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1. Organizational structure in SAP

The organizational structure is an updated organizational chart, where it is possible to
navigate in order to see the work centers, departments and positions. It is the exact picture
of the hierarchy in the organization.

There are a few concepts that need to be understood before starting to work with the
structure:

T ] ] 5 | e | P2 ] 3 T
Name Code D
» [1HQ GEMERAL SECRETARY GM_HQ14 02 0 50000003
v [ HQ_ASSETS&DEVELOPMENT GM_HQ14_03 0 50000004
+ [ HQ_FINANCIAL GM_HQ14_04 0 50000005
+ [ HQ_RESOURCES GM_HQ14_05 0 50000008
v I HQ_MKT GM_HQ14_06 O 50000007
= [ HQ_OPERATIONS GM_HQ14_07 0 50000008
+ [0 HQ_QUALITY DP_HQ24_9039 0 50000045
» [ HQ COMMERCIAL DP_HQ27_9039 0 50000049
+ [ HQ_MANAGEMENT CONTROL DP_HQO5_9039 0O 50000050
» ] HQ_OPERATIONS DP_HQ28_5039 0 50000051
~ [ BU_SPAIN&PORTUGAL BU_ES&PT 0 50000059
~ [ CO_SPAIN CO_ES O 50000085
» [ CS_ADMINISTRATION DP_CS501_9103 0 50000071
» [ cs_Fas DP_CS04_9103 0 50000075
~ [ €5 HUMAN_RESOURCES DP_C506_9103 0 50000077
~ [ £S_GENERAL_SERVICES DP_CS505_9103 0 50000076
+ [ c5_GEMERAL_SERVICES_HESPERIA |DP_C505_9516 0 50001912
» [ €5 _HUMAN_RESOURCES HESPER 0 50001915 0 50001915
o :I:| C5_HUMAN_RESOURCES_BCH DP_CS06_9999 0 50001920
« desr DP_C507_9103 0 50000078
- [ cs_LEGAL DP_C508_9103 0 50000079
v [0 CS_OPERATIONS_URBAN DPUCS09_9103 O 50000080
+ [ €s_BULLDING DP_CS510_9103 0 50000081
» [0 c5_MAINTEN_ENVIROM DP_CS517_9103 0 50000082
» [ CS PURCHASING DP_C511_9103 0 50000083
» [ CS_COMMERCIAL DP_C514_9103 0 50000086

e Organizational Unit: is the full name we can see in the structure represented by a box,
that can be a Business Unit, a Work Center or a Department (i.e
CS_HUMAN_RESOURCES_BCN).

e Company code: The company code represents the Society (i.e ES10, NH HOTELES
ESPANA, S.L). Each society has its own code given by Finance.

e Business Area: represents the code for the Work Center in Finance (i.e 9103,
ES10CS SPAIN MADRID).

e Personnel Area: It usually has the same code as Business Area and it represents the
Work Center in HR (i.e. 9103, ES_CENTSERV_MADRID). Only a few exceptions have
a different code.

o Personnel Subarea: is a department code which describes what type of department is.
(i.e. CS06, CS_HUMAN_RESOURCES. (see the list at the page 9-11)

e Cost center: Every Organizational Unit reports its cost to a different cost center (ie.
ES109103HR) — data given by Operations. (see cost center rules at the pages 9-11).
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1.1. Display the company structure

In order to visualize the company’s structure, you need to use the PPOSE transaction —
(Organization and Staffing NH-Hotels Display).

PPOSE transaction displays all the Company’s objects (organizational units and positions)
in an hierarchical order, allowing the user to view the structure.

The user interface is divided into various screen areas, each containing specific functions.

In the search area, it is possible to look for one or more objects whose data you want to
display. The selected objects are listed in the selection area. You can double-click on an
object to display it and its data will be shown in the work area. You can see more details
about the object in the detail area.

*The visualization date

of the structure.
Search Area Work area

Organization and Staffing NH-Hotels Display

i
D —
CREEEIa o @ G ossrams 5o
Fnd by (]| () [ . | et ) 0 2 () () ()
= (H] Free search gnmen TOCEL. s e Ny 1T i
* [H} search Term ¥ (L1 BU_AMERICA MANAGING_DL... |
D M Structure Search » B ASSISTANT
- [H] Object History = B MANAGING_DIRECT(
+ & Position » [ AR_CS_MANAGING (DIRECTOR
v & Job » [ MX_CS_ADMINISTRASENIOR_DIREC...
v G Person = » [0 AR_PURCHASING  |SENIOR_DIREC...
» CIHHRR DIAZ HERNAN...
» O Mx_cs_IT PANTALEON P...
plais o2 & » [ MX_CS_EXPANSION
~ [ HQ_MANAGEMENT GM_HQ14_01 G~ o s lr
= LI HQ_OPERATIONS GM_HQ14_07 T » [ AR_CS_COMMERCIALSENIOR_DIREC...
* LIHQ quALITY By sl » I RESORTS HOTELS |VACCARING CR...
> L HQ_COMMERCIAL s eI » [ URBAN HOTELS  |SENIOR_DIREC...
+ [ HQ_MANAGEMENT CONTRDP_HQO5_90... B =
» ] HQ_OPERATIONS DP_HQ28_90... LC . .
 CIBLSPADSPORTUGAL  BULESSPT Hides the Detail area
» ] BU_CENTRAL_EUROPE  |BU_CE
» [ BU_BENELUX&FREUKEAF |BU_BENELUX
» O BU_ITALY BU_IT B
~ [ BU_AMERICA BU_AMERICA M —
* I AR_CS_MANAGING COJDP_C509_9509 D) 1 Details for Organizational unit BU_AMERICA |
v [ MX_C5_ADMINISTRATIDP_CS01_9478 St
» [ AR_PURCHASING DP_CS511_9500 St FIS Ao e s oS
- [ AR_CS_LEGAL DP_C508_9509 St
» CI HHRR MX_CS_GDL_... DI Organizational unit |BU_AMERICA ||BU_AMERICA
» [ Mx_Cs_IT DP_CS07_9478  Pi valid on  [24.02.2015 |
+ [0 MX_CS_EXPANSION  |DP_CS10_9478 st @ No periods
» 0 MX_CS_MKT DP_CS18 9478 -
» [ AR_CS_COMMERCIAL |DP_CS14 9500 st |f Holder Desaibiion
~ ] RESORTS HOTELS RESORTS Vi Ic.. | Holder Percenta, | As Subtyp General description -
» [ DO_NOW_LARIMARWC_DO_0006 { DESSEAUX , MATHILDE 100,00 04 |¥||E||ﬁ| f'f_?)\!@_%\ HIE |@|
+ [0 DO_PUNTA_CANA |WC_DO_0497 —_—
+ [ DO_ROYAL_BEACH|WC_DD_9060
+ O HT_HAITLEL_RAN|WC_HT_0365
~ [ URBAN HOTELS URBAN st
+ I REGION_I REGION_I LC JiC gD
+ [ REGION_II REGION_IT D D
+ [ REGION_ITI REGION_ITT -
+ I REGION_IV REGION_IV =
4 F 4 b 4 b
ISAPg > | SEI1{1) 250 Y @n VR
Selection area Detail Area

(*) By setting this date, you can visualize how the structure is in this date. In order to see
the updated structure, set the current date.
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1.2. Changes in the company structure

To make changes in the structure we use the PPOME transaction — (Organization and
Staffing NH-Hotels Change). This transaction allows the user to perform changes over the
structure of the company. It has the same areas as the PPOSE transaction.

