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Personnel Development

1 Purpose
The Personnel Development component helps to maximize employees' utility to company and facilitate measures to promote employees' professional
development. Personnel development also sets out to ensure that all of the employees in all of the functional areas in the company are always qualified to the
standards required. For example: evaluate headcount, current division of tasks, reporting structures in enterprise according to department.

Document
This document defines how to create Qualification catalog, Employee Profiles and profile Match Up.

Prerequisites
The user identify the need for Personnel Development creation.

1.1 Process Steps
In this document, How to create, Maintain and display employee Profiles and qualification Catalog.

1.1.1 Create Qualification group in qualification Catalog.

Use
Following steps are followed during Personnel Development Process.

Procedure

This section aims at providing steps for creating Qualification Catalog. The qualifications catalog contains Qualification Groups & Qualifications. Qualification
groups are used to structure the Qualification catalog. Qualification groups can contain both qualifications and further qualification groups. Assign each
qualification group a proficiency scale. This proficiency scale is then automatically assigned to the qualifications in this group.

1. Open “Qualification” App. from Fiori Launchpad.
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Field name Description User action and values Comments

Catalog Enter The Qualification as per
Requirement

Master Qualification Master Enter Master Qualification

Create To Create Qualification Click on Create Button

IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 5 OF 62

Field name Description User action and values Comments

Catalog Enter The Qualification as per
Requirement

Master Qualification Master Enter Master Qualification

Create To Create Qualification Click on Create Button

IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 5 OF 62

Field name Description User action and values Comments

Catalog Enter The Qualification as per
Requirement

Master Qualification Master Enter Master Qualification

Create To Create Qualification Click on Create Button



IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 6 OF 62

2. Place the Cursor on Catalog, click on Create Icon to add new Qualification group to the catalog. Following "Create Qualification group" screen appears:

Field name Description User action and values Comments
Abbreviation Master Enter the Key Word

Description Degree Master Description as per Requirement

Scale IESCO Enter the Scale
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3. Enter the Abbreviation (Abbr.) and Name for the Qualification Group (QK), Valid from - to dates.
4. Enter the Description about the Qualification Group as free text.
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5. Select the Scale for measuring Qualification group from the LOVs. To view the values in the selected scale - click on Proficiencies tab.

Field name Description User action and values Comments
Proficiencies Select the Relevant Proficiency Enter the Proficiencies

6. Click on Save Icon and then click on transfer icon. New Qualification group gets added to the catalog tree and following screen appears:

Result:
 Qualification Group created.

Note:
 Use Fiori App for “Qualification Catalog“.
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1.1.2 Create Qualifications
This section describes how to create/add Qualification (Q) under Qualification Group (QK).

Procedure
1. Open “Qualification” App. from Fiori Launchpad.
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Field name Description User action and values Comments
Master Click the Master Icon Enter the Master Qualification Icon

Press Create Button Click Create Button

2. Place the Cursor on Qualification Group (QK) under which Qualification is to be created, click on Create Icon to add new Qualification to the Qualification
Group. Following "Create" dialog box appears:
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3. Place the cursor on Qualification and click on Transfer icon. Following Create Qualification screen appears:
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4. Enter the Abbreviation (Abbr.) and Name for the Qualification (Q), Valid from - to dates.
5. Enter the Description about the Qualification as free text.
6. Qualification Scale will automatically be inherited from the Qualification Group under which Qualification is created/ inserted.
7. To view the values/ proficiencies of the scale - click on Proficiencies tab.
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Field name Description User action and values Comments
Qualification Change Management Click the Master Icon

Valid From 01.01.1990

Valid To 31.12.9999

8. To Assign Validity or Depreciation meter value to the qualification click on Additional Data tab page the following screen appears:

9. Select either Validity or Depreciation Meter from the dropdown. Enter the number of Years and Months for which qualification is Valid or should

Depreciate.

10. The Validity allows to show that certain qualifications (such as licenses) expire, and have to be renewed at regular intervals. The Depreciation meter

allows to simulate situations where qualifications are forgotten if they are not used regularly.

11. Click on Save Icon and then click on Transfer icon. New Qualification gets added to the Qualification Group (QK) and following screen appears:
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Result:
 Qualification created.

Note:
 Use Fiori App for “Qualification Catalog“.
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1.1.3 Display person’s Qualification sub profile
This section describes how to display the qualification subprofile of a person.

