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Overview 

 
 
After a position has been posted and applicants have applied on-line, the hiring manager will want to 
determine  

1) who applied for the position 
2) who among those meets minimum qualifications. 

 
The transaction PBAG will assist in both regards, allowing the hiring manager to also view a “short 
profile” of an applicants qualifications and to easily see a resume (if the applicant has attached it). 
 
 

Procedural Steps 

1.1 Changing personal settings on transaction “PPUP” 
 
Before you can properly use PBAG, you must alter a personal setting called PPUP:  Access this by 
entering “PPUP” in the text box of the main SAP screen.  Click green check to execute 
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On the screen “Settings for Personnel Development”,  under Qualifications and Requirements 

• Check the box “Include alternative qualifications  

• Click the box “permanent”  
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1.2. Access PBAG transaction by: 
 
 

• Human Resources> Personnel Management> Recruitment> Selection procedure> Applicant 
pool> PBAG – Via positions 

OR 
• Type “PBAG” into text box  (You may add this to you “favorites”) 
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1.3. On screen “Vacancies” 
 

• Enter the position number you advertised/posted in the “vacancy” box 
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1.4. On screen “Applicant Screening” 
 

• Click on vacancy number to highlight it as your choice 
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1.5. On the screen “Find Objects for Qualifications”:  be sure your date is the current date 
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• In the dialog box, enter the position number again 
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1.6 “Find Objects for Qualifications” 

• Click on the position title   
which will show qualifications which will be used to narrow your search for 
applicants: 
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1.7 On “restrict further” tab 
 

• Click on drop-down box on field next to “applicant” 
• The first time you click on the drop down box, a different box will appear. Click 

on the “Free Search” tab and the correct box will appear 
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1.8  In the dialog box “HR Object Selection” 
 Open “vacancy assignment 
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  Check “vacancy” 
 
   Enter your vacant position number 
 
  
Click green check at bottom to execute 
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1.9. This is the list of all applicants that have applied for this position: 
 
 Click on the “select all” icon 
 
 Click on green check 
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1.10    Finding those applicants who meet stated minimum qualifications 
Click the green clock execute icon to find list of qualified applicants that applied for the advertised 
position.  This is based on the applicant’s profile matching the qualifications you have specified when 
you posted the position. 
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1.11   This is the list of applicants who applied for your position and meet minimum 
qualifications; 
  
 
You may want to sort on last name – to bring all the qualifications under the person’s name. 
 
 Highlight the column “last name” 
 
  Sort in ascending order using upright pyramid icon 
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1.12 Find out more about each applicant 
 
a)  You may double click on an applicants name to see specific answers given to “qualifications” 
questions on the web application. (This does not reflect responses to “personal data”, “work history”, 
“education” or “additional data”) 
 
Results are below 
 
Click green back arrow to return to applicant listing. 
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1.13  You may see applicant’s resume  (if he has attached one). 
 
Highlight the applicant you want to review: 
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1.13b)  A standard File Download window will appear: 
 

You may click “save” to save document to your C/Drive  (important if you need to send it to a 
superior or to the Dean’s office for review). 
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1.13 c)  By clicking “open”, Applicant’s resume will appear.. 
 
Documents are attached to SAP for 90 days (only) following the date of applicant’s application.  Long 
term storage is in AE document imaging – call HR/Recruitment for documents over 90 days old. 
 
You may print the resume using the following steps: 
 Click on the 4th icon in the bottom left corner – cursor-activated title is “reading layout” 
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1.13d) From this view, click the normal printer icon to print the resume. 
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1.14 You may view and print  the SAP “short profile” 

If the applicant did not attach a resume, this appears when you clicked “short profile”, or 
otherwise, appears after the “resume”. 

This is a printable summary of the applicants entries on the web application, including answers 
to “additional information”.  Use the Print icon to print the document. 
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1.14  b):  You may export and save “short profile” with the following steps: 
 
 Pick command line “System” 

Then “list” 
   Then “save” 
    Then “local file” 
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1.14c) Choose the format for the export.  
 
 Documents are best saved in rich text format. 
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1.14d)  Choose location for saving this document:   
 
This is normally within your file structure on your C/ drive 
 

Click “save”  
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1.14 e) Click green Back arrow to return to SAP and other applicants. 
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1.15 See more resume’s and profiles 
 
Repeat steps to see more resumes and short profiles. 
 
To exit process 
  

Click green back arrow or red X 
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1.16:  Viewing information on  applicants who did not appear on the list of “qualified 
applicants”. 
 
Remember that this list is based on the applicant’s profile matching the qualifications you have stated 
on the position.  If someone does not appear on the list, they may not have checked the right 
qualifications.  But you may see the personal profile and resume (if attached) for any applicant who 
applied for your position.   
 

• Capture the person’s applicant number from step 1.9 above 
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1.16 b)  From the main menu: 
 
Open PB20, Display Applicant Master Data 
 

• Human Resources> Personnel Management> Recruitment> Applicant Master data>  PB20 – 
Display 

OR 
• Type “PB20” into text box (You may add this to your favorites) 
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1.16 c)  View applicant characteristics as entered via web page 
 
 You may open any infotype where green check indicates information is present  
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0006 Addresses now has the applicant’s answers to “additional information” – questions on 
 Felony convictions 
 Previous UAMS employment 
 Shift preference 
 Willingness to work temporary shift  
 How they heard about this position 
 General agreement about misstatements on the application 
  
[Note: the source of the information is “DH_Entry”, which means is came from the web] 

Last changed on: Last changed by: Version: 1.0 Page: 
1/11/2006 SAP  27 of 34 
 

 

 
 



 
Created by 

SAP America 
 

Accelerated SAP 

 BUSINESS PROCESS PROCEDURE 
                                       

Creating a Qualified Applicant List (PBAG) Title: 
Human Resources/ Recruitment Organization/Area: 
  EUP Category: 

File Name: Creating a Qualified 
Applicant List (PBAG) 
 

Release: March 25, R/3 4.6C 
2004 

Responsibility: Recruitment Status:  
 

Infotype 0022 – Education:  shows information the applicant entered on web page for “education”, 
including license information. 
 
This is the “overview” (pyramid view) 
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Infotype 0023 – “Other Previous/Employers” – shows employment history and information on the 
“nursing only” section from the web, including 
 The referring employee 
 Other state employment 
 License status (revocation, etc), number, state 
 Transfer request 
 Nursing loan, summer extern, or CCA 
  
Note: the question related to the License status must be answered,  and if YES, you need to contact 
Nurse Recruitment for follow-up 
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Inforypte 0024 – Skills – shows information from the web page for “qualifications” 
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You can Click on “Short Profile” to see resume and “short profile” summary of web entries: 
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This follows the same sequence as in PBAG – see 1.14 above 
 
 Window for “file download” appears first 
  You may “save” or “view” 
   Resume comes up first (you may print using “file layout”) 
    Summary “short profile” appears last 
     Return to SAP with green back arrow 
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“Short profile document” 
 Can be printed using the printer icon 
 Can be saved, using process described  at 1.14 
 
Exit and back to PB20 using green Back arrow. 
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From information in PBAG and/or PB20, you can 
 
 Make your selection of applicants 
 
  Conduct interviews  
   
   Make your hiring decision 
 
Be sure to indicate to HR Recruitment or to Nurse Recruitment to  
 

stop advertising your position 
 
 begin the hiring process for the applicant you’ve chosen 
 

follow-up on a nurse who has an impaired license 
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