff To 31.12.9359
Holder Description
Ic |Hnlder |Percentage Assigned as of |ssigned un I Subtyp =]
[=lole] ol [

blrrocE [sap (NS [ [ 7

i#/start| & Organization and Staf...

« A @ 11:03

e Podaj 1) kod i petng nazwe stanowiska oraz 2) typ nowego stanowiska pracy tj. kierownicze

(tzw. kapelusik) ,Head” lub zwykte ,Staff”
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Palroski| Garoki| @[3 Dw

E y | H 1931516847 -8 x
Organization and Staffing  Edit Gotn  Seftings  System  Hel s i S

@ B e@e CHE DDaN HE @m
Organization and Staffing Create
[CEIEEEER]

26.022014 +3 Months

Find by

3 [l [-E e m 2] [+ [~ [Zi=]=e] ] 1] (=] (Sl )
Search Term

M Structure Search assignments Studia podyplomowe SAP

) chjert History Imon te_[Person/user |Position |Perce 1b Superior Eniry
b & positon B Wacant Kierownik studiow
bl Job
b €% Person
b [f user
b & Tack
b @ Business Partrer LDl [ 10D
b @ Project = “D Details for Position Kierownik studidw |

[

&8 Object history Address Work schecle | Qualification | Job Index | Tasks

EEPCEEERE R

)

Cost distribution

EIEELIR]

ged Walid from |26.02.2014

Exten, [Name [chef] MR NN
b : To 31.12.9999

IDES 4G

Kierownik studicw

Hit list

= e Vacancy open )| Persnl Officer

Line manager

Description
Subtyp &

Lol (] 1] Bl

Ic_ [Holder [Percentage|assigned as of [4ssigned un,_|

& Data has been saved 1> | PPOCE [ | sap [ s
i

i start| & Organization and Staf... [ SAP Easy Access « (3 1109
e SAVE

Sprawdz w strukturze nowe stanowisko pracy.

Sciezka dostepu: SAP menu/ Human Resources/ Organizational Management/ Organizational
Plan/ Organization and Staffing/ Display — transakcja [gel&{=

e Uruchom transakcje [dx®I®=
e Prosze rowniez sprawdzi¢ status nowego stanowiska pracy — powinno by¢ ,Vacancy open”
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=4 L Pu\sk\| @Pu\skw| ) | : =}

SARS

Organization and Staffing  Edit Goto  Settings  System  Hel

@ dE e DHE Sto0 D e
Organization and Staffing Display

26,02.2014 + 3 Months

EE|FEEE ) e

Find by [ =0 I T =) I I =1 1 =1 sl
[} Search Term [2]|[5taF Assignments (Structure) Chief wiarkflow
[l Structure Search [=] = [ Studi Kierownik studidw MK 2014
[l Ohject History ]
I 8 Position ]
b &f Iob O Planowanie pradukei
b @ Person [ Spraedaz i dystrybucia
b [ User b [ IDES Germany Dr. Herbert Braunstein
b @ Task b CIIDES Italy Gl
I @ Business Pariner I MIRES Miaderlands &
I @ Project [+] b Details for Position Kierownik studidw MK 2014
B opject history 5] m Account sssignment | Address | Costdistribution | Work schedule | Qualffication | JobIndex | Tasks
IR EEEEREEE
Hit list Position KDL Kierowmik studidw MK 2014
ExistencelName  [Chief Job Mot assigned validon 26.02.2014
1DES &G Head of own organizational unit @ Ko periods
Staffing status ‘Yacancy open 1 | Persnl Officer
Staff Line manager o
Holder Description
Teor|Holder [Percentage| Assioned as of|Assigned unti| Subiyp g

H @ E]EEmE]E

[ L[rrosE B [sap (NS [ [ 7

i#/start| & Organization and Staf.. AP Easy Access « A@ 11114

Sprawdz numer systemowy nowego stanowiska — ,Vacancy”.

e Z Menu gtéwnego wybierz: ,GoTo / Detail objects / Enhanced objects ...”

= A H 193151 68.47 e ok | Sk | @ = =@
Organization and Staffing  Edifl Goto  Settings  System  Hel ™ S
& = /< Detail object »  Enhanced ohject description
- - Svitch g | |
Organization and _‘é{k -

[Tl [=Ta]

26.02,2014 + 3 Monthe

5 B EEEE EE )
~ [ Organizational unit Staff Assignrments (Structure) Chiaf Workflow I
Fres search [ I IDES France

fH Ssarch Term = [ Studia podyplomowe SAP Kierownik studidw,..

