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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 greentheck to execute
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On the screen “Settings for Personnel Development”, under Qualifications and Requirements

e Check the box “Include alternative qualifications

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

e Human Resources> Personnel Management> Recruitment> Selection procedure> Applicant

pool> PBAG — Via positions
OR

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

o Enter the position number you advertised/posted in the “vacancy” box

e Click “execute”
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1.4. On screen “Applicant Screening”

e Click on vacancy number to highlight it as your choice

e Click on the button “Eind candidate”
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1.5. On the screen “Find Objects for Qualifications”: be sure your date is the current date

e Open “Pgsition” and click on “Search term

¢ [nthe dialog box, enter the pgsition number again
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1.6 “Find Objects for Qualifications”
e Click on the position title
which will show qualifications which will be used to narrow your search for

applicants:

Click on the tab “Restrict f!
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1.7 On “restrict further” tab

e Click on drop-down bgx on field next to “applicant”
e Thefirsttime you click\on the drop down box, a different box will appear. Click

on the “Free Search” tab™s

d the correct box will appear
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1.8 In the dialog box “HR Object Selection”
Open “vacancy assignment

Check “vacancy”

Enter your vacant position number

Click green|check af 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
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[ Charleston, Shiketa N 0001E405 10-28-2002 12-31-3939
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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
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1.11 This is the list of applicants who applied for your position and meet minimum

gualifications;

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

™ Find Objects for Qual fications

List Edt Goto Setting System Help -]
gl | -iWcee cpg anan @@ B!
E | Display originals | Short profile  Assign vacancies ‘ ﬁ | & |E| Choose B Save | E S
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: ) Experience/E ducation Level | @ i
Object types in gear| Applicant, extemal
Applicant, internal
% |5 .| Last name /' |Mame /| Qualification /| Proficiency .| .| Stat date End Date =l
1 2 1| Adams Adamsz , Amy Administrative duties YES [~ [+ 05-20-2005 12-31-9939
1 ClericalS ecretarial duties YES ¥ [#| 053-30-2005 12:31-5333
1 Experience/Education Level  |Masters + 3 yrs Post Grad (77| 09-30-2005 12-31-8933
1 Barligld Barfield , Amanda Administiative duties WES [ [#|0%16-2005 | 12-31-3993
1 Clerical/S ecretarial duties WES [# [+ | 05-16-2005 12-31-9339
1 Expenience/Education Level  |Masters degree + 3 or mo... 7 [T 09-16-2005 12°31-8993
1 Gibbs Gibbs . Greg Clerical/5ecretarial duties YES ¥ [#|03-13-2005 12-31-3333
1 Experience/Education Level  |Bachelors degree + 3 s .7 [ 09-19-2005 12-31-8939
1 Lunon Lunan , D aryl Clerical/Secretarial duties YES ¥ [#| 0%-26-2005 12-31-9939
1 Experience/Education Level  |Bachelors degree + 11 or.. [~ | 09-26-2005 12-31-9333
1 Lunar , D amyl W Clerical/s ecretarial duties YES [ [ 09-15-2005 12-31-9333
1 Experience/Education Level  |Bachelors degree + 11 or. . [~ | 09-12-2005 12-31-9999
1 Lunon , Roderick Adrninistrative duties WES [~ [#|05-19-2005 12-31-9339
1 Clerical/S eoretarial duties WES [#[#|09-19-2006 | 1221-8933
1 Experience/E ducation Level  |HS Diploma + 13 yrs elat.[[=| 09132005 | 12:31-3333
1 Ball Ball, Tee Clerical/S ecretarial duties WES [ [ 09-13-2005 12-31-9339
1 | Experience/Education Level  [HS Diploma + & prs relate.. [~ | 09-198-2005 12-31-9999
1 1 1| Aaron Aaron , Syrita HS Diplama + 13 prs relat... [ [~| 09-30-2005 12-31-8939
1 Adams Adamsz . Randy Bachelors degres + B s . [(7 7| 09-30-2005 12°31-8993 =
1 Webtest ‘“Webtest , Eddie | Bachelors degres [ [~ | 09072005 12-31-9333 =
1] 2 Gibbs Gibbs , Greg Administrative duties YES I [#|09-19-2005 12-31-9999 a
a Lunon Lunan , D aryl YES [~ [#|0%-26-2005 12-31-9939 LI é
Q
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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”
guestions 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.

