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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 =y Home

‘M General |Organization Managemenfl Personnel Administration PayRoll  Personnel Cost Planning

Organizational Maintain Org Unit Maintain jobs Display Create Root Org
Structure PO10 POO03 PPOSE Unit
PPOME PPOCE

Next, search for the organizational unit to which new position will be added. Enter the name of the organizational unit and click find.
In the results window, double click on the desired result.

The selected organizational unit will be displayed in the overview section. Select the target org unit and click create

The selected organizational unit will be displayed in the overview section. Select the target org unit and click create.

The next SAP pop-up window enables to choose the relationship between the Organizational unit and Position. Select "Incorporates".
Click Continue.

NoghrwDd
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o e E-!? SAP GUI for HTML =
Digplay <= Change Refresh Data More « Exit
* x| [ V ﬁ 30.04.2015 -31.12.9999
| 7% 1 | |
(B (@] | |~ v | |2 2]
Find by : Lt 6 : ; : s
Staff azsignments (structure) 2]
~ (W Organizational unit
pe ~ [ |SLAMABAD ELECTRIC SUPPLY COMPANY O 32000000
_{ Fme:saarch s [WIESS M HEAN NFFICE N 220004473
s apicny C elationship p e
Hit list : BRI :
v 0 Organizational unit
W™ &= |=]|| 2 |G| =] ™2 002 -:-I Is Tine supervisor of Ijrga"iza:ia-"aﬂ unit

) 2 B 003 5 Incorporates Position
Existence  Name

ISLAMABAD ELECTRIC SUPPLY COMPANY
Chief Execufive Office
ISLAMABAD ELECTRIC SUPPLY COMPANY
Chief Execufive Office
DY: CHIEF AUDITOR

PD MANAGER Confinue Cancel
Fi Direct O o = T
o 0 > 2 NAIE QASID S 33000125
SE-ISLAMABAD CRICLE 0 3200 =
> /4 NAIB QASID 5 33000130
ISLAMABAD CRICLE 0 3200 —:
» B UDc 5 33000140
5-6 SUB DIVISION 0 3200 =
> 4 COMMERCIAL ASSISTANT S 33000151
F-6 DIVISION 0 3200 —
> & COMMERCIAL ASSISTANT 3 33000153
G-7 DIVISION 0 3200 =
> & ASSISTANT S 33000155
KHANA DAK 0 3200 =
> & ASSISTANT 5 33000157
HNILORE 0 3200
Save  Cancel Continue
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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{#] Details for Position Mew position

v DBasic data Account assignment  Address Cost distribution Work schedule Cadre Job Index IT1653 Tasks

."E; i

Posifion: | MIS = [ 2 ]l e
Job- (Mot assigned Valid from: |30.04. 2018
Head of own organizational uni To: [31.12.9999
Staffing status: | Vacancy open o

Staff
Holder Description
Icon  Holder Percenlage Assigned as of Assigned until Subtyp: | General description

Sawe  Cancel Confinue
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.

2 -E! ? Home a =
1 Management Payroll Recruitment | Training & Event Management Personnel Development Pension Management System HCM General Enter group name £
Maintain Vacancy Digplay Vacancy Display Recruiting Vacancy Display Display Applicant Maintain Applicant Init.entry of Display applicant
Advertisement Advertisement Instrument Activities Activities applicant master master data
data
PBAW PBAX PBAV PBAZ PE50 PB&0 PE10 PE20
Maintain applicant Applicant actions Recurring tasks:
master data Data transfer
PB30 PB40 PB4T
IESCO_SAP_ERP_HCM_TD_RECUil’tment_FiOI‘i v1l.2 PAGE 7 OF 44
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Save as Varant... More ~

Selection
Advertizement: Ef—
Recnuitment instrument:
Publication date:
Advertisement end:

Vacancy:

Cutput

s} SAP List Viewer ABAP hist

2. Press Execute Button. It will take to the Maintain Advertisements Screen.

to
to
to
to

to

Posiings

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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] 2 CAD 4 Maintain Adverisemenis
Adver Advert Advert Advert Adverl Vacancy Prind More -