[} structure Search 8 Kierownik studisw Mg

il object History [ Gospodarka materiato:
b & Position [ Planowanis produkeji
b & Ioh [ spraedaz i dystrybucja =
b @9 Person B 1 INES Garman M Harhart Brain [=]
& T& e i [Irv]

e Podaj numer systemowy nowego stanowiska ,vacancy”: ..
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1931516847

=4

P ol | 0 Palski | ) | : =} w

Object Edit Gotn Utilties(M) Settings System  Help

@ DA @@ = HE Duon HE @m
Display object
Plan Version Current plan 2
pilaiasist———tiia il
Object ID 50010550 Kierowhik studidw MK 2014 I
ol e o )
_m Planned .~ Submitied - Approved | Rejected
Infotyps Hame E_| il [Fimeparoa
Object 14 z @ Period
Relationships | From 26.02.2014 to 31.12.9999
| [Description || OToday Ocurrent week
| Department/Staff Qall O Current month
| Planned Compenzation OFram curr dats ClLast wesk
| pEEEREy v O Ta current date OLast month
et Assignment Features O Current Yaar
wuthorities/Resources
tMork Schedule = Select
Emplayee Group/Subgroup B

I [pro1_prsp B [sap (s | [ 7

:t'stan| @ I 54F Logon 710 | Structure DisplayjMainte. .. | Display object « H(@ 1735

céwiczenie 2b

Sprawdz szczegoty dla nowego wolnego miejsce pracy — ,Vacancy”.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Vacancy/ Maintain — transakcja [g3¥:\4

Uruchom transakcje [d=1a\4

.
e Podaj zakres czasowy dla wykonania raportu ,Start date” i ,End date”
e Podaj numer systemowy dla nowoutworzonego stanowiska ,Vacancy "
o EXECUTE
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=g
Vacancy Edit Goi  Environment System  Help

[ B e@@ CHE DDon I HEE @mE
Maintain Vacancies

] 1| 519 )

1931516847

P ol | 0 Palski | ) | : =} w

Vacancies 1 %
Evaluation period: 26.02.2014 te 31.12.9938 =
Vacancy ‘@Fmd ‘ Line manager POE| 5t | OM|Req.profi
00040101 Find 50010550 occ. |F
000402 40 AN fwac. [P
00040250 . AN [wac. [P
000420259 Starting at current line anu|vac. [P
00100000} Only on current page Claus Thomas wac. | P [maintaine
00100225 Llexander Rickes vac.|F |maintaine
2213222: Cancel search after hits: 100 [EFind
001002 28] . of hits: 1
00100229 L
00100230[PC =ervice technician (D) 2 0 ‘SDDIDSSD|K15rDun1k studidw ME 2014 26.02.2014|31.12.9559
00100251 |Functional Specialisc— (D) ]

00100232 |FI Accounts Payable - (D) 0

00100233 | Credit Specialise - (D] 1 ]

00100234 | Credit Specialist - (D) 2 0

00100235 | Aushilfe kfm 0

00100236 | Functional specialist Finance - (D] 1 0

00100237 |Functional specialist Finance - (D] 2 1.

00100253 | Praktikant Anlagenbuchhaltung (D) i

00100240 | Secretary for Sales Office 1000 i

00100242 |Sales employee 104-F4 1 a

00100243 | Sales employee 104-F4 2 i

00100244 | Sales employee 104-F4 3 1.

00100245 | $ales employee 104-F4 4 19 Blb
00100246 | Sales employes 104-F4 § 1.

00100247 | Sales amglniee 104-F4 & i =

[ b [PBay 12| sap [ms | |;

d:‘Starll @ I 54F Logon 710 | Structure DisplayjMainte. .. | Maintain Yacancies « H(@) 17:29

e W obszarze ,Vacancy” wskaz na ,Personnel Officer” — kierownika personalnego

o EXIT

éwiczenie 2c

Sprawdz wczesniej dokonany zapis.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Vacancy/ Display — transakcja [g=JavV4

e Uruchom transakcje [gf=Ja¥4
e Podaj zakres czasowy dla wykonania raportu

e EXECUTE

¢éwiczenie 2d

Przedstaw status zgtoszonego zapotrzebowania personalnego.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Vacancy/ Evaluate — transakcja |30

e Uruchom transakcje [gstel8)
e Podaj zakres czasowy dla wykonania raportu

e EXECUTE
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e Zaznacz wybrang pozycje i kliknij na ,App. statistics” oraz ,App. list”

e Dokonaj analizy obecnego statusu

y Edit Goto Environment

3la H I eae DEB anasn BE @

Evaiuate vacancie

S ﬁj Find candidat| App. statist Q Applist | De@crip.of position | Reg.profile

[a]

Vacancies 1 =
Bl

Evaluation period: 14.09.2005 to 31.12.99399

Vacancy |&ctivity from to Line manager POE| SC 0M| Req.profi

DDDUEUDél Driver 01.10.2005|31.12.2005 AMU | vac.

49999995| Chief Executiwve 0E£fi|01.01.1995|31.12.8999 vac. (P |maintaine

49999999 Executive Assistant [01.01.1996|31.12.9999 occ. |P |maintaine

50000027 | CFO (U3) 01.01.1996]31.12.59999 occ. [P |maintaine

50000028 | Executive Assistant |01.01.1996|31.12.8989%9 occ. |P |maintaine

o EXIT

SHEB oD LOoH BE &

Vacancy Assigmmnents

%] Short profile

Vacancy ASSignments

[4]D]

Peconciliation totals

Ewaluation RPAPLOO3 includes

Applicants selected 0

¢éwiczenie 2e

Wprowadz do systemu informacje o ogtoszeniu prasowym dotyczgcym nowego miejsca pracy.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Advertisement/ Maintain — transakcja [g=3a\\j

e Uruchom transakcje [g=fa\W
e Podaj: w ,Selection”

- rodzaj publikacji ,Recrutiment instrument”: ..........cccccceeveeennn.

date publikacji ,Recrutiment date”: ..........cccceevvvreeennn.