Procedure
1. Open “Qualification” App. from Fiori Launchpad.
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Field name Description User action and values Comments
Personnel Number Kamal Ahmed 60 Enter the Personnel Number to add

the Qualification of an Employee
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Qualification Group Audit Assistant B.Com With Auditing & Advance
Accounting

Select the Qualification Group

Qualification Group Behavioural
Competencies

Change Management If add Another Qualification

2. Use Structure Search or Select Search Term. If Search Term is used then Enter relevant Person/Staff no. and click Find.
3. Double Click on the name of Employee visible in the Hit List and following screen will appear.

Field name Description User action and values Comments

Personnel Number Kamal Ahmed 60 Enter the Personnel Number
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Qualification Group Audit Assistant B.Com With Auditing & Advance
Accounting

Add the Qualification which is Already
Created

Qualification Group Behavioural
Competencies Change Management Add the Qualification which is Already

Created

4. Click on Qualification Tab to view Employee's Qualification Profile.

5. To view Person's Profile on a Key Date (Past or future) click on Date Icon  on Top-Right corner. Following Key Date dialog box will appear:

Result:
 Qualification of person Displayed.

Note:
 Use Fiori App for “Qualification Catalog“.

1.1.4 Maintainperson’s Qualification sub profile

Use
This section describes how to maintain the qualification subprofile of a person.

Procedure
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1. Open “Change” App. from Fiori Launchpad.

2. Following Screen displayed.

IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 20 OF 62

1. Open “Change” App. from Fiori Launchpad.

2. Following Screen displayed.

IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 20 OF 62

1. Open “Change” App. from Fiori Launchpad.

2. Following Screen displayed.



IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 21 OF 62

3. Use Structure Search or Select Search Term. If Search Term is used then enter relevant Person/Staff no. and click Find.
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4. Double Click on the name of Employee visible in the Hit List and following screen will appear.
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Field name Description User action and values Comments
Personnel Number Kamal Ahmed 60 Enter the Personnel Number

Qualification Group Audit Assistant B.Com With Auditing & Advance
Accounting

Add the Qualification Group which is
Already Created

Qualification Group Behavioural
Competencies

Change Management Add the Qualification Group which is
Already Created

5. To add new Qualification to the profile, click on Create Icon available on bottom of the screen.

6. "Choose Qualification" dialog box opens, select the Qualification/Qualifications from the Catalog that is to be added in the Employee's Qualification

subprofile.
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7. Qualification is assigned to employee.
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Result:
 Qualification of person created.

Note:
 Use Fiori App for “profile“.
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1.1.5 Maintain Position/Job Requirement Profile

Use
This section describes how to Maintain the position/job requirement profile.

Procedure
1. Open “Change” App. from Fiori Launchpad.

2. The following Screen appears.
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Field name Description User action and values Comments
Position Number DY Manager MIS 20000003 Enter the Position for adding the

Qualification
Qualification Group Audit Assistant B.Com With Auditing & Advance

Accounting
Add the Relevant Qualification

Qualification Group Behavioural
Competencies

Change Management Add the Relevant Qualification

3. Use Structure Search or Select Search Term. If Search Term is used then Enter relevant Position ID. and click Find.
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4. Double Click on the name of Position visible in the Hit List and following screen will appear.
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5. To add new Qualification to the Requirement profile, click on Create Icon available on bottom of the screen.

6. Choose Qualification" dialog box opens, select the Qualification/Qualifications from the Catalog that is to be added in the Position’s Requirement

subprofile.
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7. Assign the Proficiency from the LOVs or use F4 help.

8. Enter Start date and End date for the added Qualification.

9. Tick the “Ess” = Essential Qualification check box, if this Qualification is essential or must requirement for the selected Position.

10. Click on “Save”  button.
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11. Click on "Note Icon" to add any remarks or note. Enter the remark in the Text box and Click on Save button & Note Icon changed to.

12. Double click on Note Icon to view any remarks maintained against Position's Qualification Requirement.

Result:
 Job Requirement profile is created.

Note:
 Use Fiori App for “Change Profile“.
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1.1.6 Profile Match Up

Use
This section describes how to perform a profile Match up. Match a person’s   profile with a position to analyze that the person is suitable for position
or not.

Procedure
1. Open “Profile Matchup” App. from Fiori Launchpad.

2. Profile Match up Screen is Appear.
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3. To match position with a person select person and position and and enter personnel number and position ID in the box.
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4. Click Execute.
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5. Click on List button to view person aong with position requirements.
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Result:
 Profile matchup performed.