Organization and Staffing NH-Hotels Change

V2
- -
EEEEETREE BE 25.02.2015 + 3 Months
Find by (% )1 () ) o) T () [ ) (2] (8 2 0 ) [
« [ search Term Staff Assignments (Structu...  Chief Workfl...
- [Hl structure Search ~ [ BU_AMERICA MANAGING_DL..
« {Hl object History » 8 ASSISTANT
» & Position « B MANAGING_DIRECT(
» 5 Job » [J AR_CS_MANAGING (DIRECTOR
» G person » [ MX_CS_ADMINISTRASENIOR_DIREC...
v [ User B

+ [J AR_PURCHASING | SENIOR_DIREC...
» 0 AR_CS_LEGAL SENIOR_DIREC...

E » I HHRR DIAZ HERNAN...

» I Mx_cs_IT PANTALEON P...
Name Code E_Chief » [ MX_CS_EXPANSION
~ [CJ HQ_MANAGEMENT GM_HQ14 01 GONZALEZ TE, b O MX €S MKT

» I HQ_OPERATIONS | GM_HQ14_07

+ CIHQ_STRATEGIC  |DP_HQ_STR ESCRIVA DER.
» [ HQ_CORP_AFFAIRS8 DP_HQUG_00...  GUTIERREZ DE
» I HQ_GENERAL_SECREGM_HQ14_02  ULECIA PALAC
» I HQ_ASSETSRDEVEL GM_HQ14 03 ARANGUREN G
» CIHQ FINANCIAL  |GM_HQ14 04  CHOLLET IBAR
» I HQ_RESOURCES  |GM_HQ14_05  CAPELL ARRIE.

» [J AR_CS_COMMERCIALSENIOR_DIREC...
+ [J RESORTS HOTELS  WACCARINO CR...
+ [J URBAN HOTELS SENIOR_DIREC...

» O HQ_MKT M_HQL4_06  ESCONDRILLAS

» [ ES_CENTSERV_GHS WC_ES_9589

» [50_ MANAGEMENT_DP_CS09_50  LUENGO MART
b DT REGEIRA [T bl Detals for Organizational unit BU_AMERICA
» [ NEW DEPARTAMENT  nEWY DPT PEREZ ANTON

|~ o/ Basic data + Account assignment |~ + Large Structure

Organizational unit | BU_AMERICA | BU_AMERICA
Valid On  |25.02.2015
[staff @ Mo periods
Holder Description
Icon Holder Percentage | Assigned as| Subtyp General description hd

m DESSEAUX , MATHILDE 100,00 04.02.2014 ‘g”ﬁ‘ ‘@H@l |E"E‘

Changes in the Detail Area.
For an Organizational Unit, in the BASIC DATA infotype it is possible to:

e change the name of the object (abbreviation and name)
e set the validity period

e add comments about the Organizational Unit.

. - —

< o Basicdata | o Accountassignment .+ Large Structure

= 1 e
- . =
Organizational unit (BU_AMERICA | BU_AMERICA EN =R

f T valid from |04.02.2014
[ staff

. To 31.12.9999
Abbreviation Name

Holder Description

Ic | Holder Percenta | Assigned as ¢ Subtyp General description -

@ DESSEAUX, MATHILDE 100,00 04.02.2014 | [%7 (|| (2] [fd|fE2)

Comments
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In the ACCOUNT ASSIGNMENT infotype it is possible to change:

e The cost center

e Business Area

e Company Code

e Personnel area

e Personnel Subarea

¢ The validity of the infotype.

” Basic data -~ % Account assignment } +” Large Structure

A 4] 4| >

Valid from |01.01.1900 |

To 31.12.9999
Account assignment
Controling Area Controling area NH - for master cost center I n the LARG E STR UCTU R E
Master cost canter 04247208 OPERATIONS CONTROL infotype, we can change the type
Business Area MX04 CENTRAL SERVICES MEXICO ( + ) . .
Company Code Mx04| SERVICIOS CORPORATIVOS HO of the Organizational Unit.
Personnel area 9478 MX_CENTSERV

% Basic data %" Account assignment . @ Large Structure

Pers. subarea C509 CS_OPERATIONS

@

WD
1 Valid from |01.01.1900

from 2 To 31.12.9999

Record

L T y—
Structure Info l_131‘.I1 J USINESS UNIT
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1.3. Export the Organizational Structure to EXCEL

If you want to export the structure to a file, there is the possibility to save the selected
structure into one document.

Print Expand node/Collapse

<|=]I(EH] B 25.02.2015 + 3 Mongh -

&) U@ ) E@NEED) @ @
Staff Assignrments (Structure) Chie Workfl...

~ [J}BU_AMERICA| MANAGING_DL...

v 2 ASSISTANT
- 8 MANAGING_DIRECTOR

v [ AR_C5_MANAGING COMTROL DIRECTOR

v [ MX_CS5_ADMINISTRATION SEMIOR_DIREC...
¥ [ 1 AR_PURCHASING SEMIOR_DIREC...
v [JAR CS LEGAL SEMIOR DIREC...

It is possible to export only the information that it is shown in the WORK AREA. There are
two buttons designed to make the work easier in the process.

The expand node button will expand every single object in the Organizational Unit’'s
structure. Selecting a big Organizational Unit will take a long time, so for the system to work
smoothly, use it only when necessary.

The collapse node button will close all the nodes already opened in the selected
Organizational Unit.

By clicking the PRINT button E it will appear a new window with the information wanted
to be exported. If the structure is the one wanted, go to System —> List -> Save->Local
and select the favorite format.

= system | Help
‘ Create Session Ctrl+N e @ Q H ﬂﬂ o A E @

End Session
User Profile » ing NH-Hotels Change
Services »
E Utilities .4
st List 3 Print Ctr+p | Chief
~ 1 Services for Object Eind... cerivF | = =
[ ICTH
My Objects > Save > Office Folders
In which format should the list
Own Spool Requests Send Report Tree
be saved 7
Own Jobs List Header Local File
Short Message Unicode Display » Yunconverted
Status... r@ Spreadsheet
SENIOR DIRECTOR .~
Log off - (JRich text format
@{AGUTLERA CEDILLA , JUAN MANUEL O HTML Format
v SST}-\FF 7)In the dipboard
ﬁ‘.—VJ\VT\TITT STTADF 7 MADTR NET MADMWEN o
I E3
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2. Create and maintain an Organizational Unit

2.1. Create a new Organizational Unit

2.1.1. Rules to create the name of the Organizational Units

In order to create an Organizational Unit, you need to set the name. As you already know
what type of Organizational Unit you are going to create, follow the appropriate rule, search
for the personnel subarea code (pages 9-11) and use the personal area code (of the work
center or from Finance if it is a new work center).

1. Central Services Departments

< o/Basicdata | v Account assignment | ¥ Large Structure

m =
Organizational unit LDP_CSUI_QSBQJ C5_ADMINISTRATION

b Department name
—> Central Services Abbreviation
Pesonnel Subarea code Personnel Area Code

Department Abbreviation J

2. Hotels Departments

. o/Basicdata o Accountassignment - o/ Large Structure

m ]
Organizational unit  |[DP_HOO01_0216 H-ADMINISTRATION

L all
Department Abbreviation %/ > Department name

Hotel Abbreviation
Pesonnel Subarea Personnel Area Code

3. Work Centers

./ o/Basicdata |  Account assignment - o Large Structure

Organizational unit  |WC_ML_0216 |MNL_BARBIZOM

Work Center Abbreviation %/ Name
Country Abbreviation

Country Abbreviatio Personal Area Code
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2.1.2. Personnel Subareas and its generic cost code

Cost centers (ie.ES109103HR) can be related to organizational units and positions,
depending where their costs should be reported. The cost center code is composed by the
Company code (ES10), Business area code (9103) and the department code (HR) - see
the list at the pages 9-11.

There are a few exceptions for some positions. They report their costs to a different cost
center from the department, so their cost code has a different department segment. For
these positions, use the values from this list.