™ person: Display Profile {10-07-2005 - 12-31-9999)
Qualifications  Edit Goto  Wiew  Settings ctemn  Help

gl ~ielteeDuelannn@Rle@

5 Career planning &% Current position

{Persornel o) | 4311 [Lunon , parry1 Status  Active
EE group F Active emplopee Persannel ar UANS University of Arkansas Medical
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Gualifications | ﬁa Patentials I Freferences I B Dislikes | u‘”ﬂ Appiaisals where appraises g‘: Appraisals where appraiser | Individual development | E Davg j s
Qualification Group Mame Proficiency Start date End Date Mote | User Mame Changed Dnﬁ
Experience with Education E xperience/E ducation Level Bachelors degres + 11 arm.|@9-26-2085 12-31-9990 4311 10-84-20 « |
General Administrative duties WES #9-26-2085(12-31-9999 4311 10-64-20—
General Clerical/S ecretarial duties WES 89-26-200512-31-9999 4311 18-84-20
General IT Computer analysis YES 89-26-200512-31-9999 4311 18-84-28
General IT Computer applications TES B9-26-2808512-31-9999 4311 18-84-208
[+]
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1.13 You may see applicant’s resume (if he has attached one).
Highlight the applicant you want to review:

Click on “Short Profile”

™ Find Objects for Qualifications
List Edit facko Settings Syskgm Help

gl  /-iWecee CHE asaa @D @
? | Dlsplay ariginaks Shnz profile  Assign vacancies ‘ é ? | E & Chooze E Save |
|
Find Objects for Qualifications
Key date 12-19-2008
Qualilications E xperience/E ducation Level
Postal operations
Objegt types in sear  Applicant, extenal
Applicant, internal
E’. .| G...) Al [Last name 4 |Mame Qualification Proficiency .. .| Start date End Date -
'1 2 2|Brooks Brooks . Billy Cashier skillz TES [ [#|12-01-2005 12-31-9333
, 1 2 2 Brooks . Billy Clerical/S ecretanial duties YES 7| 12-01-2005 12-31-9333
, 1 2 2 Brooks . Billy Experience/Education Level  |Bachelors degree + 11 or... [ | 12-01-2005 12-31-9999
' 1 2 2 EBrooks , Billy Fostal operations TES ¥ [+ |12-01-2005 12-31-9399
, 1 2 2| Callier Callier , Betty B Cashier skills YES [ 11-29-2005 12-31-9399
, 1 2 2 Collier . Betty B Clerical/5ecretarial duties YES [ [#|11-23-2005 12-31-3333
, 1 2 2 Callier , Betty B Experience/Education Level  |Masters degree + 4 prs of... [ 7| 11-29-2005 12-31-8939
, 1 2 2 Callier . Betty B Postal operations MO [ [#|11-23-2005 12-31-9939
, 1 1 1 Caoliier . Betty Experience/Education Level  |Masters degree + 1 yrof r. | 11-15-2005 12-31-9333
0 1 1 Callier Clerical/S ecretanial duties WES =
1 En
1 2 Cooper , Samson D Postal operations WES =1
1 2 2|Harris Harriz , Latricia n Expenience/Education Level |2 prs of Collzge + 3 wis of... [ 12-12-2005 12°31-8993
1 2 2 Haris . Latricia n Postal operations YES ¥ [#|12-12-2005 12-31-3333 o
1] 2l 2 Harriz . Latricia n Cashier skill: MO I [#|12-12-2005 12-31-9339
o2 2 Harris . Latricia n Clerical/S ecretarial duties WES [C&=|1212-2005 | 12-31-3993
1 2 2|Harrod Harrod . Daniel Experience/Education Level  [HS Diploma + 7 prs relate. . [~ | 12-068-2005 12-31-9333
1 2 2 Harad , Dariel Postal operations YES [ [ 12-06-2005 12-31-9333
o2 2 Harrod . Daniel Cashier skils WES [ [#|12-06-2005 | 12-31-3993
1] i Harrad , Daniel Clerical/S ecretarial duties WES [ [+ |12-08-2005 12-31-9339 =
1 2| 1|Rodtnick Rodtrick. . Diane Experience/Education Level  |Bachelors degres ¥ [~ |11-20-2005 12-31-9999 a
1 2 1 Rodtnick . Diane Postal operations YES ¥ [#|11-30-2005 12-31-3333 d -81
Q
=
[EQ& 1T 00] = [s2pappld [INS [ 1806 7
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Created by
SAP America

Accelerated SAP

Title:
Organization/Area:
EUP Category:

BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004
Responsibility: Recruitment Status:

1.13b) A standard File Download window will appear:

You may click “sav

superior or to the Degn’s office for review).

