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Recruitment

1 Purpose
Recruitment in SAP allows the complete recruitment process to be performed, from creating the vacancy (requisition) to hiring successful candidates. The
system offers capabilities for continuous evaluation of applicants. Applicant data can be entered at different stages, allowing for just basic or more detailed
information to be saved in SAP.

Document

This document covers how to create advertisement for vacancies. This also covers how to maintain Applicant data in the SAP Recruitment module.

1.1 Process Steps

In this document, how to create, maintain and display Advertisement of vacancies, Applicant actions, Applicant Master Data etc.

1.1.1 Create Position (Vacant) for Recruitment.

Use

Following steps are followed during the Recruitment process.

Procedure
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1. Open “Organizational Structure” App. from Fiori Launchpad.

2. Next, search for the organizational unit to which new position will be added. Enter the name of the organizational unit and click find.
3. In the results window, double click on the desired result.
4. The selected organizational unit will be displayed in the overview section. Select the target org unit and click create
5. The selected organizational unit will be displayed in the overview section. Select the target org unit and click create.
6. The next SAP pop-up window enables to choose the relationship between the Organizational unit and Position. Select "Incorporates".
7. Click Continue.
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8. On the next screen make the following entries:

Field name Description User action and values Comments
Position MIS 33001392 Create Position for Recruitment as per

IESCO Requirement
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Result:
 New vacant  Position is Created.

Note:
 Use Fiori App for “Change Organization and staffing“.
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1.1.2 Create Advertisement for Recruitment.

Procedure

1. Open “Maintain Vacancy Advertisement” App. from Fiori Launchpad.
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2. Press Execute Button. It will take to the Maintain Advertisements Screen.
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3. Click Advert Button. Make the following entries in the fields.

Field name Description User action and values Comments

Advertisement Next free adverseiment Number System can Auto Generate the Number

Instrument 00000003 News Paper Name

Publication Date 01.01.2018 From Which Advertisement is start
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Advertisement end 10.04.2018 End of Advertisement

Publication Costs 5000 Cost occur in Advertisement

Text Name Adevertisment Text Enter the Text as per Requirement

Add Position Number Select the Position for Advertisement
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4. Click the Save Button to save the Vacancy Advertisement.

Result:
 Vacancy Advertised.

Note:
 Use Fiori App for “Advertising vacancies“.
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1.1.3 DisplayAdvertisement for Recruitment.

Procedure
1. Open “Display Vacancy Advertisement” App. from Fiori Launchpad.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 12 OF 44

1.1.3 DisplayAdvertisement for Recruitment.

Procedure
1. Open “Display Vacancy Advertisement” App. from Fiori Launchpad.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 12 OF 44

1.1.3 DisplayAdvertisement for Recruitment.

Procedure
1. Open “Display Vacancy Advertisement” App. from Fiori Launchpad.



IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 13 OF 44

2. Press Execute Button
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3. Click Advert Button, will find the following values.

Field name Description User action and values Comments

Advertisement Next free adverseiment Number

Instrument 00000003 Select the News Paper

Publication Date 01.01.2018 Enter the Start date of Publish

Advertisement end 10.04.2018

Publication Costs 5000
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Text Name Adevertisment Text

Add Position Number

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 15 OF 44

Text Name Adevertisment Text

Add Position Number

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 15 OF 44

Text Name Adevertisment Text

Add Position Number



IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 16 OF 44

4. Click the Back Button.

Result:
 Advertisement displayed.

Note:
 Use Fiori App for “displaying Advertisement“.

1.1.4 CustomAdvertisement Program for Recruitment.

Procedure
1. Open “ Advertisement Program” App. from Fiori Launchpad.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 16 OF 44

4. Click the Back Button.

Result:
 Advertisement displayed.

Note:
 Use Fiori App for “displaying Advertisement“.

1.1.4 CustomAdvertisement Program for Recruitment.

Procedure
1. Open “ Advertisement Program” App. from Fiori Launchpad.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 16 OF 44

4. Click the Back Button.

Result:
 Advertisement displayed.

Note:
 Use Fiori App for “displaying Advertisement“.

1.1.4 CustomAdvertisement Program for Recruitment.

Procedure
1. Open “ Advertisement Program” App. from Fiori Launchpad.



IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 17 OF 44

2. Select Advertisement number, BPS from to and option to be displayed on advertisement report.

3. Click on “Execute“ button, following screen will display.
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4. Click on “Save“ button.
5. Click on “Print“ button. Following screen will display.
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6. Select “LP01“ as an output device and click on “Print Preview“ button. Following screen will display.
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Result:
 Advertisement report print performed.

Note:
 Use Fiori App for “Advertisement Program“.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 20 OF 44

Result:
 Advertisement report print performed.

Note:
 Use Fiori App for “Advertisement Program“.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 20 OF 44

Result:
 Advertisement report print performed.

Note:
 Use Fiori App for “Advertisement Program“.



IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 21 OF 44

1.1.5 Create Applicant Master Data.
1. Open “Applicant Actions” App. from Fiori Launchpad.
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2. Enter the date, Initial entry of basic data.

Field name Description User action and values Comments

From 01.01.2018 Enter the Date of Applicant

Initial Entry of Basic Data Click on Initial Entry of Basic Data Click on Basic Data

Execute Press Execute Button
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3. Click execute button and make the following entries in the initial entry of basic data.
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Field name Description User action and values Comments

Personnel Area IESCO HO/CEO 1000 Enter the Personnel Number

Personnel SubArea CEO 1001 Enter the Personnel Sub Area

Ap. Group 1

Appl. Range Managerial Staff

Pers. Off IES

Title Mr. Title

F. Name Abdullah Enter the First Name

Last Name Mazhar Enter the Last Name

Birth dt 01.01.1990 Enter Birth date

Language English Enter the Language

National. Pakistani Enter the Nationality

Street House No 22 Enter the Street no.

PC/City 44000   Islamabad Enter the Postal Code and City

Tel. no. 0512288196 Enter the Telephone No.

Country Pakistan Enter the Country

Advert 4 Enter the New Paper Number

4. Click save button to save initial data of applicant.
5. To Enter Additional Data enter Applicant Number, Select Additional Data and click execute.
6. Enter Vacancy details on the vacancy tab.
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Field name Description User action and values Comments

Vacancy IESCO HO/CEO 33000435 Enter the Vacancy Number

Position Text CEO Manager HR1 Enter the Position Text

Priority 1

VA Status 1 In process Enter the Reason

Status Reason 01 New Application Enter the Reason

Prioirty 01

Start Date 01.01.2017 Enter the Start Date
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End Date 31.12.9999 Enter the End Date

7. On Education Tab enter Education details of the Applicant:

Field name Description User action and values Comments

Start Date 01.01.2000 Enter the Start Date

End Date 31.12.2000 Enter the End Date

Educ. Est. Z1 Enter The Education
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Branch of Study Text MBA Enter the University

8. Click Other/Pervious Employers Tab to enter privious employment details.

Field name Description User action and values Comments

Start Date 01.01.2016 Enter the Start Date

End Date 31.12.2016 Enter End Date

Employer PTCL Enter the Employee name

City Islamabad Enter the City

County PK Enter the Country
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Industry Pakistan Telecommunication Enter the Industry

Job 00000007 Enter the Job

Job Title Accountant Enter the Job Title

9. Click on Qualifications tab to enter qualification of the Applicant.

Field name Description User action and values Comments

Start Date 01.01.2013 Enter the Start Date

End Date 01.01.2014 Enter the End Date

Qualification B.Com With Auditing & Advance Enter the Qualification
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Field name Description User action and values Comments

Start Date 01.01.2013 Enter the Start Date

End Date 01.01.2014 Enter the End Date

Qualification B.Com With Auditing & Advance Enter the Qualification
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Industry Pakistan Telecommunication Enter the Industry

Job 00000007 Enter the Job

Job Title Accountant Enter the Job Title

9. Click on Qualifications tab to enter qualification of the Applicant.

Field name Description User action and values Comments

Start Date 01.01.2013 Enter the Start Date

End Date 01.01.2014 Enter the End Date

Qualification B.Com With Auditing & Advance Enter the Qualification
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Accounting

Qualification Text Audit Assistant Enter the Qualification Text

Profincy 0008 Enter the Proficiency

Proficienct Text Very High Enter the Proficiency Text

10. Click Save button to save the entries.
11. Click back button.
12. To Put Applicant on Hold perform the following activities.
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Accounting