- date konca zamieszczania ogtoszen ,Advertisement end”: ............ooeoiiinneee

kod zgtoszenia (stanowiska) ,Vacancy”: ........cccccocceereeennnn.

e EXECUTE
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Help

Job Advertisements 1

[l]

Date To Job ad, |Instrument Wacancies published: App.
from Nane Gt

e Zaznacz przycisk ,Advert”

e Znajdujesz sie teraz w ekranie ,Create advertisement”

o Wypetnij nastepujace pola:

e Numer ogtoszenia ,Advertisement” — kliknij na ,Next free advertisement number”

" "

e Podaj: “Instrment”, “Publication date”, “Advertisement end”, “Publication costs” i “Text
name”.

e W polu “Vacancies published” wybierz “Add” podaj swéj zapis — kod zgtoszenia

e SAVE

=4

Adverticement  Edit Goto  System  Help

] B dH eI CHEIDOLO0|IRE| @
Create Posting

193.151.68.47

Wroui | Garoski | @[ @ W

Advertisernsnt 00000357 I Mext firee advertiserment nurmber I

0000003 8| Deutschland-Ost
01.03.2014

Instrument
Publication date

Medium  Internet

Adbertisement end 09.03.2014

Publication costs 1 000,00 EUR

Text name HEW POSITICN

Maintain text

Vacancies published

arancy Pos. Text

[ ]
] =]

il I 1[0
l s oo ]

‘ Sprawdz wykonany zapis i dokonaj ewentualnych zmian w tekscie ogtoszenia.

e Uruchom transakcje [gs7aW
e EXECUTE

e Zaznacz przycisk ,Maintain text” | dokonaj odpowiednich zmian
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éwiczenie 2f

Za pomoca transakcji PBAX oraz PBAO przedstaw obecny status ogtoszenia.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Advertisement/ Display — transakcja [gsJA%

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Advertisement/ Evaluate — transakcja [gs¥a0]

e Uruchom transakcje |g=Ta¥%4 i (=18
Wrouki | Garoiski | @[ 7 =] w

=
List Edit Gotm Wiew System Help

& B0 O BRE DDoD HE @E

Position Description

Plan version : 01 Current plan Starus vector: 1 Reporting period: 01.01.1500 - 31.12.9999

Position

% 50010550 Kierownik studiédw NE 2014

Approved hours per week Position 5 50010550 Kierownik studiéw MK 2014

Approved hours

40.00

Organizational integration Position § 50010550 Kierownik scudidw ME 2014

Rey Ohject Description

0 50005101 |Studia podypleomows SAP

Holder Position 5 50010550 Kierownik studiéw MK 2014

Description

Position unoccupied since:26.02.2014
Position has been vacant Since:26.02.2014

e Dokonaj analizy

e EXIT

éwiczenie 29

1410]

Dokonaj analizy statystycznej narzedzi medialnych (Advertisement instrument).

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Recruitment Inst/ Evaluate — transakcja [g=¥a¥a

e Uruchom transakcje
e EXECUTE
e Dokonaj analizy wybranego narzedzia (wydawcy)

e Uruchom ,Evaluate advert”, “Applicant statistics” oraz “Aplicant list”
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Applmaster data  Edit  Goto  Epvironment  System Help

2ldH e DHE Ohon HEE @

Evaluate Recruitment Instruments

I[41[»]

Number of |Number of ‘Total Cost per

Instrunent
adverts applications | cost application
Employee Hewsletter 0 i 0,00 0,00
I 13 4.723,50 DEN 363,35 DEM
<NewlYork Tines 3 102 0,00 XXX 0,00 300C
onde 0 0 0,00 0,00
o EXIT

¢éwiczenie 2h

Wptynety do Dziatu Personalnego 3 podania dotyczgce zgtoszonego wolnego miejsca pracy

Wprowadz do systemu informacje o tych zgtoszeniach.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/ Appl.

Master Data/ Initial Data Entry — transakcja [g=¥k§]

e Uruchom transakcje [ga¥1§)

e Wypetnij pola obowigzkowe:

Kategoria ,Reason”: 4 (New Application)

Zaznacz “Reference available” (dotyczy pracownika juz zatrudnionego w firmie)
Kod Dziatu Personalnego “Per.area”: 1000

Grupa aplikacji , App.gp”: 1 (Active)

Pracownik Dziatu personalnego ,Pers.off”: .....................

Zaszeregowanie , Ap.range”: Salaried Emlopyees

Tytut ,Title”: coeeeeieiiieeenns

Imie aplikanta , FrstName”: ..........cccceuveee.

Nazwisko aplikanta ,Last name”: ......ccccvevvnnens

Data urodzin ,D.0.B.”: np. lata 60-te

Kraj ,Country”: np. GERMANY (!)