Postings |

&l |a I|wv @ |Bv||Lv| |8 |

Public. date Expiration Advert Instrument Starl Dale Objact name 5 App

IMN.ENE 30.04.2018 & Nawa-e-Wagt  01.07.2017 HAIE QASID Vac o |

300420158 30.04. 2018 6 Nawa-e-Wagt 01.07.2017 SANITARY WORKER vac ]
300420138 30.04.2018 & MNawa-e-Wagt 01.07.2017 WINDER vat 0
01.01.2018 31.12.2018 5 Dawn Mews 01.01.2018 Director lesco oce o
01.01.2018 31.12.2018 5 Dawn Mews 25.01.2018 Direclor lesco vac o
01.01.2018 31122018 5 Dawn MNews 0404 2018 Diiraclor lesco oce o
01.01.2018 10.04 2018 4 Facebook 01.01.2018 Manager HR1 vac 1
01.01.2018 31.12,9999 3 The News 01.11.2017 Deputy Manager MIS vac. o
02082017 31.08.2017 1 Linkedin 8
01.07 2017 30.06.2018 2 Jhang News 01.01.2017 Cheif Executive Officer vac 1
01.07.2017 30.06.2015 2 Jhang News 01.06.2017 Cheifl Executive Officer ooe 1
01.07.2017 30.06.2015 2 Jhang MNews 19.10.2017 Cheil Execulive Officer vac n
01.07.2017 30.06.2013 2 Jnang Mews 24.11.20M7 Cheifl Executive Officer vac. 1
0.07.2007 30.06.2018 2 Jhang News 26.04.2018 Cheif Execufive Officer vac 1"

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

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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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

Advertisement: 00000007 Nexi free adven

Publication
Instrument 00000002
Pubdication dale: 01.01.Z018
Advertisemeni end:  30.01. 2008
Publication costs S000  FER

Tex! name

Maentain text

Vacancies published

Vacancy Pos. Text

A Dhadete

Create Posting

Vacancy
20000003
20000008
20000007

|| 20000009

20000010

20000012
20000027
33000005

33000008
33000025
33000051

| 33000052

33000056
II00005E
33000055
330000863
33000071
33000072

Short Texd of Posifion

Deputy Manager S

Deputy Manger Recruiiment

Assistatn Manager Admin
Deputy Manager accounl
Deputy Manager MIS

Deputy Manager MIS
MAMNAGER MIS

Chelf Execulive Officer

DEPUTY MANAGER
Direclor lesco

DM-PR

DM-PR1

DM-PRS

dm mis

DRIVER

ASSISTANT

Cheif Execufive Officer

Cheifl Execulive Officer

X

Starl Dale End Date (=]
01.11.20. 31.12.999%

01.00.20_ 321.12.9939

01.07.20. 31.12.9993

04.10.20_ 2B8.02.2018

04,10, 20 28.02,2018

01.03.20. 31.12.993%9

0&,10.20. 21.12.9999

01.11.20. 31.12.9999

22.11.20. 25.04,2018

26.04.20. 31.12.9999

23.11.20. 31.12.9999 i

25.01. 20 03.04.2018
19.09. 20 31.01.2018
01.08.20 31.12.999%
15, 10.20 31.12.959%
12.12.20. 31.12.9939
12.12.20 31.12.599%
05.11.20_ 31.12.9999
24.11.20. 31.12.999%
24.11.20. 14.01.2018

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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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.

8 w Home G

1 iManagement  Payroll | Recruitment | Training & Event Management  Personnel Development  Pension Management System  HCM General — Enter group name v
Maintain Vacancy Display Vacancy Display Recruiting Vacancy Display Display Applicant Maintain Applicant Init.entry of Display applicant
Advertisement Advertisement Instrument Activities Activities applicant master master data
data

PBAW PBAX PBAV PBAZ PBS50 PBE0 PE10 PB20
Maintain applicant Applicant actions Recurring tasks:
master data Data transfer

PE30 PB40 PB4T
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CAD . Pocti
2 < oy IV ostings
Save as Vananl Mare *
Selection
Advertisement i__"_"___.-j!f o o
Recruitmeant instrument to
Publcation date b o
Adveriisement end for o
Vacancy tor o
Cutput
o) SAP Lisl Viewer ABAP sl

2. Press Execute Button
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i =1 'SAP4 Display Advertisements
L piay
Adgverd Vacancy Refresh Print More -

