
HR Information ServicesHR Information ServicesHR Information Services HR Information Services 
(SAP)(SAP)(SAP)(SAP)

SAP SAP RevisitedRevisited



Creation of / Changes to Creation of / Changes to 
P itiP itiPositionsPositions
 PartPart--Time (be patient)Time (be patient) PartPart Time (be patient)Time (be patient)

 Submit (email) request to Submit (email) request to 
Hrparttime@dadeschools.netHrparttime@dadeschools.net

 ProvideProvide
 Location NumberLocation Number

Job assignment (4Job assignment (4 digit job code)digit job code) Job assignment (4Job assignment (4--digit job code)digit job code)
 Program (4Program (4--digit)digit)
 Function (4Function (4--digit)digit)(( g )g )
 Pay CodePay Code

 FullFull--TimeTime
 Contact the Budget OfficeContact the Budget Office



Part Time Pay Code IssuesPart Time Pay Code IssuesPart Time Pay Code IssuesPart Time Pay Code Issues

 Rules are driven by PERS not SAPRules are driven by PERS not SAP Rules are driven by PERS not SAPRules are driven by PERS not SAP
 Information is entered in SAP each day Information is entered in SAP each day 

and moved (interfaced) to PERS each and moved (interfaced) to PERS each 
nightnightnightnight

 Only 1 PartOnly 1 Part--time assignment can exist per time assignment can exist per 
Pay Code per employee within location Pay Code per employee within location 
(B, E, F, G, L)(B, E, F, G, L)

 Pay Code is determined at the time a Pay Code is determined at the time a 
position is created (by job code)position is created (by job code)pos o s c ea ed (by job code)pos o s c ea ed (by job code)

 Part Time position can have multiple Part Time position can have multiple 
holders (overloaded)holders (overloaded)



Personnel ActionsPersonnel ActionsPersonnel ActionsPersonnel Actions

 Current OptionsCurrent Optionspp
 Change of positionChange of position
 Add Assignment (Part Time Only)Add Assignment (Part Time Only)

 NEW onNEW on--screen Options (Site Specific)screen Options (Site Specific)
 EmployeeEmployee

 Move to (Open Equivalent position)Move to (Open Equivalent position)( p q p )( p q p )
 Swap employees (2 positions)Swap employees (2 positions)

 Position (Job Code)Position (Job Code)
 Vacant initiated by locationVacant initiated by location Vacant  initiated by locationVacant  initiated by location
 Filled initiated by Staffing OfficeFilled initiated by Staffing Office



Personnel ActionsPersonnel ActionsPersonnel ActionsPersonnel Actions



EE--RecruitmentRecruitmentEE RecruitmentRecruitment

 Verify that the position you are Verify that the position you are y p yy p y
requisitioning is in your locationrequisitioning is in your location

 Positions are created at the location level Positions are created at the location level 
t i th bt i th bnot in the subnot in the sub--groupsgroups



Organizational ManagementOrganizational ManagementOrganizational ManagementOrganizational Management

 Removal of old Part TimeRemoval of old Part Time Removal of old Part Time Removal of old Part Time 
positionspositions
 Send a request toSend a request to Send a request to Send a request to 

Hrparttime@dadeschools.netHrparttime@dadeschools.net
 ProvideProvide Provide Provide 

 Location numberLocation number
 Position Id number (53xxxxxx)Position Id number (53xxxxxx)( )( )

 Ensure the position is vacant!Ensure the position is vacant!



Information ReferenceInformation ReferenceInformation ReferenceInformation Reference

 Hrparttime@dadeschools netHrparttime@dadeschools net Hrparttime@dadeschools.netHrparttime@dadeschools.net
 Part Time position creation Part Time position creation 

requestsrequestsrequestsrequests
 Part Time position removalPart Time position removal

 http://HRinfo dadeschools net/http://HRinfo dadeschools net/ http://HRinfo.dadeschools.net/http://HRinfo.dadeschools.net/
 Links to instructional guides Links to instructional guides 

produced by HRproduced by HRproduced by HRproduced by HR
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Questions and AnswersQuestions and AnswersQuestions and AnswersQuestions and Answers