Kod pocztowy i miasto (PCd/city): UWAGA: dla Niemiec kod pocztowy sktada sie z 5
cyfr! (np. 12345)

Numer ogtoszenia prasowego ,Advert”; ....................

e SAVE (System moze sie zapyta¢ o inne jeszcze dane — nalezy je podac)
e Prosze zapisa¢ numer - APLIKANT NI L oo
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Mpoiki | Sapoiki | @ | 2 Qw

=4
Applicant master data Edit Goto  System  Help

& BldH I Cae  CEE DHO8(EE @

1931516847 -

Initial entry of basic data

‘ﬁi Former applicant/former employes HP Save+add.data H 1n process || Pt on hold ||E

appro. || Start 27.02.2014

Status In process [IReference available

Reason 04|  New application

Pers.no. [ assign facsimiles

Organizational Assignment

Perarea 1000 |Hamburg Subarea Harnburg

Apagroup (1 Active (externaly Applrange | Salaried employees [

Pers.off  CBL MegRyan CFurther data
Personal Data / Address

Title Mrs B Title Dipl.-Ing. =]

F.name  Marianna Last name Krrrr KR

Birthdt  |01.02.1980 Language English [

National Polich E) [CIFurther data

Street Bethoven 123

PC/City 54321 Hamburg

Tel. no. 33-1234567 Country Garmany =] CFurther data
Email KRBgwail.com

Application

Advert 357 Deutschland-Ost Pub.Date 01.03.2014

Unsal. AG i [CIFurther data
‘@ Action Initial entry of basic data for applicant 00001553 executed i ‘ PB10 | sap ‘ NS ‘ ‘ G

e Prosze wykona¢ podobne zapisy dla kolejnych dwoch aplikantow

e SAVE

o Prosze zapisaC numer - APLIKANT NI 20 oo
e Prosze zapisa¢ numer - APLIKANT NI 3: i

e SAVE

céwiczenie 2i

Sprawdz w systemie nowe zapisy dla wszystkich trzech aplikantéw

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/ Appl.
Master Data/ Initial Data Entry/ Display — transakcja [gsy4y)

e Uruchom transakcje [gz¥44
e Podaj numer aplikanta (Applicant N0.): ..,

e ENTER
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L Pu\skw| @F‘u\sk\l ) | :
4ppl. master data Edit Goto Extas  Auxiliary functions  Se

@ DA @ SHE DDhon BE @

SAP4

Find by

~ @ spplicant applicant no, 1554
[l collective Search Help . ; . T e — ]

Ml search Term
[ Free search App.group 1| Active (external)  Personnel area 1000 | Hamburg

App.range 2 | Salaried employes: Overall status 1| Inprocess

[pplicant data E | [Perioa
Egpiicant Actions ¥/ | @reriod
\acancy Assignment = Frm
7Appl\catiuﬂ3 ¥ [ To
| [ducation O Today
Organizational Assignment 4 Qall
7Dmer/F'rewuu5 Ermployers O From curr date
| [Personal Data L4 OTo Current Date
Qualifications
| |addresses L4N
[ [pank Details

Direct selection
Infotype Applications BTy

[ Llpezo El[sap [ms | [ 7

Istart| SAP Logon 710 I pisplay applicant mas.. Crganization and Staffin. . « 16
£ Display app!

e Zaznacz przycisk “Short profile” i sprawdz zamieszczone dane

= L Pu\sk\l apu\skwl ) | S =]
Text Edit Gofn System  Help
] B dH e DHR Dhoan BE @m
Display Text:
-1 -
Dipl.-Ing. Marianna Krrrrr KR
Bethoven 123
54321 Hemburg
Telephone: 33-1234567
E-mail: KREGHAIL.COM
Date of Birth: 01.02.1980
Gender: Female
Nationality: Polish
Letter language: English
Title: Dipl.-Ing.
Acticms:
Action: Initial entry of basic data,
walid from 27.02.2014
Status: In process , Mew application
ipplication{letivicies):
on 27.02.2014 , Advertisment 00000357 from 01.03.2014
in Deutschland-0st
- Receipt scheduled on 28.02.2014 , at 00,00 Uhr.
[ blrezo M[sap (S| [ 7
It,‘starll é 1% 54P Logon 710 | I Display Text: Organization and Staffin, « A (@) 16:55

e EXIT

UWAGA: W celu dokonania zmian w rekordzie nalezy uruchomic transakcje PB30
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éwiczenie 2|

Dokonaj uruchomienia procedury przetworzenia danych aplikanta w systemie — status ,In process” .

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/ Personnel
Management/ Recruitment/ Appl. Master Data/ Initial Data Entry/ Applicant Action — transakcja

PB40

e Uruchom transakcje [g3&16

e Podaj numer aplikanta (Applicant N0.): ......ccocoviiiiiiieeineee e,

e ENTER

& 4]

Appl. master data Edit Goto  Settings  System  Help

JH @@ DHE nhoan BE @0

1931516847

Gl Poski | Earosii| @ | 2

Ew

Applicant actions

Find by

Applicant no. 1554

¢ Nastepnie zaznacz wybrany wiersz w tabeli “Process applicant”

e EXECUTE

e SAVE

|| Empl./appl.name Dipl.-Ing. Marianna Herrrr KR
= @ spolicant App.oroup 1| Active (external)  Personnel area 1000 Hamburg
Bl collective Search Hep App.range 2 | Salaried employes: Overall status 1 In process
{Hl search Term
[ Free search fram &7.02.2014
Applicant Actions
[action Type ersornel |
Initial entry of basic data z
Enter additional data =
Reject applicant -
7App|\cant rejects offer
Prepare to hire
Change of org. assignment
Further application
0 be interviewed
& 1D
I blree0 F[sap (S| [ 7
#istant| & 1% 54P Logon 710 Applicant actions « A& 1659

e Wykonaj podobne operacje dla pozostatych aplikantoéw podajgc np. “Reject applicant”
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¢éwiczenie 2k