Postings

2| |a | @ || L] 6 |G

Public dale Expiration Advert Instrument Start Date Object name S App

30.04.2018 30042018 6 Nawa-e-Waqgt  01.07.2017 NAIE QASID vat. ]

30.04.2018 30.04.2018 6 MNawa.s-Wagt 01.07.2017 SANITARY WORKER vac 0

30.04.2018 30.04 2018 & Nawa-e-Waqt  01.07.2017 WINDER vac 1]

01.01.2018 31.12.2018 5 Dawn News 01.01.2018 Director lesco 0L ]

01.01.2018 31122018 5 Dawn News 25012018 Direclor lesco vac 1]

01.01.2018 31122018 5 Dawn News 04.04 2018 Direclor lesco oot 1]

01.01.2018 10.04 20138 4 Facebook 01.01.2018 Manager HR1 vac 1

01.01.2018 31129999 3 The Mews 01.11.2017 Deputy Manager MIS vac o

02.08.2017 3082017 1 Linkedin 3

01.07.2017 30.06.2013 2 Jhang Mews 01.01.2017 Cheil Executive Officar vac 1"

01.07.2017 30.06.2015 2 Jhang News 01.08.2017 Cheif Executive Officar oot "

01.07.2017 30.06.2018 2 Jhang News 19.10.2017 Cheif Execulive Officar vac 1"

01.07.2017 30.06.2013 2 Jhang News 24112017 Cheif Execulive Officer vac 1

01.07.2017 30.06.2018 2 Jhang Hews 26.04.2018 Cheif Execufive Officar vac. 1

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

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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Text Name Adevertisment Text

Add Position Number

e e QAR Display advertisement

More ~»

Advertisement: | 00000039 Mesxt free adverfisement

Publication
Instrument: | 00000001  Jang Mews
Publication date: |07.08. 2018
Advertizement end; | 15.08. 2018
Publication costs: 0. 00

Text name: | ZOFFICER_16-ABOVE
. Ijisp-la:-' .te:-rt.
Vacancies published

Vacancy Pos. Text

33001501 Company Secrefary

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 15 OF 44
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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.

Recru'rtmentl Favourities Pension Management System HCM General Organization Management Personnel Administration PayRoll Personnel Development

Job Advertisements Recruitment Applicant Statistics Applicants’ Applications Applicants by Applicants by Name Advertisement
S_AHR_61015517 Instruments S_AHR_61015513 Education and S_AHR_61013512 Action S_AHR_61015509 Program
S_AHR_61013518 S_AHR_B1015511 S_AHR_E1015510 ZHR_ADVERT

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 16 OF 44
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2. Select Advertisement number, BPS from to and option to be displayed on advertisement report.

& < & 3T Advertisement Program
Save as Variant... More ~-

Advertisment Printing

Advertisement:
*BP3: to: o

Employee Children Q General Quota w) Officer 16 & abovs

3. Click on “Execute” button, following screen will display.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 17 OF 44
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204 SAPg

Print More

Advertisement Sources

Instrument - 1: |
Instrument - 2:
Instrument - 3.

Instrument - 4

Adv ID Position Mo of Posis

4. Click on “Save*" button.

5. Click on “Print" button. Following screen will display.

Instrument - 5:

Instrument - &:

Instrument - 7;

Instrument - &:

Advertisement Application

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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* Qutput Device: 'LF‘IIH I H Beispieldrucker. Mit SPAD anpass

Page selection:

Spool Request
Hame: | SMART HR-01
Title:

Authorization:

Spool Control Mumber of Copies
Print How Humber: |1
Delete After Output Group (1-1-1,2-2-2.3-3-3,...)

HNew Spool Request

Close Spool Request Cover Page Settings
Spool Retention: | 8 |Day(s) EAP cover page: | Do Mot Print w
* Storage Mode: | Print only " Recipient:
Department:

Print preview Prnl  Cancel

6. Select “LP01" as an output device and click on “Print Preview" button. Following screen will display.
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Print Preview of LPO1

CAREER OPPORTUNITIES

IESCO 15 & Public Limuted Company mandated under s License to provide electricity to s valuable customers, Applications
arc invited for recruitment of suitable candidates to fill the following positons of BPS-16 & 23 for onc year contract basis. All
quotas such as provincial, FATA/GE AJK, Women, Disabled & Minonty etc. will be observed as per Government Policy

wheie applicable.