~N

EXCEPTIONS: Cost code:
Cleaning staff- 03
HR Staff HR ES10 9103 HR
Housekeeping Manager------------------ 04 o =
Assistant Housekeeping Manager-----04 / i \
Kitchen help e Company Business Department
Revenue Management Staff------------- RV
Revenue Manager RV code area code code

Find a list with the department segments for the cost code in Central Services.

PERSONNEL o5
SUBAREA DESCRIPTION conE B -2 li=visr s RV
CODE
Ccsi3 CS_SALES SA
cso1 CS_ADMINISTRATION ~ AD =T I — ..
R S CRY e CS15  CS_QUALITY Qc
=28 S L LEREE =C CS16 CS_ COMMUNICATION RS
S0 SR o1 cs17 CS_MAINTEN_ENVIROM PM
CS05 CS_GENERAL_SERVICES GS - EENVRKETNG —
CS06 CS_HUMAN_RESOURCES HR =8 EENEXEANETGN R
e el i €S20 CS_AUDIT A
Cs08 CS_LEGAL LE = S =
e S (IO ol CS22 CS_BUSINESS INTELLIGENCE BI
CS10 CS_BUILDING PM
= cs23 CS_ DEVELOPMENT DE
csi1 CS_PURCHASING PU



NH HOTEL GROUP

Find a list with the department segments for the cost code in Hotels.

HOO1 H-ADMINISTRATION AD
HOO02 H-F&B 80
HOO03 H-F&B/KITCHEN 10
HO04 H-F&B/RESTAURANT 11
HOO05 H-GOLF_SERVICES 91
HOO07 H-HEALTH&BEAUTY 90
HOO08 H-MAINTENANCE PM
HOO09 H-MAINTENANCE_GOLF 91
HO10 H-MANAGEMENT OP
HO11 H-ROOMS 01
HO12 H-ROOMS/FRONT OFFICE 01
HO13 H-ROOMS/HOUSEKEEPING 02
HO14 H-SALES SA
HO15 H-SALES_SHOP 91
HO16 H-ENTERTAINMENT 99
HO17 H-IT IT

10
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Find a list with the department segments for the cost code in Headquarters.

-_. HQ_INVESTM_ANALYSI

HQ17

HQO1 HQ_ADMINISTRATION AD S

HQ18 HQ IT IT
HQO02 HQ_ASSET_MGMT AR -

HQ19 HQ_LEGAL LE
HQO3 HQ_AUDITING IA Q Q-
HQO4 HQ_BI iy HQ20 HQ_ORGANIZATION OR

HQ21 HQ_PRODUCT&BRAND PB
HQO5 HQ_CONTROL_MANAG oP

HQ22 HQ_PRO CON ENG PM
HQO6 HQ_CORP_AFFAIRS&COMM CA Q Q-

HQ23 HQ_PURCHASING PU
HQO7 HQ_CORP_RESPONSIB CR Q Q-
HQo8 HQ_CRO RE HQ24 HQ_QUALITY QC

- HQ25 HQ_REVENUE RV

HQO09 HQ_DISTRIBUTION SA -

HQ26 HQ_SALES SA
HQ10 HQ_ECOMMERCE EC
HO11 HQ_EXPANSION DE HQ27 HQ_OTHER COMMER OC

— HQ_OPERATIONS_MA
HQ12 HO_F&B opP 71089 NAG o
HQ_MAINTEN_ENVIRO

HQ13 HQ_FINANCE Fi HQ29 M PM
HQ14 HQ_GENERAL_MGMT MC HQ30 HQ_MARKETING MK
HQ15 HQ GENERAL SERVICES GS HQ31 HQ_ PR&SOCIAL_M RS
HQ16 HQ HUMAN_RESOURCES HR HQ32 HQ_CRM&LOYALTY CL

11
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2.1.3. Create an Organizational Unit

In order to create a new Organizational Unit (work center or department), it is necessary to
use the PQ10 transaction — (Actions for Organizational Unit) and follow the sequence:

Actions for Organizational Unit

@ @ H

& (=] =]2]
Find by
= [ Organizational unit

¥ [H] Search Term

« (H} structure Search

Plan Version 01| Current plan
Iy T

Organizational unit |

= =
Object name
Selection Criteria
Infotype status 1 Active
Validity 27.02.2015| to 31.12.9939%
Action Z0 Create organizational unit

To begin the creation, you must ensure that the following fields are correctly informed.

e Plan version: 01
¢ Infotype status: 1
e Action: Z0

Current plan
Active
Create organizational unit

e Validity*: the start date and the end date.

* The validity of the Organizational Unit will limit you to assign positions that have a
starting date previous to the starting date of the Organizational Unit.

Once the fields contain the correct information, click on the button

infotype of the sequence.

and access the first

In this infotype it is necessary to inform the object abbreviation and name (see rules at page

8).

Click on the save button to go to the next infotype.

& -

|%® |.| Create Object

H B H

Organizational unit
Planning Status

validity
Object
Object abbr. WC_M¥X_0652
Object name MX_NEW HOTEL
Language Key English

-
.2015J to

JB ¢@e CHR 0o BE @

31.12.9999) &y

12
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In the next infotype it is neccesary to inform the relationships that the new organizational
unit might have with an already existing one.

The relationships are:
- A 002: to inform the organizational unit to which reports (in a higher level of the

structure). You have to inform the code in the field ID of related object.

Essential reflationship Relationships
(= [ 5% Alowed relationships

Organizational unit WC_MX_0652 | MX_MEW HOTEL
Planning Status Active
I= ot
Valid from L27.n2.2n15L to  [31.12.9999 |~  change Informatio

Relationships
Relationship type/relationship 4 |002| Reports (line) to

Related Object

Type of related object Organizational unit -
ID of related object 50004281
Abbreviation REGION_I
Name REGION_I
Priority

- A 011: the cost center to which the Organizational Unit reports its costs. You have

to inform the code in the field ID of related object. (see the cost centers at the
pages 9-11)

Create Relationships
&l 5% Allowed relationships

Organizational unit WC_MX_0652  MX_NEW HOTEL

Planning Status Active

Valid from 27.02.2015| to |31.12.99399 |6%° Change Information
Relationships
Relationship type/relationship R| 011 Cost center assignment

Related Object

Type of related object [k:ost center vj
ID of related object MX0494780ENHOO
Abbreviation
Mame
Priority

13
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In the following infotype you will find some fields informed by default. Make sure to check if

they are correct and to modify if needed. You have to inform the CO Area and save the
infotype.

7 |.| Create Acct. Assignment Features

& 5%
Organizational unit WC_MX_0652 | MX_NEW HOTEL
Planning Status Active
T o
valid from I_2'.|'.nz.zms_l to 31.12.9999 |6€f~ Change Information

Acct. Assignment Features
Company Code M¥O4 SERVICIOS CORPORATIVOS HO

Business Area 9478 MX04 CENTRAL SERVICES MEXICO (
Personnel area 9473 MX_CENTSERV
Pers. subarea C509 CS_OPERATIONS

ICD Area NHO00 I

In the next infotype it is necessary to inform the type of the Organizational Unit we are
creating.

@ |.| Create Structure Information

H & I

Organizational unit VWC_MX_0652 | MX_NEW HOTEL

Planning Status Active

Validity 27.02.2015| to  |31.12.2998] [&¢  Change Information |

- [ Large Structure (1) 11 Entries found
Structure Information

Structure Info | P [EE |
{lv ][] o8]ee) ] = 2] (%]

Struct_ | Text: Large Structure

(BU | BUSINESS UNIT
CEO CHIEF EXECUTIVE OFFICER
co COUNTRY
COFF CHIEF OFFICER
DPCS DEPARTMENT CENTRAL SERVICES
DPHO DEPARMENT HOTEL
DPHQ DEPARTMENT HEADQUARTERS
REG REGIONAL OPERATION

WCCS WORK CENTER CENTRAL SERVICES
WCHO WORK CENTER HOTEL
WCHQ WORK CENTER HEADQUARTERS

After saving the last action, the Organizational Unit is created. To make changes over a
certain Organizational Unit go to the PO10 transaction — (Maintain Organizational Unit).