Click “Op

Document Viewer Edit  Goto  System  Help)

® Document Yiewer Original applicasions via Inte

n” to see and\print it

" to save document to your C/Drive (important if you need to send itto a

gl -im¢ee ckk/anaa@n|e@

Dol @B P W 6@ 6 NG a 0-HPH-~

i/ start J - iEleXG)

x|
From: CNDocuments and SettiNgstswardnormaneilocal 5.,
Save | Cancel I

[V Always ask before apening this type of file

v

While files from the Internet can be useful, some files can patentially
harm pour computer. I you do not trust the source, do not apen ar
zave this file. What's the risk?

=]
=3
(=]
o]

=

HOS0I
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Y
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)
Organization/Area: Human Resources/ Recruitment

Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004
Responsibility: Recruitment Status:

1.13 ¢) 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 4™ icon in the bottom left corner — cursor-activated title is “reading layout”

™ Document Viewer  Original applications via Internet

E
3ix

Document Yiewsr Edit Goto  System  Hep

@ TFiplcee/ oKk /enaamm @

N ae2H BE- hAG-a 0-O02 T-< B-EH-0

Final Showing Markup  » Show~ | 9% 93 v~ &k ~ | a7 . = QB
[ EENEEEE TN S SRR EREE EEEN R SRR SRR RRY. a
SAMSON D. COOPER i
123 Main Street / Balboawille, Arkansas (501) 914-1234
72809

CREDENTIALS:

Johs-for-&11 Technica] Institute, Jessieville, AR 1999 -2000: Certificate in Dog Science

Certified Dog Kennel Operator — License Pending
PROFESSIONAL
Dogs R U, Fountgin Lake, AR 2001 to 2004

Cat’s Meow Salof, Pineville, AR 2004 to present

OTHER

1 was secretary of the Animal Lovers of America, Jegsiville chapter.

=l

Py
=
@ o
5
EEEE RN | a
=

Reading Layout |EQA [2) 100 |sapapp09 \INS \ 1613 %

dsa| |0 @®© O @] 2o eds e | aF ] e | Eu. | Ew. | &0 | Ble [0 | S el [0 RWE 413pm
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Created by
SAP America

Accelerated SAP

BUSINESS PROCESS PROCEDURE

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

EUP Category:

File Name:

Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2094

Responsibility:

Recruitment Status:

1.13d) From this view, click the normal printer icon to print the resume.

Use the Green Ba

"™ pocument Viewer friginal applications via Internet - |ﬁl|l| &
Docurnent Viewer Edit /Goto  Swstem  Help Q

Zk Arrow to move to the next screen (short profile)

g/ ~1adce 2Mpanaa @0 @

/

distart| | & (0] @ ©

0 “{@[ﬁ%fﬂ|ﬁf@-|ﬂvi O-0'% @-= M- &-H
Q = | @gocument Map EThumgnai\s | 34 Find... ﬂ&esearch..‘ |@‘l '4 | @ | H Close !  Final Showing Markup = Show = | 9 ?} -Q - }5} ~ | i3 | _@ == B

Screen L aof 1

SAMSON D. COOPER

123 Main Street Balboaville.
Arkansas (501)914-1234

72909
CREDENTIALS:

Jobs-for-All Technical Institute, Jessieville, AR 1999
-2000: Certificate in Dog Science

Certified Dog Kennel Operator — License Pending
PROFESSIONAL HISTORY:

Dogs R U, Fountain Lake, AR. 2001 to 2004

Car’s Meow Salon, Pineville, AR 2004 to present
OTHER

I was secretary of the Animal Lovers of America,
Jessiville chapter.

“ o on|d
LOSOLNH
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

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.

™ Display Text:
Text Edit Goto System Help

Gl @ CFieleceae DH®E DhLO | BE|®@

Cooper , Samson D
#1 Lakefront Circle
Balboaville AR 71989

SSM:444332222
Telephone: 5819151234
E-mail:

Education:

from 81-81-2665 to 03-81-20685: External coursefsemi fndvanced
Training for Pan
Certificate: With certificate

from 89-81-1995 to 85-81-1999: High school Jessiville High School
Certificate: Diploma

from 81-81-268681 to B6-81-28682: Technical school Jobs-4-all
Technical Inst

Certificate: Attended

Branch of study: Other

Qualification -> proficiency
CKO Certified Kennel Operator -> Eligible to apply

Postal operations -> YES

HOS0I

[~

[EQA 17 (100)~ [sapappdd |IM5 | 1618 /4
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

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”

™ pisplay Text:
Text Edt Goto | System Help

|l g== loge CH®/onoa DE|@

End Session

User Profile

Services

Utilities

List Frink Chrl+p |

Services for Object Find. .. Chrl+F

Iy Objects 3 Office Folders

Cwn Spool Requests Send Repatt Tree
List Header L e

Own Jobs
Short Message
Co status...
# Log off
Barvoaorrre-wn—rTvi?