No. Designation BPS| Required Qualification & Experience | No. Quota (Age Limit]
of {gi.ni:luding
Posts S years )
1| company Secretary 19 [ICMA © CA with Ist Position, Exper 10 year, Company 3 |open Merit 2 35 - 45 Years
Secretary Certification Punjab 1
Belochistan 1
Sindh |

Total No. of Posts

i

Result:

- Advertisement report print performed.

Note:

Applicants are advised to read the following instructioms carefu
relevant prescribed application form available on the WTS website with this advertisement.

INSTRUCTIONS & GENERAL CONDITIONS:-
i. Candidates applying on appropriate application form for the post available on NTS website will only be considered

for shortlisting.

ii. Serving candidates are advised to apply through proper channel.
iil, Candidates  applying against Disabled quota must attach Disability Cenificate from  Assessment Hoard for the
Disabled persons from City / District / Provincial Council for Rehabilitation of Disabled Persons
v Only shortlisted candidates will be called for test / interview.

v. No TA/DA will be allowed o candidates for test or interview,

i Candidotec ancniting thair cacult sce not slisibls so ool

- Use Fiori App for “Advertisement Program®.

Exit

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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1.1.5 Create Applicant Master Data.
1. Open “Applicant Actions” App. from Fiori Launchpad.

Favourities ~ Pension Management System  HCM General

Organization Management  Personnel Adminisiration ~ PayRoll  Personnel Development

Maintain Vacancy Display Maintain Applicant Delete Display Display Recruitment Applicant Actions
Advertisement PE20 Activity PU30 PBAX PB50 PBA7 PB40
PBAW FBED

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 21 OF 44
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AP 4
= 4~ SAP
Exscule More ~-
*, ¥ A
Find by
|, Collective Search Heilp
C Search Term
0} Free search
Hit st
=R T &
_ Applicant Number Hame
BO000001 Nafees Ahmed i
BO000006 Syed Mohammad Abbas Nagvi
00000008 Ayaz Khan
000011 KASHIF KHAN
DO00001T MALIK Babar
oo000018 Mustag ZAIN
00000019 MUHAMMAD Ahmsd
Oo000020 WASIF ALl ZAIN
00000021 WASIF ALl Khan
Do000022 MUHAMMAD Babar
o000023 WASIF ALI Babar
Do000024 WASIF ALl Babar
CODO0025 MUHAMMAD 24N

2. Enter the date, Initial entry of basic data.

Applicant actions

Applicant no ||l | =l I

*from) 30, 04,2013

Applicant Actions

AcBon Type Pérsonn

Initiai @niry of bassc data I

Enfer addibonal data
Reject appheant

Fut applcant on hold
Process applicant

Orffer apphcant contract
Applcan rejects offer
Prepare for hiring

Change of org. assignmenl
Further application

Inwile applicant

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

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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Status: In process

& < o gy

Former applicantformer employee

nessed L ]

Pers.no

[7] Assign facsimiles

Organizational Assignment

* Perarea
* Ap group

Pers off

1100 Subarea; | 1101
1 Appl range” | Salaried empiloyeas
IES

Personal Data / Address

Title:
F. name

Birth dt

Streel
PCICity
Tel no

Emai

Application

Mr y Title:

Abduliah Last name

01.01.1990 Language
HNaticnal

Hosue no 22

£2000 islamabad

051.22881%6 Country

ab.mazhardgmail.com

[] Reference availabie

Initial entry of basic data

Put on hokd Reject Clear fieids

[ ] Further dala

[] Further data

[[] Further data

3. Click execute button and make the following entries in the initial entry of basic data.

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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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.