14
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Another way to create an Organizational Unit is by using PPOME transaction. Go to the
Work Area on the Organizational Unit where you want to create the organizational unit, right
click and choose Create. Then, you have to select the option Is line supervisor of —

Organizational Unit and click the button v

By using this option, it won’t be necessary to use the PQ10 transaction, but the system will
ask for the same amount of information. The objects created are incorporated in the
Organizational Unit and they will be subordinated to it.

= E3lE] CE2| 03.03.2015 + 3 Months
:'@.--E .-I; [EENEY = e

Staff Assignments (Structu... Code Chief Workfl...
~ [1BU_AMEF™™" - T 1 50000064 MANAGING_DI...
v & asse oM ¥ | 20017702
« B mang  Create 30017710
» CJAR_C Cop 50004233 DIRECTOR
»OMX O ashgn 50004234  SENIOR_DIREC...
v I AR_P Delimit , 50004246 SENIOR_DIREC...
r CJAR_C = 50004248 SENIOR_DIREC...
» CIHHRR ~ Delete P ) 50004249  DIAZ HERNAN...
P OIMK C Move up in rank E_
v MY C . o - ||:| Organizational unit |
v [ AR_C Move down in rank E: + [11Is line supervisor of Organizational unit
v [ RESO Expand node [—- * 3 Incorporates Poaition
» [ URBA Collapse node 1

[v]

You have to inform the abbreviation and the name of the organizational unit you are
creating in the Basic data infotype. See rules at the page 8.

% Basic data fﬁccnuntassignment " Large Structure

Organizational unit  |Mew org unit  ||New organizational unit

In the Account assignment infotype you can insert any specific information of the new
Organizational Unit. Please note that all the information in this infotype is inherited from the

23
main Organizational Unit. In order to modify any of it, you have to press the button :

15
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»¥ Basic data ,/ o Account assignment ]r Large Structure

Zrann
valid from (19.05.2015|
To 31.12.9999 |

Account assignment

Controling Area MHOO Controling area NH -

Master cost center ]

Business Area 0478 MX04 SERVICIOS CORP. MEXI.. = Inherited from BU_AMERICA Since ..

Company Code MXO4 SERVICIOS CORPORATIVOS HO a¥al Inherited from BU_AMERICA Since ..

Personnel area ‘9478 M¥_CENTSERV Inherited from BU_AMERICA Since ..

Pers. subarea C509 CS_OPERATIONS

After all the information is correctly informed, you need to save the changes by clicking on

[ ]
the button .

Attention! When you are using this method, make sure you change the validity dates as

well ( | 03.03.2015 + 3 Months ) . If you are not doing so, the organizational unit will start
on your current date.

16
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2.2. Maintain an Organizational Unit

It is possible to modify any data related to an Organizational Unit, by using PO10
transaction. This transaction also allows the user to view the existing information in the
infotypes.

Maintain Organizational Unit
PO OO0 8 0

=)&) IEIEY
Find by
~ [ Organizational unit Plan version :lCU"E“t plan 4
« (K} search Term
« (Hl structure Search

Organizational unit
Abbr.

" Active l Planned Submitted Approved Rejected

Infotype Name S.. Time period
Object = =) Period
Relationships e From |25.02.2015) to 31.12.9993
Description ) Today ) Current week
Acct. Assignment Features DAl () Current month
Mail Address *)From curr.date (Last week
Structure Infarmation ) To current date (")Last month
() Current Year
- ‘ Select.

It is only necessary to fill in the Organizational Unit code, then select the infotype you want
to work on and click on the appropriate button(view, modify, create etc.)

The tabs (Active, Planned, Submitted, Approved and Rejected) show the state in which
the infotypes are, once they have been created. Usually, the infotypes are created in the
status Active.

7 |.| Maintain Organizational Unit
PO O TR
&=l [5 =Y

Find by
~ [ organizational unit Plan version Current plan hl
- T Tt
il search Term ST Jso00sss 9K puEmLa

u Structure Search
Ll Abbr. WC_MX_0653

. Active } Planned - Submitted Approved Rejected

Infotype Name 5. Time period
Object W - =) Period
Relationships " From |25.02.2015 to 31.12.9999
Description ) Today “ICurrent week
Acct. Assignment Features 14 DAl ") Current month
Mail Address (") From curr.date (O Last week
Structure Information v () To current date (") Last month
() Current Year
- |E| Select.

-

17



NH HOTEL GROUP

2.2.1. Generic email addresses

The generic emails, that are designed for Organizational Units and not for employees
(ex. HOUSEKEEPING@NH-HOTELS.COM), must be informed in the infotype 1032 — Mail
Address which belongs to an Organizational Unit. In order to access this infotype, you
have to use the PO10 transaction.

First, search for the code of the Organizational Unit to which you want to assign the email.

Then, select the infotype 1032 - Mail Address and click the CREATE INFOTYPE button.

7 .| Maintain Organizational Unit
GOOE 2

Find by
~ [ Organizational unit Plan version Current plan -
. = =t
fHl search Term Organizational unit /50001385 |FROOMS/HOUSEKEEPING

5 Structure Search
Ll Abbr. DP_HO13_02..

< Active } Planned  Submitted | Approved - Rejected

Infotype Name 5. Time period
Object v - =) Period
Relationships [* From |05.03.2015| to 31.12.9999
Description ") Today “ICurrent week
Acct. Assignment Features v S al ") Current month
Mail Address ) From curr.date O Last week
Structure Information v ) To current date “Last month
O Current Year
-

-

In the new infotype select the option Internet Mail in the field System ID, and insert in the
field Internet Address the generic email. Also, you need to make sure you inform the
correct validity dates for this infotype.

After that, click on SAVE and the action is completed.

e@a DHE fDod @E @m

ress

._| Organizational unit DP_HO13_02.. H-ROOMS/HOUSEKEEPING
Planning Status Active
Validity 05.03.2015| to 31.12.9939 I |6iy= Change Information
Mail Address
Systam ID Internet Mail -
Internet address :HSI(PNG.NHORUS@NH—HOTELS.COM
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3. Create and maintain a Position

3.1. Personnel Subareas and their corresponding jobs

In order to create a position, it is necessary to know what positions are available in each
department.

For the Central Services, make sure to assign just the position in the following list. If you
need other positions, please open a ticket in LANDESK.

Central Services

CS01 CS_ADMINISTRATION

CS02 CS_CRO

CS03 CS_ECOMMERCE

€504 6 R SENIOR_DIRECTOR
CS05 CS_GENERAL_SERVICES DIRECTOR
CS06 CS_HUMAN_RESOURCES MANAGER
£ Sl EXECUTIVE
CS08 CS_LEGAL STAFF
CS10 CS_BUILDING ASSISTANT
Cs11 CS_PURCHASING

CS12 CS_REVENUE _

CS13 CS_SALES

CS14 CS_COMMERCIAL

CS15 CS_QUALITY

CS1e6e CS_COMMUNICATION

cs17 CS_MAINTEN_ENVIROM

CS18 CS_MARKETING

CS19 CS_EXPANSION +
CS20 CS_AUDIT

CSs21 CS_CRM

CS22 CS_BUSINESS INTELLIGENCE

CS23 CS_DEVELOPMENT

CS09 CS_OPERATIONS
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NH

For Hotels, make sure to assign just the position in the following list according to each

department.