Qualification Text Audit Assistant Enter the Qualification Text

Profincy 0008 Enter the Proficiency

Proficienct Text Very High Enter the Proficiency Text

10. Click Save button to save the entries.
11. Click back button.
12. To Put Applicant on Hold perform the following activities.
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13. Enter the following details:
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13. Enter the following details:
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Field name Description User action and values Comments

Start Date 01.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date
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Field name Description User action and values Comments

Start Date 01.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date
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Field name Description User action and values Comments

Start Date 01.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date
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Status Reason 03 Keep in View Enter the Status Reason

14. To Process Applicant click on Process applicant action and click execute.
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Status Reason 03 Keep in View Enter the Status Reason

14. To Process Applicant click on Process applicant action and click execute.
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Status Reason 03 Keep in View Enter the Status Reason

14. To Process Applicant click on Process applicant action and click execute.
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15. Make the following entries:
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15. Make the following entries:
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15. Make the following entries:
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Field name Description User action and values Comments

Start Date 01.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason 01 Enter the Status Reason

16. Click save button to save the entries.
17. To Offer Applicant Contract, Click on Offer Contract action and execute.
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Field name Description User action and values Comments

Start Date 01.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason 01 Enter the Status Reason

16. Click save button to save the entries.
17. To Offer Applicant Contract, Click on Offer Contract action and execute.
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Field name Description User action and values Comments

Start Date 01.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason 01 Enter the Status Reason

16. Click save button to save the entries.
17. To Offer Applicant Contract, Click on Offer Contract action and execute.
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18. On the next screen make and review the following entries.
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18. On the next screen make and review the following entries.
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18. On the next screen make and review the following entries.
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Field name Description User action and values Comments

Start Date 02.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason 29 Enter the Status Reason
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Field name Description User action and values Comments

Start Date 02.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason 29 Enter the Status Reason
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Field name Description User action and values Comments

Start Date 02.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason 29 Enter the Status Reason
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19. Save the Entries.
20. Prepare for Hiring, Click on Prepare for hiring action.
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19. Save the Entries.
20. Prepare for Hiring, Click on Prepare for hiring action.
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19. Save the Entries.
20. Prepare for Hiring, Click on Prepare for hiring action.
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21. On next screen make the following entries:

Field name Description User action and values Comments

Start Date 03.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason Prepare for Hiring 14 Enter the Status Reason
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21. On next screen make the following entries:

Field name Description User action and values Comments

Start Date 03.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason Prepare for Hiring 14 Enter the Status Reason
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21. On next screen make the following entries:

Field name Description User action and values Comments

Start Date 03.05.2018 Enter the Start date

End Date 31.12.9999 Enter the End Date

Status Reason Prepare for Hiring 14 Enter the Status Reason
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22. Click Save button to save the entries.
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22. Click Save button to save the entries.
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22. Click Save button to save the entries.
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Result:
 Applicant Actions performed.

Note:
 Use Fiori App for “Applicant Actions“.

1.1.6 Transfer Applicant Data

Procedure
1. Open “Recurring Tasks Data Transfer” App. from Fiori Launchpad.

2. To Direct Data Transfer, Transfer data of applicant from recruitment to Personnel Administration.
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Procedure
1. Open “Recurring Tasks Data Transfer” App. from Fiori Launchpad.
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Result:
 Applicant Actions performed.

Note:
 Use Fiori App for “Applicant Actions“.

1.1.6 Transfer Applicant Data

Procedure
1. Open “Recurring Tasks Data Transfer” App. from Fiori Launchpad.

2. To Direct Data Transfer, Transfer data of applicant from recruitment to Personnel Administration.
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3. Enter Applicant number.
4. Click Execute Button.
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3. Enter Applicant number.
4. Click Execute Button.
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3. Enter Applicant number.
4. Click Execute Button.
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Field name Description User action and values Comments

Applicant Number Abdul Mazhar 31
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Field name Description User action and values Comments

Applicant Number Abdul Mazhar 31
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Field name Description User action and values Comments

Applicant Number Abdul Mazhar 31
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Result:
 Applicant Transfered to Personnel Administration.

Note:
 Use Fiori App for “Applicant Transfer“.
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