Save  Cancel

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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Applican! no
Emipl fappl name
App group

App range

-y
i

Mainlain gualifcabans profie Moda

31 App class
Abdullah khan
1| Active (external)

3 Managercal stafl

External appicant £F In process

Personnel area: 1000 IESCO HO ICED

Owverall slafus: 1 In piocess

Vacancy Assignment  Education Other/Previous Employers

Enter additional data

Vacancy Pos. Teud Pri App status Status reason Siari Dabe End Date
I 20000003 5 :":III'I;',&{{I_"'S.} 30.04., 20 31.12.999%

1 I process 30.04. 20 31.12.999%
1 I process 30.04, 20 31.12.999%
1 In process 30.04, 20 31.12.9%3%9
1 I process 30.04, 20 31.12.9%3%9
1 In process 30.04. 20 31.12.9%39
1 In process 30.04. 20_ | 31.12.9999
1 In process 30.04.20_  31.12.9999

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 Inprocess Enter the Reason

Status Reason

01 New Application

Enter the Reason

Prioirty

01

Start Date

01.01.2017

Enter the Start Date

IESCO_SAP_ERP_HCM_TD_Recuirtment_|

Fiori v1.2
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‘ End Date ‘

31.12.9999

Enter the End Date

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

= . & SAF

Maintain qualifications profile

Applicant no.: | 31 App.class
Empl.fappl.name: | Abdullah kKhan
Appgroup: 1| Active (exiernal)

Apprange: 3 Managerial stafi

More -

External applicant __49 In process ~-

Personnel area: | 1000 [ESCO HO /CEQ

Overall status: (1 In process

Enter additional data

Vacancy Assignment — Education Other/Previous Employers
Start Date End Date Educ. est. text Institute Certificate text
| 0i.01.20. |31.12.20. |Zi SZBIST I ||:"-

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. 71 Enter The Education

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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‘ Branch of Study Text

MBA

Enter the University

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

& < &

Applicant no._:

Empl./appl name:

CAP 4
™

Maintain qualifications profile

31 App.class

Abdullah Khan

External applicant

More -

& In process -

Enter additional data

App.group: |1 | Active (external) Personnel area: 1000 |ESCO HO ICED
Apprange: 3 Managerial stafl Overall stalus: 1 In process
Vacancy Assignment  Education Other/Previous Employers
Start Date End Date Employer City Co... Indus Industry description Job
[(] o1.01.20. 31.12.20_ ALFLAH ciry x|
FH
PE
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

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2
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Enter the Industry

Industry Pakistan Telecommunication
Job 00000007 Enter the Job
Job Title Accountant Enter the Job Title

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

£y :"'E':’

| Services for Object ~-

2 <

Print More .-

App.no: 31 Mame: Abdullah kKhan

App.group: 1 Active (external) Pers.area: 1000 (IESCO HO /CEO

Applicant: Change Profile (01.01.1800 - 31.12.9599)

Apprange: |3  Managerial staft Owverall slal: 1 In process

Qualifications Potentials Preferences Dislikes Appraisals Where Appraisee

Cualification group Hame Proficiency Start End Date Hole User Name Changed on
101 audit Assistant B.Com With Audiling & Advan.. 01.01.19. 31.12.99_ | & | W-01 30.04.2018

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
Quialification 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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ol Al

Find by

~ A% Applicant

Execute

«|

[ &

2} Collective Search Help

) Search Term

Hit list

= |
J

Applicant Mumber

00000011
00000017
00000015
00000018
00000020
00000021
00000022
00000023
00000024
00000025

13. Enter the following details:

| (7]

ol
| B8

Mame

KASHIF KHAN
MALIK Babar
Mustag ZAIN
MUHAMMAD Ahmed
WASIF ALl ZAIN
WASIF ALl Khan
MUHAMMAD Babar
WASIF ALl Babar
WASIF ALl Babar
MUHAMMAD ZAIN

Services for Object

More s

Applicant no_

Empl.fappl.name; | Abdullah Khan
App.group: |1 | Active {external)

Apprange: 3 Managerial staff

*from:} 01.05.2018

Applicant Actions

Action Type

Initial entry of basic data
Enter additional data

FReject applicant

Put applicant on hold I

Process applicant

Offer applicant contract
Applicant rejects offer
Prepare for hiring

Change of org. assignment
Further application

Invile applicant

Personn...