Sprawdz zestawienie i statusy wprowadzonych do systemu aplikantéw. \

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/ Selection
Procedure/ Application Pool/ List — transakcja [gsJa=

e Uruchom transakcje [g3I\=
e Podaj zakres czasowy (Receipt of application): .......cccoceevvveeeiiiiiicninnnen,

e Podaj status: 1 (In process) lub 4 (Rejected)

e EXECUTE
Ewgmgram Edit Goto System Help sl ok ‘ LnPolki ‘ 0" z ue W
@ B AE @@ BEE D nan ER @m

Applicants by action

T Semrchtelps | ® Sort order ]

Period
Receipt of application 27.02.2014 To
Data selection period T

o

Selection
Applicant number
Applicant name (sortable)
Advertisement
Unsolicited application grou
Company code 1000
Fersonnel area 1000
Personnel subarea
Applicant group
Applicant range
Status {overall)
Status reason (overally
Bpplicant action
Personnel officer 121N

(I I I Y Y I Y I

Reference
@Al Qwith reference QO w/o reference

Reference personnel number

=3

[ b |reaE Bsap [ns | [

e Sprawdz status aplikantéw “Ov.status”

Applicants by action

sdditional data | Acthity | Masterdata | Actions | g7 Owerall status  Bulkpracessing 3] Shortprofile

Applicants by action

1[«1[+]

Eey date: 14.09.200%

App.no. |Name Action Ov.status

00001415| Jan Kowalski Initial entry of bhasic @|In process
00001419| Adam Nowak Process applicant In process

Applicants by action

Reconciliation totals

Evaluation RPAPLOOZL includes

Applicants selected 2

e EXIT
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¢éwiczenie 2|

Dokonaj wstepnej decyzji o zatrudnieniu.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/ Selection
Procedure/ Decision — transakcja [g=Ja\g|

e Uruchom transakcje [gJ\\zl
e Podaj zakres czasowy (Data Reception period): .........ooeccvvvivieeeeeeenniiiinnns

e Podaj kod zgtoszenia (Vacancy): ....ccccccceeeeevvvinvvvnennnenn.

e EXECUTE

Applicant master data  Edit Goto  Environment  Sys

DA ECae CHRE Do AR @

Applicant Selection

Gy Facsimiles Shoﬂproﬂli Invite  Offer contract  Puton hold | Reject Setto'mproceeses'h

Applicant Selection

141D ]

Key date: 14.09.Z005

Name Pr |Wacancy Vac.status
Jan Kowalski 01|00000004|Driver In process
Adam Nowak 02 |00000004| Driver In process

Applicant Selection

Feconciliation totals

Evaluation RPAPUTOL includes

Applicants selected 2

Dla poszczegélnych aplikantéw wykonaj okreslone dziatania:
- Aplikant nr 1: Zgtoszenie propozycji kontraktu ,Offer contract”
- Aplikant nr 2: Wstrzymanie dalszych dziatan ,,Put on hold”
- Aplikant nr 3: Zrezygnowanie z aplikanta ,Reject”
e Sprawdz w ,Vacancy status” obecne zapisy!

e EXIT
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¢éwiczenie 2m

Dokonaj ostatecznej decyzji o zatrudnieniu.

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/ Personnel
Management/ Recruitment/ Selection Procedure/ Administration — transakcja [g=Ja\s

e Uruchom transakcje [g>J\§

e Podaj zakres czasowy (Receipt of application): .......cccoccevvveeiiiiiiiininnnnn,
e Podaj kod zgtoszenia (Vacancy): ....ccccccceeeeeeveinvvnnennnenn.
e EXECUTE
Administration of Selection edtre
Additional data = Activity | Master da Actions Cwerall status | Bulk processing Gj Shart profile
e

Vacancy Assimmments

I«][»]

Eey date: 14.09.2005

Hane Owerall status|¥acancy Vac.starus

Jan Kowalski @ To be hired Driver To be hired
Adam Nowak In process Driver In process

Vacancy Assigmments

Reconciliation totals

Evaluation RPAPLOOZ includes

Applicants selected &

e Zaznacz wybranego aplikanta
e Kiliknij na przycisk ,Actions”

1931516847

ek | Saolski| @ | 2 Qw

sppl. master data Edit Goto  Settings  System  Help

(] BB Cae DEEBNa0(EE @

Applicant no, 1556
Find by || Empl./applname | Jhon Kowalski
= @9 Applicant App.group 1| Actve (external) Personnel area 1000 |Hamburg
B Collctive Search Help App.range 2 | Salaried employee: Overall status 1 In process
{Hl search Term
from 27.0z.2014

{H) Fres search

Applicant Actions

----- Action Type Personnel I
Tnitial entry of basic data

Enter additional data

Reject applicant

«DE

Put applicant on hald

Process applicant

Offer applicant contract

_Furiher application

To be interviessd

\
oo

DL (D]

e Zaznacz ,Prepare to hire”

e EXECUTE
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¢éwiczenie 2n

Podpisano umowe o zatrudnieniu nowego pracownika.