44V1S LI-H | £TOH
44V1S LNIWNIVLYILNT | YIOVNVIAL LNIANIVLIYILNT LN3AINIVLYILNI-H | 9TOH
INVLSISSY dOHS dOHS S3TVS-H | STOH
SIAILNDAXT STIVS YIDVNYIN_ INNIATY 44V1S INIWIOVNYIN AFY | SFAILNDIXT STTVS ISNOHNI SITVS-H | ¥TOH
AYANNYT [ 44VLS ONINVITD ONId3IINISNOH | YIDVYNVIN ONIdIINISNOH SSVY |  YIDVYNVIN ONIdIINISNOH | ONIdIINISNOH/SINOOY | ETOH
-H
44VLS ONIIYVd YOL1v¥3dO INOHdITIL A08 1138 1SINOILd3D3Y YIOVNVIN 440 LNOY4 SSV YIOVNVIN 3D1440 LNO¥YA 301440 | ZTOH
_ _ _ _ LNOY4/SIWO0Y-H
44V1S NOILVAY3SIY YIDVNVIN NOILYAYISTY | YIDVNVIN NOISIAIQ SINOOY SINOOY-H | TTOH
44V1S ALINND3S ¥3d3IPIIYOLS LNV1SISSY ¥OL1D3¥IA 13L0H ALNd3A ¥0L1D3YId 1310H LIN3NIOVNVIA-H | OTOH
NVYNFY04 | ¢ 1VIDI440 N3IA¥VO | T 1vIDI440 N3IAYVD [ 1vIDI440” HLTVAH N3IQYVD ¥3dIPINITYO 44V1S N3Q¥vD 1SNVID3dS NIQ¥vO ¥3d3IPINIIYOAVIH | 4109 IONVNILNIVIA-H | 600H
ONIENNTd ¢ 1VIDI440 ¢ VIDI440 ONIGANNTd T 1VIDI440 T 1vIDI440 T IVIDI440 DINVHIIW AYVITIXNY IDNYNILNIVIA YIOVNVINT IDNVYNILNIVIA JDONVNILNIVIA-H | 800H
44V1S 938H YIOVNVIN° 978H ALNV3EBHLIVIH-H | LOOH
44v1S 4109 YIDYNVIN 4109 | 44VLS ANIAVOV | LNVLSISSY HOLONYLSNI 4109 A08 TIve YILSYIN AQQVD S3DIAY3S 4109-H | SOOH
Y3LIVM ¥3MININOS | SISSY ¥IDVNYIN LNVYNVLSIY YIOVNVIN- LNVYNYLSTY LINVYNVLSIY/E84-H | ¥OOH
d13H NIHOLI SNO0D 43HD SNOS 43HD 3AILND3X3 N3HOLIN/8%84-H | €00H
44¥1S 1INONVE Y3IOVNVIN° LINONVE YIOVNVIA° 8784 g784-H | ZOOH
44V1S NOILVYLSININGY 44V1S uH NOILVYLSININGY-H | TOOH




NH HOTEL GROUP

For Headquarters, make sure to assign just the position in the following list according to
each department.

Personal Subarea \ Description

HQO1 HQ_ADMINISTRATION
HQO2 HQ_ASSET_MGMT
HQO3 HQ_AUDITING
HQO4 HQ_BI
HQO5 HQ_CONTROL_MANAG
HQO6 HQ_CORP_AFFAIRS&COMM
HQO7 HQ_CORP_RESPONSIB
HQO8 HQ_CRO
HQO9 HQ_DISTRIBUTION
HQ10 HQ_ECOMMERCE SENIOR_VICEPRESIDENT
HQ11 HQ_EXPANSION VICEPRESIDENT
HQ12 HQ_F&B DIRECTOR
HQ13 HQ_FINANCE MANAGER
HQ15 HQ_GENERAL_SERVICES EXECUTIVE
HQ16 HQ_HUMAN_RESOURCES STAFF
HQ17 HQ_INVESTM_ANALYSIS — ASSISTANT
HQ18 HQ_IT
HQ19 HQ_LEGAL
HQ20 HQ_ORGANIZATION
HQ21 HQ_PRODUCT&BRAND
HQ22 HQ_BUILDING
HQ23 HQ_PURCHASING
HQ24 HQ_QUALITY +
HQ25 HQ_REVENUE
HQ26 HQ_SALES
HQ27 HQ_COMMERCIAL
HQ28 HQ_OPERATIONS_MANAG
HQ29 HQ_MAINTEN_ENVIROM
HQ30 HQ_MARKETING
HQ31 HQ_ PR&SOCIAL_M
HQ32 HQ_CRM&LOYALTY _
PRESIDENT
HQ14 [HQ_GENERAL_MGMT CHIEF_EXECUTIVE_OFFICER

CHIEF_OFFICER
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3.1.1. Possible functions & their abbreviations

When creating a new position, you will need to know the abbreviation, the name and the
job code that describes this position. Make sure you use just the values from the list
below.

JOB ABBREVIATION 'NAME

10000001 ACAD_STAFF ACADEMY_STAFF

10000002 ADMIN_STAFF ADMINISTRATION_STAFF
10000003 AS_FR_OF MAN ASS_FRONT OFF _MANAGER
10000004 AS HOUS MAN ASS HOUSEKEEPING MANAGER
10000005 ASSISTANT ASSISTANT

10000006 BALL_BOY BALL_BOY

10000007 BANQ_ MAN BANQUET MANAGER
10000008 BANQ_ STAFF BANQUET STAFF

10000009 BELL BOY BELL_BOY

10000010 CADDY_ MASTER CADDY_ MASTER

10000011 CLEAN_STAFF CLEANING_STAFF

10000012 COOKS COOKS

10000013 CEO_SO CHIEF_EXECUT _OFFICER_SOTO
10000014 CEO CHIEF_EXECUTIVE_OFFICER
10000015 CHIEF_OFFI CHIEF_OFFICER

10000016 DEP_HOT DIRE DEPUTY HOTEL DIRECTOR
10000017 DIRECTOR DIRECTOR

10000018 EXECUTIVE EXECUTIVE

10000019 EXEC_CHEF EXECUTIVE_CHEF

10000020 F&B_MANAGER F&B_MANAGER

10000021 FOREMAN FOREMAN

10000022 FRON_OFF_MAN FRONT_OFFICE_MANAGER
10000023 GAR_HEAL_OFF GARDEN_HEALTH_OFFICIAL
10000024 GAR_OFFI 1 GARDEN_OFFICIAL 1
10000025 GAR_OFFI 2 GARDEN_OFFICIAL_2
10000026 GAR_SPECIAL GARDEN_SPECIALIST
10000027 GAR_STAFF GARDEN_STAFF

10000028 GOLF INST AS GOLF_INSTRUCTOR ASSISTANT
10000029 GREENKEEP GREENKEEPER

10000030 H&B_MAN H&B_MANAGER

10000031 H&B_STAFF H&B_STAFF

10000032 HEADGREENKEE HEADGREENKEEPER
10000033 HOTEL DIRECT HOTEL DIRECTOR

10000034 HOUSEKEEPING HOUSEKEEPING

10000035 HOUSEKE_MAN HOUSEKEEPING_MANAGER
10000036 HR_STAFF HR_STAFF
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10000037 IN_SALES_EXE INHOUSE_SALES_EXECUTIVES
10000038 KITCHEN_HELP KITCHEN_HELP