Applicant actions

Personnel area: | 1000 [ESCO HO /CEDQ

Overall status: |1 In process
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o Ad
&4 £ B -E: D Copy Applicant Actions
Previous record hext record Overview Info group Mare
App.ng 31
Name: |Abdullah Khan
Appgroup: 1! Active (external) Pers area: | 1000 [ESCO HO FCEOD
Apprange: |3  Managerial stafl Owvstatus: |1 In process
*valid: [p1.05.2018 |®  *To-|21.12.9999
Applicant action and status
* Applicant action ty - | Put applicant on hold
3 Owverall stalug: ' 2 Om hold
Slatus reason D
Reference
Reference available
Reference employee

Organizational assignment

Personned area; | 1000 IESCO HO /ICEDQ

Applicani group: |1 Active (exiernal)

Applicani range: | Managerial staff

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.

= < A1 SAP. Copy Applicant Actions

Execute Services for Object ~- Maore ~r

Empl./appl.name: | Abdul1ah kKhan

Find by
App.group: |1 Active (external) Personnel area: 1000 [ESCO HO /CEOQ

~ 8% Applicant
3, Collective Search Help

1 Search Term g * from: | 01. 05,2018

Apprange: 3 Managerial stafl Overall status: |1 In process

Hit list

e T = Applicant Actions

'|-E| 4 I-; :' Y!v- LEP ok Acfion Type Personn._.
Applicant Numbsr Name Initial entry of basic data

oooonoil KASHIF KHAN Enter additional data

ooooo017 MALIK Babar Reject applicant

00000018 Mustag ZAIN ) Put applicant on hold

00000019 MUHAMMAD Ahmed I =) Process applicant I
00000020 WASIF ALI ZAIN Offer applicant contract

00000021 WASIF ALl Khan Applicant rejects offer

oogoon22 MUHAMMAD Babar Prepare for hiring

00000023 VWASIF ALl Babar Change of org. assignment

oooooo24 WASIF ALl Babar Further application

00000025 MUHAMMAD ZAIN ) Invite applicant

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 32 OF 44



% (==

ABACUS

i 2 < o P Copy Applicant Actions
Previous record Mext record Ovendew Info group More ~-
App.no: 31

Hame: Abdullah Khan

App.group: 1| Active (exiernal) Pers area: | 1000 |IESCO HO /ICED

Apprange: 3 Managerial stafi Ow status: |1 In process

*Vaiid: [p1.05.2018 |2 "To:|31.12.9999

Applicant action and status

* Applicant aclion ty.: | Process applicant

[

Overall status: |1 In process

Status reason MNew Application

Reference
] Reference available

Reference employes:

Organizational assignment

Personnel area: 1000 IESCO HO ICEQ
Appheant group: 1 Active (extemal)

Applicant range: Managerial staff

15. Make the following entries:

IESCO_SAP_ERP_HCM_TD_Recuirtment_Fiori v1.2 PAGE 33 OF 44



=
ABACUS

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.

Save

canced
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(==

[ 8 ¢ oD

— =3 -j:-*

Find by

w & Applicant

Execute

«|
>

y Collective Search Help

C}, Search Term

Applicant Number

00000011

00000017
00000015
00000019
00000020
00000021
00000022
00000023
00000024
00000025
00000026

Hame

KASHIF KHAN
MALIK Babar
Mustag ZAIN
MUHAMMAD Ahmed
WASIF ALI ZAIN
WASIF ALI Khan
MUHAMMAD Babar
WASIF ALI Babar
VWASIF ALl Babar
MUHAMMAD ZAIN
WASIF ALl Ahmed

Services for Object More ~-

Applicant no

Emplfapplname. Abdullah Khan
App.group: 1| Active (exiernal)

] Apporange: 3 Managernial slafl

*from fod.05.2018 &

Applicant Actions

Action Type Personn. .

Initial entry of basic data
Enter additional data
Reject applicant

Put appiicant on hold

Process applicant

I 5
) Applicant rejects offer

Prepare for hiring

Offer applicant contract I

Change of org. assignmenl
Further application

Inwite applicant

18. On the next screen make and review the following entries.

A;}pﬁcar?tl actions

Personnel area: 1000 [ESCO HO /ICEO

Owverall status: 1 In process
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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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i 8 < & E:!? Copy Applicant Actions

Previous record MNext record Overiew Info group More ~-

App.no 31

MName: Abdullah Khan

App.group. 1| Active (external) Pers.area: | 1000 |ESCO HO /CEO
Apprange: 3 Managerial stafl COwv status: 1 In process
* Valid EE‘:..‘.E.E..LEHJ‘E 1 *To: | 31.12.9999

Applicant action and status

* Applicant action ty.. | Offer applicant contract w

LT

Dwerall status: |5 Contract offered

Stalus reason D

Reference
[] Reference available

Reference employee

Organizational assignment
Personnel area: 1000 IESCO HO /CEO

Applicant group: | 1 Aclive {external)

Applicant range:  Managerial staff v
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19. Save the Entries.