Na podstawie danych z procesu rekrutacji zmien rekord w kartotece personalnej.

e Uruchom transakcje [g¥aV¥{
e Podaj nowy numer kartoteki / aplikanta (Personnel n0.): .......cccccviveeeieiee i,
e EXECUTE

e Zaznacz ,Activity” i wykonaj operacje planowanego transferu

= - 193.151.68.47 roui | Garoiski | @[ =E
Appl.master data Edit Gofo  Environment  System  Help
@ B AH @ DHR Dhoan RE @M
Direct Transfer of Applicant Data
pirectéctivity (F2)or applicant pata 1 E
Evaluation period:  01.01.1800 to 31.12.9999
Perform from 01.01.1800 to 31.12.9999
applicant Position Hiring Status ‘
e Sprawdz zaplanowane dziatania poprzez transakcje (=150
= M 193.151.68.47 Wroui | Garoski | @[ HE®
Applicant master data  Edit Goto  Environment  Auxiliary Fun Haln
& BldHCEG I CHE DDO0 RE@mE
eidaintain Applicant Activities
(D
Find by
= 9 Applicant Applicant no,
(il Collective Search Help T
{Hi Search Term
{5} Free search App.group 1| Active (external) Personnel area 1000 |Hamburg
App.range 2 | Salaried employee: Overall status z To be hired
..... [
E y 1931516847 MFalski | Sapoiki | @ | = =
Applicant activity  Edit  Gotn Setfings  Systerm  Help A
@ 4B CaRIDHR Bho0IBE Qm
Maintain Applicant Activities
|2 activity || activity || T activity |[£: Plarned <> completed || Follow-up activities || # Reference || Print letter || & Letter |
150 0 Y [ Y o s Thon Fowalers
Find by || #pp.group 1| active (External) Pers.area 1000 | Harmburg
< @9 Applicant App.range 2 |Salaried employees  Cverall stat 2| To be hired
) collective search Help App.received 27.02.2014 Deutzchland-Ost
{H) Search Term
{H) Fres search
Cormpl, Activities
activity text Perform [Time [Person responsible [vacancy [
|| A
&
[ 1[«][¥]
EERRAAE =
activity text |Perform [Time [Person responsible [vacancy [
Hiring 27.02.2014  19:00 MKOL |—
koniec
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3. Opracowywanie indywidualnego planu rozwoju dla wybranego

pracownika

c¢wiczenie 3a

Dla nowo zatrudnionego pracownika opracuj plan indywidualnego rozwoju.

Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/ Personnel
Development/ Planning/ Individual Development — transakcja [ggoIdl\¥%

e Uruchom transakcje eI\

e Woybierz ,Person”

e Obok podaj numer kartoteki danego pracownika (Personnel n0.): .....cccccceeeviieeininnnnnn.

e Czas rozpoczecia planu ,Planning start”: od pierwszego b.m.

e ENTER

e EXECUTE

Individual planning  Edit  Goto

@l a =

€@ SHE ADO8 BRI @ m

Flanning start 14.0%9. 2005

Evaluation period 0l.01.1500 to 31.12.99599

e Zaznacz ikonke ,otobwek”

o  Wybierz zaktadke ,Qualifications”

e Na dole ekranu zaznacz ikonke ,Create” i w wyszukiwarce podaj zakres kwalifikacji

e ENTER

e W polu ,Proficency” przedstaw ocene

¢ Podobne dziatania przeprowadz dla pozostatych zakfadek

e SAVE
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@ s e pa@ DHE OO0 AR @@
Person: Change Promle (14.09.2005 - 31.12.9999)

|‘5‘,_§ Career planning HBE Current position |

1 Dr. Marian Erupa
1 1000
N 2200
Qualifications Fotentials Freferences B Dislikes Appraisals wher praisee Q‘: Appraisals... F|*E
Cualification group T.|ObjectD |Name Proficiency art date End date Mote (User
Business Admin. Skillsiknowle .| |50000314 Knowledge of multimedia e |Adequate 1§. 09. 200531 12. 9898 | 27 [p-mc[~]
Business Admin. Skillsfinowle .0 (50000307 Knowledge af PO ery good .09.2005 31, 12.9999 ’E) D—MKE‘
Business Admin. Skillsiknowle |0 (50000317 Knowledge of payroll 09.200531.12.9959 "E? D-HE
[]
_ [~]
P [0 [0 N e [
SEE DpR2
N g

UWAGA: Pozostan w tym samym ekranie!

Za pomocg ,Current position” dokonaj wstepnej analizy.

& IH @A SHE ADOon R

e EXIT
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¢éwiczenie 3b

Dla danego pracownika przeanalizuj plan indywidualnego rozwoju.