10000039 LAUNDRY LAUNDRY

10000040 MAINT AUXIL MAINTENANCE_AUXILIARY
10000041 MAINT_MAN MAINTENANCE_MANAGER
10000042 MANAGER MANAGER

10000043 MAN_DIRECTOR MANAGING_DIRECTOR
10000044 MECHAN_OFF 1 MECHANIC_OFFICIAL 1
10000045 OFFICIAL 1 OFFICIAL 1

10000046 OFFI_1_PLUMB OFFICIAL_1_PLUMBING
10000047 OFFICIAL 2 OFFICIAL 2

10000048 OFFI_2_PLUMB OFFICIAL_2_PLUMBING
10000049 PRESIDENT PRESIDENT

10000050 RECEPTIONIST RECEPTIONIST

10000051 RESERV_MAN RESERVATION_MANAGER
10000052 RESERV STAFF RESERVATION STAFF
10000053 REST MANAGER RESTAURANT MANAGER
10000054 REST_MAN_ASS RESTAURANT MANAGER_ASSIS
10000055 REV_MAN_STAF REV_MANAGEMENT STAFF
10000056 ROOM DIV_MAN ROOMS_DIVISION_ MANAGER
10000057 SENIOR_DIREC SENIOR DIRECTOR
10000058 SENIOR_VICEP SENIOR_VICEPRESIDENT
10000059 SHOP_ASSIST SHOP_ASSISTANT

10000060 SOMMELIER SOMMELIER

10000061 SOUS_CHEF SOUS_CHEF

10000062 STAFF STAFF

10000063 STOREKEEP STOREKEEPER

10000064 TELEP OPERAT TELEPHONE OPERATOR
10000065 VICEPRESID VICEPRESIDENT

10000066 WAITER WAITER

10000067 SALES_EXECUT SALES_EXECUTIVES
10000068 REVENUE_MNGR REVENUE_MANAGER
10000070 ENTERT STAFF ENTERTAINMENT STAFF
10000071 ENTERT_MNGR ENTERTAINMENT MANAGER
10000072 GOLF_STAFF GOLF_STAFF

10000073 GOLF_MANAGER GOLF_MANAGER

10000074 PARK_STAFF PARKING_STAFF

10000075 SECUR_STAFF SECURITY STAFF

10000076 EXTRA* EXTRA

10000077 OUTSIDE* OUTSIDE LABOUR

*These are generic functions for Extra and Outside labour employees, because they are

generic employees (not nominative).
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3.2. Create a new Position

By default, the positions are created through Click&Hire. But if, for whatever reasons it is
needed to be created manually, there are three ways that allows you to do it:

1) Access PQ13 transaction - (Actions Position) and follow the sequence, informing the
requested dates.

To begin the creation, you must ensure that the following fields are correctly informed.

Plan version: 01 Current plan
Infotype status: 1 Active
Action: ZS Create position

Validity*: the start date and the end date.

* The validity of the position will limit you to assign employees that have a starting date
previous to the one of the position.

Once the fields are filled with the correct information, click on the button

Actions for Position
G

=] B [E]a]
Find by

~ & Position Plan Version 01| Current plan
" [H] Search Term
« [Hl structure Search

Pasition
Object name

Selection Criteria

Infotype status 1

Validity 01.01.1900) to  [31.12.9999
s T

Action Z5
= =

and access

the first infotype of the sequence.

In this field it is necessary to inform the abbreviation and the name of the position you are
going to create (See the possible positions with theirs associate abbreviations at the pages

22-23). Click on the save button to go to the next infotype.
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.| Create Object

EH = 85
Position
Planning Status Active
Validity 01.01.1900| to 31.12.9999 |[&
object
Object abbr. HOTEL_DIREC..
I= sl
Ohbject name I_HOTEL_DIRECTOR |
Language Key English -

In the following infotypes it is necessary to inform the possible relationships that a position
might have. The relationships are different for every type of employee.

The possible relationships are:

A 003 Belongs to

A 012 Manages *

A 011 Cost center assignment *

B 007 Is described by

A 005 Is subordinate to *

A 0Z7 is described by (workflows) *

*the relationships marked are not always applicable.

The relationship A 003 (belongs to) is used to inform the Organizational Unit where the
position is created.

|%® |.| Essential relationship Relationships

[ 5% Allowed relationships

Position HOTEL_DIREC.| HOTEL_DIRECTOR
Planning Status Active
T Tt
Valid from I_|'31L.'31 . 1‘3'3'21J to |31.12.99%%9 |6’d’ Change Information
Relationships
Relationship type/relationship A| |003| Belongs to

Related Object

Type of related object Organizational unit -
ID of related object 50004535

Abbreviation WC_MX_0653

Name MX_PUEBLA
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If the position you are creating is for a head of department, you have to use the
relationship A 012 (Manages) to inform what Organizational Unit will manage the holder of

this position.

|%® .| Create Relationships

E &  Alowed relationships

Change Information

Puosition HOTEL_DIREC.| HOTEL_DIRECTOR
Planning Status Active
I St
Valid from Lﬂl.ﬂl.lﬂﬂﬂ_l to 31.12.9399 |6};{"
Relationships
Relationship type/relationship 2 012 Manages...
Related Object
Type of related object Organizational unit -
1D of related object 50004595
Abbreviation WC_ME 0653
Name MX_PUEBLA
Priority

By default, the cost center assigned to a position is the one of its Organizational Unit. If the
position should have another one, you can inform it by using the relationship A 011 (cost

center assignment).

Create Relationships
| &% Allowed relationships

Change Information

Position HOTEL_DIREC.. HOTEL_DIRECTOR
Planning Status Active
Valid from 01.01.1900) ©o 31.12.999% |<§ao
Relationships
Relationship type/relationship 2| |011| Cost center assignment
Refated Object
Type of related object Cost center -
I
ID of related object LI{XESGGSSC-P
Abbreviation
Name
Priority
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In order to associate a job to a position, you have to use the relationship B 007 (is
described by). You can find the associated jobs at the pages 22-23.

@ .| Create Relationships
e [ 3%  Alowed relationships

Position HOTEL_DIREC.| HOTEL_DIRECTOR
Planning Status Active
I~ T
Valid from Lﬂl.ﬂl.lﬂﬂﬂ_l to  31.12.999% |63:|° Change Information
Relationships
Relationship type/relationship B| (007 Isdescrbed by

Related Object

Type of related object Jab -
ID of related object 10000033

Abbreviation HOTEL_DIRECT

MName HOTEL_DIRECTOR

In order to associate a functional supervisor to an employee, you have to assign the
relationship A 005 (is subordinated to). Note that only few positions require a functional
supervisor. Be aware that the system assigns, by default, the hierarchical supervisor
according to the structure.

7P . Create Relationships

[ J% Alowed relationships

Position HOTEL_DIREC.| HOTEL_DIRECTOR
Planning Status Active
I~ ol
Valid from ,01.01. 19':“:'_1 to  [31.12.9933 |6’q’* Change Information
Relationships
Relationship type/relationship | (005 Issubordinate to

Related Object

Type of related object Position -
ID of related object 30017682
Abbreviation DIRECTOR
Mame DIRECTOR.
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In the next infotype it should be informed if the position we are creating is open or already
occupied. As you are creating positions to be filled, you have to select the option OPEN.

@ |. Create Vacancy
=B A=

Position DIRECTOR DIRECTOR
Planning Status Active
IS S
Valid from I_01 . 01.2rJ:L=1_I to 31.12.9999 |6’Qr* Change Information

Vacancy
(®)Open Historical rec
(ivacancy filled

After saving, it will show up again the first window, containing the position id and its name.
This position it is already available in the company structure.

Actions for Position
& B

(=)= (5 =)&)
Find by
. =
- 8 Position Plan Version I|Ell . rrent plan
* fHl Search Term position | 30101775 HOTEL_DIRECTOR |
« [H} structure Search .
Object name HOTEL_DIREC..

Selection Criteria

Infotype status 1 Active
Validity 01.01.1900| to |31.12.9999
Action Z5 Create position

In order to create a 0Z7 relationship for SAP workflows, see the chapter 3.3.2 at the page
31.