20. Prepare for Hiring, Click on Prepare for hiring action.

8 <

Find by

v 8% Applicant

SIESD

Execule

SARE

C}, Collective Search Help

C, Search Term

Hit list
B & |=
Applicant Number

00000011
00000017
00000015
00000019
00000020
00000021
00000022
00000023
00000024
00000025
| 00000026

Mame

KASHIF KHAN
MALIK Babar
Mustag ZAIN
MUHAMMAD Ahmed
WASIF ALl ZAIN
WASIF ALI Khan
MUHAMMAD Babar
WASIF ALl Babar
WASIF ALI Babar
MUHAMMAD ZAIN
WASIF ALI Ahmed

Services for Object

More s

Empi fappl name: | Abdullah Khan
App.group: |1 Active (exlemnat)

Apprange: 3 Managerial stafl

Applicant Actions
Acfion Type

Initial entry of basic data
Enter additional data
Reject applicant

Put applicant on hold
Process applicant

Offer apphicant contract
Applicant rejects offer

Prepare for hiring

1

Change of org. assignment
Further application

Invite applicant

Personn...

Applicant actions

Personnel area: 1000 IESCO HO /ICEQ

Overall status: |1 In process
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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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Copy Applicant Actions

Previous record Hext recard Crvensaw Info group More ~

App no 31
Hame abdullah xhan
Appgroup, 1 Acthve (extemal) Pers area; 1000 IESCO HOD ICECQ

Apprange: 3  Managernal stafl Ovsiatus: |1 In process

*Valid |p2.0%,2018 |8 "To | 31.12. 9999

Applicant acfion and status
* Applcant action ty.. | Prepare for hiring

Orverall slalus: 2 To be hired

Stalus reason

Reference
| Refarente dvailanis

Reference employesa

Organizational assignment
Personnel area: 1000 IESCO HO ICEQ
Applicani group: 1 Acinne (exiemal)

Applicant range: Managerial siaff

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.

N CAD
[T

tanagement

Maintain Wacancy
Advarisemeant

Maintain applicant
master data

PE30

Payroll Recruitment

Display Vacancy
Advartisement

PEAX

Applicant actions

Display Recruiting
Instrument

PEAV

Training & Event Management

Recurring tasks
Data transfer

EBE4AT

Vacancy Display

FEAZ

2. To Direct Data Transfer, Transfer data of applicant from recruitment to Personnel Administration.

Home

Personnel Development

Display Applicant
Activities
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3. Enter Applicant number.
4. Click Execute Button.

3 o T AD
{ . [
Cavd & Vanaed WMong -

Selection

Lppicant ramber LR =

ADDEC AT mEme [Ioriabhe

Adveiiemanrd

Linbe feed Al Muze Goss

C oMy Sode

Persomnal anes

Paryasnel fulshds

Appdcand gitizn

Sahm [overal) E

SARILS XS | GvEral]
mppiicird achon
Personme] DSCeEr
Rafarence

E Il.l"-... Iererrrlt*

Felarenie parsoredvel rumben

Further data

WD refdeiemoe

Direct Diata Transfet
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Perform from

01.01.1800 to

Applicant Position

Direct Transfer of Applicant Data

Reconciliation totals

Evaluation RPAPRTDS

Applicants selected

31.12.59999

Hiring Status

I ludes

Field name Description User action and values Comments
Applicant Number Abdul Mazhar 31
& < & -_._,.!-‘I Direct Transfer of Applicant Data
Aty Maslar data Frint Find Find Hexi Kore -,
Direct Transfer of Applicant Data
Evaluation period: 01.01.1800 to 31.12.9999
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Result:

Applicant Transfered to Personnel Administration.

Note:
Use Fiori App for “Applicant Transfer.
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