SSMH:4hu332222
Telephone: 5819151234
E-mail:

Education:

from 81-81-2865 to 83-81-20085: External coursefsemi Advanced
Training for Pan
Certificate: With certificate

from §9-81-1995 to B5-81-1999: High school Jessiville High School
Certificate: Diploma

from 81-81-2881 to B85-81-2882: Technical school Jobs-4-A1l
Technical Inst

Certificate: Attended

Branch of study: Other

Qualification -> proficiency
CKO Certified Kennel Operator -> Eligible to apply

Postal operations -> YES

=l

[EGA (1] [A00) [sapapp0d [INS | 1620 %

v |[@oie Eer| | 4]l (O]9 2 ME 4200

yososamy

£
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

1.14c) Choose the format for the export.
Documents are best saved in rich text format.

Then click green arrow

™ Display Text:
Text Edit Goto  System  Help

gl  TFiml\cee Cikmnan 7w

Cooper , Samson D
#1 Lakefront Circle
Balboaville AR 71989

SSM:444332222
Telephone: 5819151234

E-mail: - gave list in fil e x|
Ity which format shbuld the list -
be saved ?

Education:

from 81-81-20685 to 83-81-2085% O Unconvertgd

Training for Pan O Spreadshd

Certificate: With certificht
@® iRich text format:

from 89-81-1995 to 65-81-1999: () HTML Format

Certificate: Diploma O Copy to Clipboard

from 81-81-20081 to B6-01-2082:
Technical Inst

Certificate: Attended | 8|
Branch of study: Other

1

Qualification -> proficiency
CKO Certified Kennel Operator -> Eligible to apply

Postal operations -> YES

[~
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Created by

SAP America Title:

Organization/Area:

Accelerated SAP EUP Category:

BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004
Responsibility: Recruitment Status:

1.14d) Choose location for saving this document:

This is normally within your file structure on your C/ drive

Click “save”

™ Display Text:
Text Edit Goto  System  Help

gl Sim¢ceec chiR/anaa@F|e

2
Cooper , 35 | )Asap |2 DLl [Z)HRProd
1 Lakefra |)ashley_files (L2 DISCOVER 21386
Balboavill |=jeackUp I Documents 1 Mail
{)bak | ) Documents and () Mailboz Skuf
SSH:h44337 |C3)BUDGET I[CDRIVERS )My Downloa
TeleElhl:lne: \sdel () FirstClass 120 My Music
E-mail: |
| | i |
File narne: |
Education:
Save &3 lype: IHich Text Fomat (“RTF] j Cancel
from 81-61 pa
Training for Pan O Spreadshest
Certificate: With certificat

@ Rich test format

from 89-61-1995 to @5-81-1999: I () HTML Format
Certificate: Diploma O Copy to Clipboard

from 91-81-2081 to 86-81-2862: 1
Technical Inst

Certificate: Attended | 8|
Branch of study: Other

Qualification -> proficiency
CKO Certified Kennel Operator -> Eligible to apply

Postal operations -> YES

HOS0I
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

1.14 e) Click green Back arrow to return to SAP and other applicants.

" pisplay Text:
Text Edit Goto System Help

G| ~etaee DHR anhoanBEE| @

Cooper , Samson D
#1 Lakefront Circle
Balboaville AR 71989

SSH:444332222
Telephone: 5819151234
E-mail:

Education:

from 91-81-2085 to B83-81-20085: External course/semi Advanced
Training for Pan
Certificate: With certificate

from 89-81-1995 to 05-81-1999: High school Jessiville High School
Certificate: Diploma

from 81-961-20061 to 05-01-2002: Technical school Jobs-4-All
Technical Inst

Certificate: Attended

Branch of study: Other

Qualification -> proficiency
CKO Certified Kennel Operator -> Eligible to apply

Postal operations -> YES

=l
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

1.15 See moreresume’s and profiles
Repeat steps to see more resumes and short profiles.
To exit process

Click green back arrow or red X

™ Find Objects for Qualifications

List Edit Goko Settings System Help

g rtiwleecur/enaamn e
$| Display ariginalz ~ Short profile Assian vacancies ‘E g | [ [ Choose  [G Save |