2) Another way to create positions is by using the option Create in the PPOME transaction
(see pages 15-16). You have to choose the option Incorporates - Position, inform the

Job, by choosing one of the available options and click on the save button . The
Position fields will be automatically filled after choosing the Job.

< ¢/ Basicdata | Account assignment

Position Mew position | Mew position |E|E EHE NN AN

IJDb Mot assigned lﬁHid from |03.03.2015
" |Head of own organizational unit To 31.12.9999
Staffing status V Vacancy open -
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3) The system also allows you to copy positions by using PPOME transaction. You can
select in the work area the Organizational Unit where you want to create the position, right
click on an existing position and select Copy.

<= [E] fE| 03.03.2015 + 3 Months
e ) 1[0 J(otf (o (| [ () %] (B[22 (=) | (B | (668
Staff Assignments (Structu... | Code D Chief Workfl...
~ [ BU_AMERICA BU_AMERICA O 50000064 MAMAGING_DI...

~ 8 ASSISTANT ASSISTANT S 30017703

- i DESSEALX , MATDESSEAUX P 00118829
+ B MANAGING_DIRECT({MAN_DIRECT... § 30017710
~ [ AR_CS_MAMNAGING (DP_CS09_9509 O 50004233 DIRECTOR

- B pRecTOR DIRECTOR S 30016716
- B maraes = = 30016718
v [ MX_C< Goto » | 50004234 [ Copy object X
» CIAR P Creste 50004246 p—
»CIARCS  copy 50004248 Wymber of copies 1
» [ HHRR Assign 50004249 =l
» [0 mx_ce - 50004252 Start date 01.01.1900
» Omxes Dot > | 50004257 gnd pate 31.12.9999
v [ mx_cs Delete » | sooo4258
v [ AR CS Change percentage 50004262
» LIRESOR  \yove up in rank 50004279 Qpject abbr. MANAGER
» [J URBAN ] 50004280
Move down in rank Marme MAMAGER
Expand node
Collanse node |w’||ﬁ|

It will appear a new window where it is possible to select how many copies you want to
make, the validity of these positions and the names.

Attention! If you are going to copy a Head of Organizational Unit Position, make sure you
uncheck the box corresponding to this function in every position you are coping. Also,
when you are copying a position, you are copying all its data and every relationship it
has.
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3.3. Maintain Position

It is possible to make changes on the already existing positions by using PO13 transaction
— (Maintain Position). This transaction allows the user to view and change the position
infotypes and its relationships. It is only necessary to enter for the position code in the field
Position, select the infotype and click the appropriate button (view, modify, create etc.)

Maintain Position
2 I T T e 2 B -

& (=)&) IREY
Find by
h 8 Pasition Plan version Current plan -
« [l search Term '_l 0
g [H] Structure Search

Position
Abbr.

. Active | Planned Submitted Approved Rejected

Infotype Name s.. [l | Time period
Object — =) Period
Relationships | Fom [25.02.2015 to 31.12.9999
Description ") Today ") Current week
Vacancy Al ") Current month
Employee Group/Subaroup ~)From curr.date Last week

") To current. date " Last month

) Current Year
= |E Select.

Another way to make changes on an already existing position is by using the PPOME
transaction. Make sure you select the position you want to modify in the Work Area and the
BASIC DATA infotype in the Detail Area.

In the BASIC DATA infotype it is possible to change:

¢ The name of the object (abbreviation and nhame)
e Set the validity period.
¢ Position’s status (vacancy open, vacancy occupied, obsolete)

Attention! When you are using this method, make sure you change the validity dates as
well. If you are not doing so, the position will start on your current date.
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3.3.1. Create a head of department

The safest way to create a head of department is to assign the relationship A 012
(manages) to that position by using the PO10 transaction.

Another way is by using the PPOME transaction. You have to select the position and look in
the Detail Area. In the BASIC DATA infotype, you have the option to indicate if the position
is the head of his organizational unit or not, simply by checking this box.

_/ o Basic data | Account assignm

Position AN_DIRECT .. |MANAGING_DIRECTOR [
Job MANAGING DIRECTOR valid on  |03.03.2015

I? Head of own organizational unit I @ Mo periods
Staffing status . E
| 5taff Vacancy open
Vacancy occupied or put on hold
Holder Obsolete
Iconé Holder| Percenta . | Assigned a neral description -

¥EE wk @BHE 2BE

Attention! When you are using this method, make sure you change the validity dates as
well. If you are not doing so, the position will be the head of department starting on your
current date.

3.3.2. Create workflow relationship

If the position you are creating will have an approval profile, you need to inform the
relationship B 0Z7 is described by (wf).

As there are only a few position with this characteristic, this relationship is not included in
the infotype sequency in the PQ13 transaction. For this reason, you need to go to the PO13
transaction, search for the position code, select the infotype Relationship and press the

O : . : . :
button . Then you just have to inform the relationship type, and choose the appropriate
value for the position you are creating.
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Create Relationships
| §#  Alowed relationships

=] 3] & Pasition HOTEL_DIREC.. HOTEL_DIRECTOR
Find by Planning Status Active
- 8 Position Valid from LUl.Ul.lQUUJ"tn 31.12.5999 [6&(’ Change Information

. M Search Term

« [ structure Search Relationships

Relationship type/relationship 8| [0z7] 15 described by (wf)

Related Object

Type of related object Job WF -
ID of related object 10200005

Abbreviation WE_HM

lame HOTEL MANAGER

Priority [EJob WF (1} 26 Entries found

Weighting il Search Term } Abbreviation and Name © Search Term with Restrictions
{

Object abbr. “| Object name Start date | End Date

WF_BM BOARD MEMBER FITV 01.01.2014 31.12.9999
WF_BM_OU  BOARD MEMBER FITV ORGANIZATIOMAL UNIT 01.01.2014 31.12.9999
WF_BUBD BU BUILDING DIRECTOR 01.01.1900 31.12.9999
WF_BUDD BU DIRECTOR DEPARTAMENT 01.01.1900 31.12.9999
WF_BUITD BU IT DIRECTOR 01.01.1900 31.12.9999
WF_BUMD BU MARKETING DIRECTOR 01.01.1900 31.12.9999
WF_BUMDTOR BU MAINTENANCE DIRECTOR 01.01.1900 31.12.9999
WF_BUOD BU OPERATIONS DIRECTOR 01.01.1900 31.12.9999
WF_CEO CEQ 01.01.2014 31.12.9999
WF_FINANCIAL HQ_FINANCIAL_CHIEF 01.01.2014 31.12.9999
WF_HM THOTEL MANAGER 101.01.1900 31.12.9999
WF_HQCA HQ AREA CHIEF 01.01.1900 31.12.9999
WF_HQMC HQ MARKETING CHIEF 01.01.1900 31.12.9999
WF_HQOC HQ OPERATIONS CHIEF 01.01.1900 31.12.9999
WF_HQRC HQ RESOURCES CHIEF 01.01.1900 31.12.9999
WF_HRD HR DIRECTOR 01.01.1900 31.12.9999
WF_HRS HR STAFF 01.01.1900 31.12.9999
WF_ODR OPERATIONS DIRECTOR RESORTS 01.01.1900 31.12.9999
WF_ODU OPERATIONS DIRECTOR URBAN 01.01.1900 31.12.9999
WF_RM REGIOMAL MAINTENANCE 01.01.1900 31.12.9999
WF_ROM REGIONAL OPERATIONS MANAGER 01.01.1900 31.12.9999
WF_SVP IT HQ SENIRO VICEPRESIDENT IT HQ 01.01.1900 31.12.9999
WF_SVP M&P  SENIOR VICEPRESIDENT MAINT&PROIE 01.01.1900 31.12.9999
WF_SVP MKT  SENIOR VICEPRESIDENT MARKETING 01.01.1900 31.12.9999
WF_SVPD SVP DEPARTAMENT 01.01.1900 31.12.9999
WF_SVPDHQ  SVP DEPARTAMENT HQ 01.01.1900 31.12.9999
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4. Relationship

Every element from the Company structure is an independent object with individual
characteristics. These objects are created and maintained apart, but they are connected
through relationships.