Sciezka dostepu: SAP menu/ Human Recources/ Personnel Management/ Personnel
Development/ Planning/ Career — transakcja [gx®ly

e Uruchom transakcje [gx®x
e W ,Career planning for” wybierz ,Person”

e Obok podaj nowy numer kartoteki (Personnel N0.): .....cccccvvvveeeeeeeeiiiccciinnne,
e ENTER

e W ,Planning criteria” zaznacz “Include qualifications”

e EXECUTE
Planning Edit Goto  Systern  Help
(7} BdHIeaq CHE SnLaa R @m
Career Planning
&

areer planning for

Person  oooooool r. Marian Krupa

Planning criteria Evaluation period

nc\udequa\iﬂcationsl Key date 14.09,2005

1 Include potentials
D%mc\ude designations
[ ] B Exclude dislikes
[1&% Include career
Additional career

e Nastepnie poprzez rozwiniecia podkatalogéw dokonaj analizy obecnego statusu

Elanning Edit Goto  Wies em  Help

(] BOH @@ DHE DL BEE @@

Career Planning
& Profile

[a]
Perzonnel no. 00000001 Neme Dr. Marian Erupa ;
EE group 1 Active employes Pers.area 1000 Hamburg
EE subgroup DN Monthly wage earCost center 2200 Human Resources
Career plan Key date: 14.09.Z005 5 Targets found

= has gualifications for
31 C 50011880 Administrator
& C 50000706 Administrator
= ¢ 50012673 Assistant

% 50000034 Executive Assistant for finances (D) wacant fr, 01.01.1994 to 31.12.9999

e EXIT
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¢éwiczenie 3c

Przeprowadz ocene pracowniczg dla wybranego uzytkownika systemu.

Sciezka dostepu: SAP menu/ Human Recources/ Personnel Management/ Personnel
Development/ Planning/ Appraisal/ Create — transakcja Adu®Is{=YI=

e Uruchom transakcje

e Woybierz plan oceny: ,Performence Aprraisal Individual”

e ENTER

e Podaj kierownika dokonujgcego ocene: np. D-MKrupa

e Podaj kod uzytkownika — pomoc wyszukiwarka!: podaj wiasna nazwe uzytkownika, np. SWO01

e ENTER

e Poprzez EXECUTE przechodzimy do edycji pdl oceny

(/] BB ICa@ I EERBR ODO0IEHEI®@
= Appraisal - Performance Appraisal individual { BA 50016124 )
& Complete ‘
Petformance Appraisal Individual In process
Marian Krupa
Marian Krupa
0l.01.z2004 3l.12.2004 14.08.2005
Mame Wieig... |Evaluation |Rating text =weighting *r.|Note [Ty Object I
Ferformance Appraisal Individual THigh a.0a0 LE? BS 50014871 E
uthorities 2,00 THigh 14.000 | %2 |RG 0014875 [~]
Wegerliveness 1,00 THigh 7.000 Bl 50014874
Communication Skills 1,00 ahery hi
Leadership 1,00 YExcelle
Target Driven 1,00 T Proficiency
Performance Behavior 1,00 7High 0001 |Very low
Customer-oriented 1,00 Bahove 0002 | Low
Flexibility 1,00 gExcells | 0003 (Rudinentary
- 0004 [Aadequate
Problem Solving 1,00 Giahove 0005 | Average
illingness to Learn 1,00 0006 |&bove average
0007 |High
0008 |Very high
0009 |Excellent
| Decerpton %
T — T 1 [+]

I s

e Poprzez skale ocen (podpowiedzi przy polach oceny) dokonaj odpowiednich wpiséw
e Po wykonaniu oceny zaznacz ,Complete”

e EXIT

¢wiczenie 3d
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‘ Dokonaj oceny poréwnawczej dla danej grupy pracowniczej — tzw. rankingu.

Sciezka dostepu: SAP menu/ Human Recources/ Personnel Management/ Personnel
Development/ Information System/ Reports/ Appraisals— transakcja [ sS]=IA{¢5]

e Uruchom transakcje [S1=ra\{ey

e Wybierz plan oceny: ,Performence Aprraisal Individual”

e Podaj zakres czasowy dokonywanych ocen ,Created on”: 1 miesigc

e EXECUTE

Po—

0l.09,2005

o Wykonaj liste rankingowg — przycisk ,Ranking list”
e Dokonaj oceny rankingowej

o EXIT

@ EENEOE IR =

Reporting Optio isals

S | % 38 I @ Renngist | B F | @

|0 of appraiser |Appraiser IDy of appraisee” |Appraisee(s) Status Cbject ID [Appraisal Type of appraisal | Start date End date
ooo10411 Frau Lori Mayer 00010405 Harold Carson Completed 50016075 |Performance Appraisal Individual | Individual appraisal |01.01.2001 | 31.12.2001
ooo10411 Frau Lori Mayer 00010407 Kathy Trocolli Completed |50016073 |Performance Appraisal Individual | Individual appraisal |01.01.2000  |31.12.2000
ooo10411 Frau Lori Mayer 00010407 Kathy Trocolli Completed 50016074 | Performance Appraisal Individual | Individual appraisal |01.01.2001  |31.12.2001
ooo10411 Frau Lori Mayer 00010406 Mr Hubert Laws Carnpleted |5001 6077 |Performance Appraisal Individual | Individual appraisal |01.01.2001  |31.12.2001
00010411 Frau Lori Mayer Several appraisees Cornpleted |50016078 |Performance Appraisal Individual | Individual appraisal |01.01.2001 MA22001
D-MERUPA Marian Krupa |D-MEKRUPA Marian Krupa Completed |50016124 |Performance Appraisal Individual | Individual appraisal |01.01.2004 31122004
koniec
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Cwiczenia: HR3

