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1​ Introduction 

This Document is intended to explain the Organization Structure creation and Maintain 
organizational data. 
 
 

2​ SAP Logon 
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Input Parameters Values 
Enter User Name Lokesh 
Enter Password ******* 

 
Enter user Name and Password then press enter button 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
​ ​ ​ ​ ​ ​ ​  
 
 
 
 

3​ Organizational Management 

3.1​ Create Root org unit- PPOC_OLD 
 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance �Create 

 

Transaction code PPOC_OLD 
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Click on Create Button 
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Input Parameters Values 
Abbreviation ABC 
Name Consolidated can manufacturing 
Valid Period 01.01.2009 to 31.12.9999 

 

3.2​ Create/Change Org unit- PPOM_OLD 
 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance �Change  

 

Transaction code PPOM_OLD 
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Press enter 

 

Click on Change Button  

 
 
Select Root Orgunit: ABC 
Click on Create button  
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Click on Save button 

 
 
Needs to create all other Department s(Org units)  as shown above 
 

Input Parameters Values 
Org unit 50000000 
Name Consolidated can manufacturing 
Valid Period 01.01.2009 to 31.12.9999 
Abbr  MD 
Name MD Office 

 
All ABC Departments are created as shown above. See the screen shot of Orgstructure 
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3.3​ Change Org unit-PPOM_OLD 
Here we will change the Name of the Department/Org unit and Validity  
 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance �Change  

 

Transaction code PPOM_OLD 
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Select  any Orgunit then 
Go to Edit  � Change � Rename/Change Date 
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Change the Name of the Department and Validity period then click on save button 

3.4​ Change/Maintain Relationship between Org units-PO10 
 

SAP R/3 Menu 
Human Resource-->Org Management-->Expert 

mode-->Organization Unit 

 

Transaction code PO10 
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OR Enter PO10 
 

12 
 



 

 
 

ABC - SAP Project 
User Manual- <Module> 

 

Created By: Khadeer Ahmed Mohammed​ ​ 2/6/2017 Created  : 6-Feb-17 
Document : Template 16 - User Manual UPDATED :  

 

 
Click on change 

 
Changed the ID Related object from 500001 to 5000002 
Click on save button 
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Input Parameters Values 
Org unit 50000003 
Related Object ID 50000002 

 

3.5​ Display Structural Graphics-PPOS_OLD 
 

SAP R/3 Menu 
Human Resources�Org. Management�Expert mode�Simple 

maintenance�Display 

 
Transaction code PPOS_OLD 

 
 
Click on structural graphic 
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3.6​ Delimit Org unit-PPOM_OLD 
 

SAP R/3 Menu 
Human Resources � Org. Management� Expert mode� Simple 

maintenance� Change 

 
Transaction code PPOM_OLD 

 
Select the orgunit which needs to be delimited 
Ex: HR Department  
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Click on Delimit button. 
 
 
 
 
 

3.7​ Assign Cost center to Org unit –PO10 
 

SAP R/3 Menu 
Human Resource-->Org Management-->Exper 

tmode-->Organization Unit 

 
Transaction code PO10 
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Double click on Organization unit 
 

 
 
Click on create button 
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Input Parameters Values 
Org unit 50000003 
Type of related object Costcenter 
ID Related Object 290000 

 
Cost center was assigned to Department 
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4​ Positions and Jobs Maintenance 

4.1​ Create Positions – PPOM_OLD  
 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance �change 

 

Transaction code PPOM_OLD 

 
Click on change or Enter PPOM_OLD-Tcode 

 
 
Click on Push button staff assignment  
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Select the Department where we have to create position 
Ex: IT Administrator position needs to create, So you have to select the IT Department 
 

Click on create Position  

 

Click on Save button  
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System Administrator Position was created 
 

 
 

Input Parameters Values 
Select Job Abr Spr 
Job Name Supervisor 
Position Abr SA 
Position Name System Administrator 
Number of Requested positions 1 

 

4.2​ Maintain Position Relationships 
 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Position 

� Change 

 

Transaction code PO13 
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Click on create button 

 
 

Click on save button  
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Input Parameters Values 
Position 50000053 
Relationship type/Relationship A002 
Type of related Object Position 
ID Related Object 50000052 

 

4.3​ Change Position  
 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance � Change 

 

Transaction code PPOM_OLD 

 
Here we will change the Position Name and Validity period 

 
Click on staff assignment Pushbutton 
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Select Position  
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Rename the Position and Change the Valid period 
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4.4​ Delimit Position 
 