In SAP, an object is an element with individual information:

Object types Object type keys

e Organizational units o

e Jobs o

+ Positions S * &4
» Cost Centers K ! B » 4
e Persons P i

We can achieve a complex structure of the company by using relationships between the
objects, as you can see in the diagram below.

Relationship diagram

[ Unidad organizativa fatt Funcidn
A|B 002 A|B 007
A|B 003
A011 ) e _—
K Centro de coste [1Unidad organizativa .~~~ B Posicidn <> @f Persona
A|B 003
A|B 003
iy A|B 007 : _Aon
—— osicion <— o osicion ——— K Centro de coste
at F Posici Ao 005 2P K Centro de cost
A|B 008 A|B 008
@D Persona @ Persona
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The relationship will always be defined by a letter and a number, the number informs the
type of relationships and the letter the direction. (see all the possible relationships at page
35)

In the example below we can see how the direction affects the result of the same
relationshipYA 005 is subordinated to

B 005 is supervisor of

If we inform the relationship in the & PSI%ion 1 \we have the following results:

In the first example (A 005) the Position 2 is the supervisor of Position 1.
In the second example (B 005) the Position 1 is the supervisor of Positon 2.

2 Posicién = Posicidn_
A 005 B 005
2 Posicidn, 2 Posicidn,
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Possible relationships between the objects

When creating Objects, you will need to establish relationships with other objects in order to

integrate it in the hierarchy.

Allowed relationships Direction Code Description

O, with O, A 002 Reports to

(organizational unit with (O1 reports 10 O2)

organizational unit)

O, with O, B 002 Is supervisor of

(organizational unit with (O1 is the supenvisor of

organizational unit) 0,)

S with O A 003 Belongs to

(position with organizational unit) (S belongs 10 O)

O with S B 003 Incorporates

(organizational unit with position) (O incorporates S)

C with S A 007 Describes

(job with position) (C gescribes S)

S with C B 007 Is described by

(pOSitiOﬂ with JOb) (S is described by C)

S with O A 012 Manages

(position with organizational unit) (S manages O)

O with S B 012 Is managed by

(position with organizational unit) (O is managed by S)

S; with S, A 005 Is subordinated to

(position with position) (S1 is subordinated to S2) (functional
supervisor)

S, with S, B 005 Is supervisor of

(position with position) (St is the supervisor of S2)

S with K A 011 Cost center

(position with cost center) (K is associated to S) assignment

O with K A 011 Cost center

(organizational unit with cost center) | (K is associated to O) assignment

P with S (*) A 008 Holder

(person with position) (P is the holder of S)

ZC with S A 0z7 Describes (wf)

(job workflow with position) (ZC gescribes S)

S with ZC B 0z7 Is described by (wf)

(position with job workflow) (S is described by ZC)
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5. Delimit or delete an object

There are functions to Delete or Delimit objects in the options menu. When you delete or
delimit an object, all of the associated infotypes records are automatically deleted or
delimited as well.

e You should use the DELETE function ONLY when there were made incorrect
entries (creating to many positions for one job, or a department was planned to be
created but then it wasn’t needed at all, etc.)

e Otherwise, you should use DELIMIT, to limit the validity, if an object is no longer
valid for the stated period. When using delimit, the changes will be saved in the
infotype’s history.

Take into account that if you have to delimit an Organizational Unit, it is necessary to delimit
first the organizational units subordinated and the positions associated to it. If there are
employees holding these positions, make sure you perform an organizational change or a
leaving action before.

You can use PPOME to delimit both Organizational Units and Positions and PO10 or PO13
to delimit Organizational Units or Positions, respectively.

To perform this action, click on Organizational Unit -> Delimit. (PO10/PO13 transaction)

& | organizational unit | Edit Goto  Utiiies  Sefings  System  Help
§ Display === Change Cirl+F1 @@ NHEHE oaman E @
Copy
E Delimit al Unit

Delete

Exit Shift+F3

Find by

~ [ Organizational unit Plan version 01 Current plan -
+ [H} Search Term Organizational unit 50000050 Chief Executive Officer
+ {H] Structure Search Abbr. CEOD

 Active | Planned | submitted | Approved | Rejected

Infotype Name 5. |@| | Time period

[E)bject jV - = Period

Relationships v From |15.67.2813 to 31.12.9999
Description 14 1 Today ) Current week
Department/Staff TIAl ") Current month
Acct Assignment Features ~Erom curr date “Lastweek
Work Schedule T)To current date T)Lastmonth
CostPlanning ") Current Year
Standard Profiles

PD Profiles - |E| Select

Cost Distribution -
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In the PPOME transaction, you need to search in the Work Area for the Organizational Unit
or Position you want to delimit, right click and select Delimit Object.

=] 14.04.2015 + 3 Months
(][O o) o2 ) ) [ ] ) (8] ()R 2 () (1) )
Staff Assignments (Structu...  Code jin} Relationship text Chief Valid from | Valid to A
= [ BU_AMERICA BU_AMERICA O 50000064 GONZALEZ , GL.. 01.01.1900 Unlimited

L 8 STAFF STAFF 5 30019597 Incorporates 01.01.1900 Unlimited 01.0
» & MANAGER MANAGER 5 30019603 Incorporates 01.01.1900 Unlimited 01.0
» & STAFF STAFF 5 30019625 Incorporates 01.01.1900 Unlimited 01.0
4 g MANAGING_DIRECT(MAN_DIRECT... 5 30020349 Incorporates 01.01.1900 Unlimited 01.0
v [0 AR_CS_MANAGING (DP_CS09_9509 O 50004233 Is line supervisor of CAMERA |, MAR... 01.01.1900 Unlimited 01.0
v [ MX_CS_ADMINISTRADP_CS01_0478 O 50004234 Is line supervisor of JIMEMEZ FERN... 01.01.1900 Unlimited 01.(
» [ AR_CS_PURCHASINGDP_C511_9500 O 50004246 Is line supervisor of LASTRA , MARL.. 01.01.1900 Unlimited 01.(
v [ AR_CS_LEGAL DP_C508_9509 O 50004248 Is line supervisor of PICCIRILLO , B... 01.01.1900 Unlimited 01.(
v [ MX_CS_HUMAN RESCDP_CS06_9478 O 50004249 Is line supervisor of DIAZ HERMAN... 01.01.1900 Unlimited 01.(
v [ MX_Cs_IT DP_CS07_9478 O 50004252 Is line supervisor of PANTALEOM P... 01.01.1900 Unlimited 01.0
> [dim Goto , '8 0 50004257 Is line supervisor of 01.01.1900 Unlimited 01.(

v 8 - S 30019601 Incorporates 01.01.1900 Unlimited 01.(

r @ Create S 30019611  Incorporates 01.01.1900 Unlimited  01.(
[Ty Copy '8 0 50004258 Is line supervisor of AZPURUA REY... 01.01.1900 Unlimited 01.0
v [ AF Assign 19 O 50004263 Is line supervisor of DAGHELINCKX ... 01.01.1900 Unlimited 01.(
» CIRE Delimit » Object ine supervisor of ALCARAZ ZAR... 01.01.1900 Unlimited 01.(
» [ UF ) Fe supervisor of ESTEBAM , 10... 01.01.1900 Unlimited 01.0

Delete » Assignment

Move up in rank

T Move down in rank ils for Organizational unit BU_AMERICA I

Expand node o Large Structure

Colapse node

After that, make sure to inform the correct validity date. This will be the last active day of the
delimited object.

Delimit date 03.03.2015
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