Opracowywanie raportow i zestawien w module HR — SAP R/3

AGENDA:

1. Tworzenie listy pracownikow dla przedsiebiorstwa -,,Employee List”

Tworzenie listy dat urodzin pracownikéw tzw. ,,Birthay List”

3. Tworzenie listy pracownikéw z informacjg o czasie przepracowanym w
badanej firmie ,,Time Spent”

n

Zadanie:

Kierownictwo dziatu personalnego zlecito Parnstwu wykonanie okre$lonej listy zestawien i raportéw. W
tym celu nalezy skorzystac¢ z dostepnych raportéw z menu aplikacji badz analiz standardowych w
systemie informacyjnym Human Recources SAP R/3.

1. Tworzenie listy pracownikéw dla przedsiebiorstwa - ,,Employee List”

éwiczenie 1a

Przedstaw liste pracownikow dla jednostki gospodarczej 1000.

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/ Personnel
Management/ Administration/ Employee/ Employee list — transakcja SEARISEKHIONERITS)

e Uruchom transakcje SENgIsSIeN OISRt

e Podaj zakres poszukiwan:

e W obszarze ,Period” wybierz ,Today”

e W obszarze ,Selection” wybierz ,3” — Employee status — Active

e W obszarze ,Gender” wybierz ,Both genders”

e Nastepnie kliknij przycisk ,Org. structure” i zaznacz ,IDES AG” i ENTER

e EXECUTE
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Edit Gato

Program

adH I @& SHE DO BHE @

Employee List
® & B —
selections || 5 Search helps ” o2 Sort | S Org. structure %
@ Today () Current month
- nday (1 From today Organizational uait
O Other period Ta |Mame D Code valid from  Walid to
Person selection petiod To |= ‘= Organizational structure
I [ [ Dziekanat 0 50000100 3333 13.09.2005  Unlimite
Selection » [ []ECM_Process 0 50015422 ECM_Process 18.11.19393  Unlimite
= O : O 00000001 IDES AG 01.01.1994  Unlimite
mr £ >0 panHR company | © 50012572 IDESJapan  01.01.1886 Unlimite
‘ Ernployment status = = B [ [ Org units for HR Training 0 50014997 Qrg unit HR 01.01.1933  Unlimite
w o [ [ [] Retail company 0 50012897 Retail comp.  01.01.1997  Unlimite
T e E [ [ [ Service Provider 0 A0014722 Serv. Prov. 01.04.1999  Unlimite
[ > [ [] Technical Org.units for Logistic 0 50013297 TechOrglog 01.01.1984  Unlimite
Employee graup o
Employee subgroup (=43
Repark-=specific selections
Last name L
Mame at birth L
Firstname o
Mationality =]
in petiod to
Gehder —
(@ Both genders ) Only male LAl I [N EN DR ]
o [H (& F Bl 5 unrelated objects | 0 ® z
-
[ [ | 5_AHR_51016383 sapl INS 7
Aetert| | 42 @ @@ QB @ L || @ve.| 6. | Be. | HoD.. | gl 51 [[agEm. et 2RCESIHAOOK Ghe 1

\ Opracuj nowy szablon tabeli przy pomocy ikonki ,Change Layout”.

e EXIT

koniec
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2. Tworzenie listy dat urodzin pracownikéw tzw. ,,Birthay List”

c¢wiczenie 2a

Przedstaw liste dat urodzin pracownikéw dla wybranej jednostki organizacyjne;j.

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/ Personnel
Management/ Administration/ Employee/ Birthday list — transakcja SEsgl IRc[e[oryk]

Uruchom transakcje SIEEglSIGIs[e[0[0pX]

Podaj zakres poszukiwan:

W obszarze ,Period” wybierz ,Today”

W obszarze ,Selection” wybierz ,3” — Employment status — Active
Nastepnie kliknij przycisk ,Org. structure” i zaznacz ,IDES AG” i ENTER

EXECUTE

Uporzadkuj rekordy od osoby najstarszej do najmtodszej — ikonka ,Sort in descending order’

Eksportuj zestawienie do aplikacji EXCEL - ikonka ,Microsoft Excel”

EXIT

koniec
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3. Tworzenie listy pracownikéw z informacja o czasie przepracowanym w
badanej firmie ,,Time Spent”

éwiczenie 3a

Przedstaw liste z informacjg o czasie pracy dla kazdego pracownika.

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/ Personnel
Management/ Administration/ Employee/ Employee list — transakcja SIAgIs SN0 RS

e Uruchom transakcje S gl RSN ONNSRI]s]

e Podaj zakres poszukiwan:

e W obszarze ,Period” wybierz ,Today”
e W obszarze ,Selection” wybierz ,3” — Employee status — Active
e EXECUTE

e Uporzadkuj rekordy od najdiuzszego stazu pracy do najkrotszego (Years/ Mounths)— ikonka
»S0rt in descending order”

o Eksportuj zestawienie mail’em - ikonka ,Mail Recipient”

o EXIT

koniec
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NOTATKI
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