Note:
 Use Fiori App for “ Profile Matchup“.
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1.1.7 Career Planning

Use
This section describes how to perform a career planning for a person. This function enables preparation of an employee’s career planning scenarios.

Procedure
1. Open “Career Planning” App. from Fiori Launchpad.

2. Career planning Screen is Appear.
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3. Enter person number or Select Search Term. Click on Select All button to select all planning criteria.
4. Click on Execute button.
5. Career Planning Screen is Appear.
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6. Set focus on Career Plan and Click on Expand Subtree.
7. Career planning screen with all data is Appear.
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8. Click on Ranking List button.
9. Ranking List screen with all data is Appear.

10. The Ranking List is sorted by Suitability Percentage.
11. Select any Position for which a person is planning to be transferred or promoted in the Ranking List.
12. Click on Profile button and Profile screen with all data is Appear.
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Result:
 Career Planning performed.

Note:
 Use Fiori App for “Career Planning“.
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1.1.8 Succession Planning

Use
This section describes how to perform a succession planning for a position. This function enables preparation of successors for aposition
insuccession planning scenarios.

Procedure
1. Open “Succession Planning” App. from Fiori Launchpad.

2. Succession planning Screen is Appear.
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3. Enter positionID or Select Search Term. Click on Select All button to select all planning criteria.
4. Click on Execute button.
5. Succession Planning Screen is Appear.

IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 44 OF 62

3. Enter positionID or Select Search Term. Click on Select All button to select all planning criteria.
4. Click on Execute button.
5. Succession Planning Screen is Appear.

IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 44 OF 62

3. Enter positionID or Select Search Term. Click on Select All button to select all planning criteria.
4. Click on Execute button.
5. Succession Planning Screen is Appear.



IESCO_SAP_ERP_HCM_TD_Personnel Development_Fiori v1.2 PAGE 45 OF 62

6. Set focus on Succession Plan and Click on Expand Subtree.
7. Succession planning screen with all data is Appear.
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8. Click on Ranking List button.
9. Ranking List screen with all data is Appear.

10. The Ranking List is sorted by Suitability Percentage.
11. Select any Person for which a position is planning to be transferred or promoted in the Ranking List.
12. Click on Profile button and Profile screen with all data is Appear.
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Result:
 Succession Planning performed.

Note:
 Use Fiori App for “Succession Planning“.
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1.1.9 Edit Development Plan

Use
This section describes how to Edit a Development Plan. This function enables preparation of development plans for aperson incareer planning
scenarios.

Procedure
1. Open “Edit Development Plan Catalog” App. from Fiori Launchpad.

2. Development Plan Screen is Appear.
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3. Place the Cursor on Catalog, click on Create Icon to add new Development Plan to the catalog. Following "Create Development Plan" screen appears:
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4. Select “Development Plan Group” from the list and press “Transfer” button. Following screen appears.
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5. Enter the name and description of development plan group. Click on “Save” and then on “Enter” buttons.

q
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Field name Description User action and values Comments
Name IESCO Engineers Development Plan Enter the Key Word

Description Development plans for IESCO engineers. Description as per Requirement

6. Select created “Development Plan Group” from the list and press “Create” button. Following screen appears.
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7. Select “Development Plan” from the list and press “Transfer” button. Following screen appears.
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8. Enter the Name for the Development Plan, Valid from - to dates.
9. Enter the Description about the Development Plan as free text.
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10. Select the “Qualification“ tab for measuring entering a Qualification from the LOVs. To view the values in the selected scale - click on “Insert Qualification“
(+) button on the bottom of the screen. Below given scree is appear.

Field name Description User action and values Comments
Electrical Diploma Diploma in electrical. Select the Relevant Proficiency Enter the development plan
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11. Select a qualification and then click on ok icon. New Qualification gets added to the development plan and following screen appears:

12. Select the added qualification and then click on save and ok buttons. Following screen appears:
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13. By clicking on ok icon. Following screen appears:
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14. Press create button and enter the object type “D“for adding a “Business Event Type“. Following screen appears:
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15. Enter * in the search term and press find button. Following screen appears:
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16. Select a Business Event Type and then click on ok icon. New BET gets added to the development plan and following screen appears:

17. Click on Savebutton. Selected Business Event Type gets added to the development plan.
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Result:
 Development Plan created.

Note:
 Use Fiori App for “Edit Development Catalog“.
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