Find Objects for Qualifications
Key date 12-19-2005
Qualifications Experience/E ducation Level
Postal operations
Object types in sear  Applicant, extamal
Applicant, internal
. Last name £ iciency i ==l
; b '
1 2 2 EBrooks , Billy Clerical/S ecretarial duties TES mird -2005
1 2 2 Brooks , Billy Expenience/Education Level  |Bachelors degree + 171 or... [ [T 12-01-2005 12°31-8993
1 2 2 Brooks . Billy Postal operations YES ¥ [#|12-01-2005 12-31-3333
1 2| Z|Callier Collier , Betty B Cashier skills ES [C[#|11-29-2005 | 1221-3933
1 2 2 Callier . Betty B Clerical/S ecretarial duties YES [ [#|11-23-2005 12-31-9939
1 2 2 Collier . Betty B Experience/Education Level  |Masters dearee + 4 yrs of [~ 11-23-2005 12-31-9333
1 2 2 Callier , Betty B Postal operations MO [ [ 11-29-2005 12-31-9333
1 1 1 Collier . Betty Experience/Education Level  |Masters dearee + 1 yrof 1. G| 11-15-2005 12-31-9999
1] 1 1 Callier , Betty Clerical/S ecretarial duties TES [ [#|11-15-2005 12-31-9399
1 2 Cooper Cooper , Samson D Expenience/Education Level  |HS Diploma + 7 prs relate. . [ [T 12-19-2005 12°31-8993
1 2 Cooper , Samson D Fostal operations YES ¥ [#|12-13-2005 12-31-3333
1 2 2|Harrig Harris , Latricia n Experience/Education Level |2 prs of College + 3 ws of... [ [7)12-12-2005 12-31-8939
1 2 2 Harriz , Latricia n Postal operations YES [ [#|12-12-2005 12-31-9939 T
1] 20 2 Harriz . Latricia n Cashier skills MO [ [#|12-12-2005 12-31-3333
0 20 2 Harriz . Latricia n Clerical/S ecretanial duties WES 7| 12-12-2005 12-31-9399
1 2 2|Harrad Harrad . Daniel Experience/Education Level  [HS Diploma + 7 prs relate. . [~ 12-06-2005 12-31-9999
1 2 2 Harrad , Dariel Fostal operations TES ¥ [+ | 12-08-2005 12-31-9399
oz 2 Harod , Daniel Cashier skils WES [ [#|12-:06-2006 | 12:21-8993
o 2 2 Harrod . Daniel Clerical/S ecretarial duties YES [C[#|12-06-2005  1231-3333 =
1 2 1| Rodtnick Raodtrick , Diane Experience/Education Level  |Bachelors degres [ [ 11-30-2005 12-31-8333 o
1 2 1 Radtnick , Diane Postal operations YES ¥ [#|11-30-2005 12-31-9939 LI é
Q
=
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Created by
SAP America

Accelerated SAP

Title:
Organization/Area:
EUP Category:

BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004
Responsibility: Recruitment Status:

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.

e Capture the person’s applicant number from step 1.9 above

™ Find Objects for Qualifications

Search Edit Goko  System  Help

gl -ldcee ChHianaa AF|0

yososamy

@ &
- | El m | Y Qualifidations I Restrict to object types  Festrict further | Avvailability
Find b
berm
-[H) Stucture search
fadt Job \ W
8 Task
@ Requirements profile [LO) v H [‘ﬁl] IH JEI L Q | @
f Wk center Mame of employee or a...(Appho. ° |Start date ([End Date 1=
@ Campany I R S 10041227 11-29-2005 12-31-5993
@ Contact persan Sue , Betly 00041226 11-26-2006 12-31-9359
@ Extemal perzon Lurion , Darryl W 00041225 11-21-2005 12-31-9999
@ Planned staff requirement wayne . Roderick 00041224 11-21-2005 12-31-9939
@ Capacity [Logistics) Barfoeld . Amanda 0041223 11-21-2005 12-31-9939
= Hadrick . Mésion 00041222 11-21-2005 12319339
&g aTF B 2B - | il Handy , Roderick J 00041221 11182005 12-31-9999
IcnnlslaluslNamE |Eng|ID |Vahd fre (I Collier . Betty 00041215 11-15-2005 12319939
=] m |ADMINISTF|ATIVE SECHETAHY|KD41 |S 50002883|D1-D1-2 Harrad . Daniel 00041214 11-14-2005 12313339
test . Eddie ooo41208 11-02-2005 12-31-9999
Jones . KeMeith A 00040958  10-19-2005 12319939
Spears . April N 00040956 10-19-2005 12-31-9333
Wikson | Yvette 5 00040957 10-18-2005 12-31-9393
Robertson . Yinginia £ 00040943 10-18-2005 12319339
Burchfield , Shannon R 00040913 10-17-20058 12-31-9333
Austin ., Rebecca R 00040912 10-17-2005 12319939
‘Wwialker . Lakisha M 00040820 10-11-2005 12-31-3333
Johninson |, Erika D 000407395 10-10-2005 12-31-9393 =
175 Entties Found A
B
[EQ& 1100 = [sapappld [INS [ 11200 4
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Title:
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BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2094
Responsibility: Recruitment Status:

1.16 b) From the main menu:

Open PB20, Display Applicant Master Data

e Human Resources> Personnel Management> Recruitment> Applicant Master data> PB20 —

Display
OR

e Type “PB20" into text box (You may add this to your favorites)

™ cAP Easy Access
Mernu Edit Favorites /Extras  System Help
& | [Fe Heage DHE Do BE|@

GE & EB 2| v -

7 Favorites

E@ SAP menu
- (] Office
- (] Croze-Application Components
H- ] Logistics
3]
-]

e [

[J Accounting

=--{Z¥ Human Resources

@ PPMDT - b anager's Desklop
=Y Personnel Management

? ] Administration

B -3 Recruitment

B 123 spplmaster data

172 PE1D- Iritial data et
@ PEA40 - spplicant actions
2 PB30 - Mairtain

I

(T Bulk processing

(0] Applicant activity
7 Selection procedure

[0 Sdvertising

-7 Info System

[ =

)
)
3)
3]

- (] Persornel Development

- (] Benefits

1 ] Compensation Management

- (] Personnel Cost Planning

- (] Management of Global Employees
- (] Budget Management
-] Pension Scheme

o [ e e [ [

A7 Time Management

- (] Payroll

- (] Training and Event Management
-] Orqanizational Management

m-E-E-E

Aistart| | & 0] B ©

| | O] tnbox - Micr... | L NEW BPPSF..

[EQA 1) (100)~ [sapappld |IN5 | 0753 /4

o 547 Logon ... | B pee creatin... |[qg) 5AP Easy... | #| e 00 2EE 753am
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

1.16 c¢) View applicant characteristics as entered via web page

You may open any infotype where green check indicates information is present

™ pisplay applicant master data

Appl. master data  Edit Goto  Extras  Auxiliary Functions  Settings  System  Help

g  -lWcee 2hknnha @RD@

S¢ 2 Short profile

Applicant no. PH 227 ﬂ
Empl./appl. name |Hormalson , James E
App.group F Active [external] Perzonnel area Im University of Arkansas Medical
App.range ,ﬁ Technical Overall status |1_ In process
Applicant data eriod
4000 Applicant Actions ® Period
m 4001 Applications Fr.
B 0001 Organizational Assignment To
i 0002 Personal D ata O Today
|| 0006 Addresses O al
4002 W acancy Assighment [ e e

0022 E ducation ) Tacurent date

=1

0024 Skills
[ | 0077 Additional Perscnal Data

Direct

Infotype: 0023 OtherPrevious Emplayers STy

yososamy

[EGA (1] [A00] = [sapapp03 [INS | 0953 7

distart| | @ (0] B © | Olmboe...| Canewe.. | T 17056 . | ad 541 [ o Displa.. &juans.. | Eiwecr.| | é|_4.;g9 A EE 1000 a0
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BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004
Responsibility: Recruitment Status:

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]

™ pisplay 0006 Addresses
Infobype Edit Goto Extras  System  Help

g TSiwceecikanalinme
S
Appno.} 31227 Mame Hormalson , .James \E
Lpp.group |T Active [externall Pers.area ’m University af Arkansas\qedical
Apporange ,E Technical Overall stAt F In process
St [11-29-2805 |127{—9999 thng [12-12-2885 [DH_ENTRY
Address ype Permanent raswdeg{e j
c/o
Houze no. and street 123 main slreff
Postal code / city 72222 Little Rock
Diistrict
Cantan/region W}Arkansas
Country Kep s, j
Telephone number 15229123
Dther icati data
Typesno. 1 [ceLC 5012477797
Typesno. 2 [TELs 5812259555

Other Employ Data

Have pou been convicted of a felony in the last 5 yrs

Will pou wark shifts?
Ratate Weekends? I_

distart| | @ (0] B ©

If 50 Explain DOG-HAPPIHNG

Have pou ever been emplayed by LAMS? I_

If 50, From To I

Department™? Supervisars Mame

[ 72z [X se1tp [X 11p7a [¥samp [N 7ame [ w7a [
r

Weekend Option?