SAP R/3 Menu 

Human Resources � Org. Management� Expert mode� Simple 

maintenance� Change 

 

Transaction code PPOM_OLD 

 

 
 
 
 
Click on staff assignment Pushbutton 
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Select Position 
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Click on Delimitation Date  button 

 
Change Date 31.12.2009  and click on save button 
 

 
 
Click on delimit 

4.5​ Create Job 
 

SAP R/3 Menu 

Human Resources � Org. Management� Expert mode� Simple 

maintenance� Change 

 

Transaction code PPOM_OLD 
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Click on staff assignments 
Go to � Job Profile 

 
Click on create button  

 

Click on Save Button  
JOB Was created 
The following jobs are created for ABC 
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Input Parameters Values 
Job Abbr MGR 
Name Manager 

 

4.6​ Change  Job 
 

SAP R/3 Menu 

Human Resources � Org. Management� Expert mode� Simple 

maintenance� Change 

 

Transaction code PPOM_OLD 
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Click on staff assignments 
Go to � Job Profile 
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Select Job then GOto�Chngae�Rename 
 
 

 

 
Rename the Job and Click on Save button 
 

4.7​ Maintain Job 

SAP R/3 Menu 
Human Resources � Org. Management � Expert mode � Job� 
Change/Create 

 

Transaction code PO03 
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By using this you can create New Job or You maintain the Relationships between Positions and 
Jobs 
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4.8​ Assign Holder 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance � Change 

 

Transaction code PPOM_OLD 

 

 
Click on staff Assignment Push button 

34 
 



 

 
 

ABC - SAP Project 
User Manual- <Module> 

 

Created By: Khadeer Ahmed Mohammed​ ​ 2/6/2017 Created  : 6-Feb-17 
Document : Template 16 - User Manual UPDATED :  

 

 

Select Position then click on Assign holder Pushbutton  

 
Select the person from the List then click on save button 
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5​ Reporting Structure and Vacancy Creation 

5.1​ Create Vacancy 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance � Change 

 

Transaction code PPOM_OLD 

 
 
Select Position:50000117 
 
Go to-->Object Description 
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Click on create button 

 
Click on save Button 
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5.2​ Delete Vacancy 

SAP R/3 Menu 

Human Resources � Org. Management � Expert mode � Simple 

maintenance � Change 

 

Transaction code PPOM_OLD 
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Select Position:50000118 
Go to�Object Description 

 
Select Vacancy Info type  the click on Delete button 
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Click delete  
Click save button 

 
Click yes 
Vacancy was deleted 
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5.3​ Create Reporting structure 
 
 

SAP R/3 Menu 

Human Resources � Org. Management� Expert mode� Simple 

maintenance� Change 

 

Transaction code PPOM_OLD 

 
 
Select Position: 50000040 
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Click evaluate button 
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5.4​ Create Chief 
 

SAP R/3 Menu 

Human Resources � Org. Management� Expert mode� Simple 

maintenance� Change 

 

Transaction code PPOM_OLD 

 

 
Select the Position 
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Click on save button 
 
 

6​ Reports  

6.1​ Organization structure – S_HR_61016493 
 

SAP R/3 Menu 

Human Resources � Org. Management � Info system � 
Organization unit-->Organizational structure-->Organization 
structure 
 

Transaction code S_AHR_61016493 

Variant Selection (If applicable) NA 
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Enter Org unit then click on execute button 
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6.2​ Orga structure by person – S_AHR_61016495  

 
 
 

SAP R/3 Menu 

Human Resources � Information System � Reports � Org. 

Management � Org.  Unit  � Org. Structure � Org. Structure with 
person 
 

Transaction code COR1 

Variant Selection (If applicable) NA 
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Click on execute button  

 
 
 
 
 

6.3​ Staff Assignments- S_AHR_61016503 

 

SAP R/3 Menu 

Human Resources � Organizational Management � Info System  

� Position  � Staff Assignment 

 

Transaction code S_AHR_61016503 

Variant Selection (If applicable) NA 
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Double click on staff assignment 

 
Click on execute button 
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6.4​ Vacant Position report- S_AHR_61016509 

 

SAP R/3 Menu 

Human Resources � Org. Management � Info system � Position 

� Vacant position 
 
 

Transaction code S_AHR_61016509 
 

Variant Selection (If applicable) NA 
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Click on execute button  
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