Safill et arrent tarnaram srnlaoment beanak &M S Temnnram Servires ar PRA?

I =]

[EGA& (1] [A00] [sapapp03 [INS | 0758 7

BEE =ous0

yososamy

| [l mbox- vier, | 5 new erese... | TRl @ 547 Logon .. | E)err creatin.. [ a5 Display 00.. | | i (O] 2 ME 7:50.am
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EUP Category:

BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 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)

™ Overview 0022 Education

Infobype Edit Goto Extras  System  Help

gl CFielcee MR DDLoD | RE @

=
App.no. 31227 Mame Hormalson , James E
Lpp.group |T Active [externall Pers.area UANS University of Arkanzas Medical
Apporange ,E Technical Overall stat F In process
[ Choose ﬂ1—l]1—18[|[1ﬂ to |12—31—9999 STy. I
Start date End Date EE | Educ. est. text C | Certificate text Cty | LI ﬁ
01-01-2004 12-01-2004 14  |Estemnal course/semi U3 |Diploma us =
01-01-1933 12-31-2000 5 |Technical school U2 |Final certificate us —]
01-01-2001 05-01-2004 8  |University/college U1 |Attended us
01-01-2000 01-01-200 8  |Universiy/college 22  |Doctorate us
Kl | [+]
=
Eritry |—1 of & Q
o]
17]
Q
=
[EQ& 1100 = [sapappld [INS [ 1023 4
dstar| | @ 0@ © | [Ofmeo | Cavew.. | EIETE orea.. | wh 500 (o over. E1uam. | Bere . | @tsan . | | £ ied (01D 2 WE 1023 am
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

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, an
Nurse Recruitment for follow-up

f YES, you need to contact

™ pisplay 0023 Other/Previous Employers
Infobype Edit Goto Extras  System  Help

Gl  TFiweeaee DHE anaa RE| @

o2
fEppno.} [ w1227 Name Normalson , James E
App.group |T Active [externall Pers.area ’m University of Arkanzas kédical
Apprange ,E Technical Owerall stat F In process
Starl [e3-01-2608 o [12-31-9999 chng |11—3[y&’|nu_£mnv
Other/previ: ploy
Employer K-9 Kid Kare
Country Kep Usa =
Additional fields
Citg Jessivile
State W
Zip Code 71918
Pozition Held RSSISTRNT)ﬂIMnL TECHNICIAN
Salary Info 58
Supervisors Mame DR. IA CHILDS
Telephone number W%
Duties Performed AUE BATHS TO DOGS; WALKED THE DOGS; PETTED THE DOGS; BRUSH.
Reazon for Leaving / I'M an CAT LOVER
Mursing Applicant Information
Referring[Ref] EE Mame I I
RefEEDept | RelEE Phorett |
Emploped by another state agency? I_ Where?
=]
Has your nursing license ever been revoked, suspended, voluntarily surrendered Q
placed on probation, or any other negative actions that would affect vour 8
liransa? [ ties wihai? | 1= ,5_’,_.
[EQa 1100 ™ [s2pappds (NS [ 0812 4 |
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

”

Inforypte 0024 — Skills — shows information from the web page for “qualifications

= applicant: Display Profile (D1-01-1800 - 12-31-9999)
Qualifications  Edit Goto  Wiew  Settings | System  Help

gl = rFlielcae e anon DR @

{Appno.! I 31227 Name Normalson , James E
Lpp.group F Active [externall Pers.area UANS University of Arkanzas Medical
Apporange IE Technical Overall stat F In process
Gualifications | ﬁa Patentials I Freferences I B Dislikes | u‘”ﬂ Appraisals where appraises
Qualification Group Mame Proficiency Start date End Date Mote | User Mame Changed Dnﬁ
Accounting/Finance A& - Accredited in Accountancy Eligible to apply 12-87-20808512-31-9999 DH_EHNTRY 12-87-208 « |
Experience with Education Experience/E ducation Lewve| M asters degiee 11-29-20085(12-31-9999 DH_ENTRY 12-86-20
General Cashier skill: YES 12-12-2885(12-31-9999 DH_ENTRY 12-12-28
General Clerical/Secretanial duties WES 12-87-2008512-31-9999 DH_EHTRY 12-87-28
Geheral Paostal operations ES 11-29-280512-31-9999 DH_ENTRY 12-82-28
[+]
[« ] »
BB O|a2= al= S =
E.
o]
17]
Q
=
[EQ& 11 00] = [s2pappld [INS [ O7BS 7
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BUSINESS PROCESS PROCEDURE
Created by

SAP America i Creating a Qualified Applicant List (PBAG)

Organization/Area: Human Resources/ Recruitment
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

You can Click on “Short Profile” to see resume and “short profile” summary of web entries:

™ pisplay applicant master data

Appl. master data  Edit  Goto FXxtras  Auxiliary Functions  Settings  System  Help
) — Imcee CHE DoLD BB @

-
S¢ 2 Shor profile

Applicant no 31227 El
Empl./appl. name Hormalson , James E
App.group F Active [external] Perzonnel area Im University of Arkansas Medical
App.range ,ﬁ Technical Overall status |1_ In process
Applicant data | E:-IT Period
4000 Applicant Actions ®) Perind
m 4001 Applications Fr.
m 0001 Qrganizational Assignment To
i 0002 Personal D ata ) Today
|| 0006 Addresses O al
|| 4002 W acancy Assighment @ [ e

|| o022 Education

[ ] 0023 Other/Previous Employers
| |0024 Skills

: 0077 &dditional Personal D ata

O Tocurent date

Direct

Infatype STy

LOSOL

[EQA[2) (100) 7 [sapapp0d [IN5 [ 11:22 4
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BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

Created by

SAP America Title:

Organization/Area:
Accelerated SAP EUP Category:

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004

Responsibility: Recruitment Status:

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

™ pocument Yiewer Original applications via Internet
Document Yiewer Edit Goto  System  Help -~ .

Gl  TFiweeaee DHE anaa RE| @

N a2 @0 G- 0-O02 T-< B-EH-0

Final Showing Markup  » Show~ | 9% 93 v~ &k ~ | a7 . =] = B

RN EERE TS SRR EREE EERN R TR SRR RRRY. a
I]AMES E. NORMALSON i
123 Mam Sireet Little Rock, Arkansas (501) 922-9222
T2223
CREEDENTIALS:

Johs-for-&11 Technical Institute, Jessieville, AR 1999 -2000: Certificate in Dog Science

Certified Dog Kennel Operator — License Pending

PROFESSIONAL HISTORY:

Sonic Drive In Malvern, AR Lead Cook, 1996-1939

Malvern Tines, Newpaper carrier, Rural Route 175, 1996-1995

“«on|d

LOSOL

BRI |
[EQA[2) (100) 7 [sapapp0d [INS | 0204 7

i start J a8 lj €] ® J lgllnbnx-... | | MEW BPP... | 4 SRermnd..‘l d SAPLDgo...I @BPPCrea...l ;'DlsplayT... ||‘_|Docume... J és |d lj@ }S. 2:05 AM

Last changed on: Last changed by: Version: 1.0

1/11/2006 SAP

32 of 34




Created by
SAP America

Accelerated SAP

Title:
Organization/Area:
EUP Category:

BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004
Responsibility: Recruitment Status:

“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.

™ pisplay Text:
Text Edit Goto System Help

@ |l TR e SHE ahan R @

123 main street
Little Rock AR

SSMH:123456789

E-mail:

Education:

threats
Certificate:

Technical In
Certificate:
Branch of study

Certificate:
Branch of study
Other

Certificate:
Branch of study

& start Jg ENe X0

Hormalson , James E

f2222

Telephone: 5815229123

Diploma

Final certificate

: Agriculture - Food Science

Doctorate

: Other

Attended

: Architecture

from 81-81-20804 to 12-81-2004: External course/semi management by

from 61-81-1999 to 12-31-20086: Technical school Jobs-for-all

from 81-81-26808 to 81-81-2801: University/college X¥Z College

from 81-81-2001 to 05-81-2004: University/college ABC college

OSOIH

=l
]

[EQA 17 (100) 7 [sapapp0d [INS | 0809
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BUSINESS PROCESS PROCEDURE

Creating a Qualified Applicant List (PBAG)
Human Resources/ Recruitment

File Name: Creating a Qualified Release: March 25, R/3 4.6C
Applicant List (PBAG) | 2004
Responsibility: Recruitment Status:

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

END/01-11-06

Last changed on:

Last changed by:

Version: 1.0 Page:

1/11/2006

SAP

34 of 34




	1.1 Changing personal settings on transaction “PPUP” 
	On the screen “Settings for Personnel Development”,  under Qualifications and Requirements 
	Check the box “Include alternative qualifications  
	Click the box “permanent”  
	 
	This returns you to the main SAP menu 
	1.2. Access PBAG transaction by: 
	1.3. On screen “Vacancies” 
	1.4. On screen “Applicant Screening” 
	Click on the tab “Restrict further” to continue the search 
	1.9. This is the list of all applicants that have applied for this position: 

