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Introduction

Use this procedure to complete the Organizational Unit Request Form.

Process
This task is a part of the Organizational Management process.
Trigger

Perform this procedure whenever you need to request a new organizational unit.

Prerequisites

Access to the Portal (Ensure pop-ups are allowed for this site)

Understanding of the purpose of an organizational unit

Understanding of the Enterprise Structure: Personnel Area and Personnel Sub-Area
Understanding the inheritance principle and relationships

Have the proper security roles

Ability to review Organizational Units you are authorized to maintain

Basic understanding of how to use Microsoft Office Excel

Menu Path
Use the following menu path to begin this transaction:
e Manager Self-Service # Organization ® Organizational Unit Request Form
Transaction Code
None
Tips and Tricks

¢ Attimes you may need to use your scroll bar to view additional information.

¢ When downloading the Organizational Unit Request Form from the portal, you will be asked
to save an Excel file. If you receive any other file type (for example, zip), contact your system
administrator to notify them of the error and contact HR Organization Management for the
form.

e The form may be updated at any time. Download the form for a request or set of requests,
but do not store a copy of the form and re-use it weeks later for another request.

o Do keep a copy of the request until you have confirmed that the changes requested are
reflected in the portal.

¢ Remember to send the request to the individual responsible for processing the form.

Reports

None
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Procedure

1. Start the transaction using the appropriate form name, portal, or transaction code.

BUworks Central

,‘-'\ - http://uspdbw20.bu.edu:50000/irj/ portal?Navigation Target=/irj/servlet/prt/portal/priroot/pcd3a213apc. * . n
File Edit View Favorites Tools Help

75 Favorites | = UMBC Transit - Transit Vis... g | Web Slice Gallery @ Project Nirvana g | BU Works SAP EUT Project SAP Web GUI Radic (§y View Publishing Queue =

B Home - DPO | |

Log off

Welcome to BUworks Central

A personalized view of University resources designed to help you
manage your daily work.

Learn the System
Employee Learning Solutions can show you the way.

m

Boston University's Employee Learning Solutions offers a variety of training options to
help you get up to speed guickly. Learning programs available to Boston University
employees include:

* OndJine Self-Study — computer-based tutorials demonstrating specific SAP
tri ti using a detailed step-by-step approach. 2

BUworks Program Website

= Vlirtual Training — utilizes a web-portal to provide a mix of training 2

R . h Blackboard — Employee L earning m
simulations, as well as web meetings.

Solutions
= Classroom Training — traditional instructor-led training to help you learn the ) T e e (BT
. lraining Wanager — Lourse
finer points. Registration
Access the Employee Learning Solutions website for reference materials and A uPerform — End-user Reference
schedules. W
A Burinaee |inl S

2. Click the Manager Self-Service tab .
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Manager Self-Service

)

‘€ . http://uspdbw20.bu.edu:50000/irj/ portal?Mavigation Target=/irj/servlet/prt/portal/priroot/pcd %213apc + Google Pl

File Edit View Favorites Tools Help

77 Favorites | 9 UMBC Transit - Transit Vis... @ Web Slice Gallery @ Project Nirvana g | BU Works SAP EUT Project SAP Web GUI Radie iew Publishing Queue =

BB Team - DPO | |

BUworks Central

Request Tracking [Z]
-
mlmmw Request Tracking
Tracking Number =  Initiator Reguest Type Affected Person/Object Reguest Date Status Curren|
L ETEE LT LTS || eooo01328 Dr. Jane Smith  Leave OF Absence Request Ms Janet Jones 07.062011  Completed
7 AR ey J 5000012368 Dr. Jane Smith Leave Of Absence Request M= Janet Jones 01.06.2011 Completed
Hiring Forms J 500001172 Dr. Jane Smith =~ Position Revision M= Janet Jones 27.05.2011 Completed
Personnel Actions J 600001056 Dr. Jane Smith  Transfer Ms Janet Jones 25052011  Submited Cecie
J 500000973 Dr. Jane Smith = Termination Tom Wallace 24.05.2011 Completed
J 500000521 Dr. Jane Smith = New Recurring Pay ts & Deducti Paul Robi 14.04.2011 Submitted ~ Workfl

Display Histo Display Form | [ Refresh | [=]
. ]

Team Calendar

Display Data for: |Direclhr Subordinate Emplnyees|V| for: |June |'| in: |2011 |v

2011 June
Wed Thu Fri Sat SunMon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun M
01 02 03 04 05 06 OF 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 2

3. Click the Organization tab .

=
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Organization

£ Crganization - DPO - W

File Edit View Favorites Tools Help

Organization - DPO

77 Favorites | 9 (‘:_) UMBC Transit - Transit Vis... @ Web Slice Gallery (& Project Mirvana & | BU Works SAP EUT Project SAP Web GUI Radic (§y View Publishing Queue =

Team Organization Overview

Services

Organizational Overview
= Organizational Profile
= Position Profile

Organization
= VWiew Organizational Chart
44— QOrganizational Unit Request Form

Organization Management Actions
= Create Posttion

= Maintain Position

= Delimit Position

Log off

4. Click the Organizational Unit Request Form link to open and

File Download
File Download | —]

Do you want to open or save this file?

Mame: OM_Org_Unit_Request_Form.xls
HHL l

Type: Microsoft Office Excel 97-2003 Worksheet, 80.5KB
From: www.bu.edu

Open || Save | {—€ameat——

Always ask before opening this type of file

save the form.

harm your computer. f you do not trust the source, do not open ar

|?’ While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

Last Modified:10/23/2015 4729
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S Click the Save button to save the document to your computer.

Save As

(I > computer s ODk(C s doma s 1) =

Organize » MNew folder

Mame Date modified

4. Favorites

6 Bl Desktop . RWD_uPerform_Client 4.10.1 2/21/2011 9:24 AM File folder

4 Downloads

L
Z=il Recent Places

4| o Libraries

I» @ Documents
[ J‘i Music

I» =] Pictures

> E Videos

PR Computer

File names

Save as type: [Micrusuft Office Excel 97-2003 Worksheet

= Hide Folders

6. Click Desktop to select your desktop as the save location.

ﬁ You have the option to save the form in a preferred location.

N 5/29 Status:Final w/o SME Review
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D8 I | ¢ [ SearchDeskis P

Organize * Mew folder

W Favorites [

“— Libraries
Bl Desktop I
'
&

Systemn Folder ]&
& Downloads
| Computer , Network
| System Folder I System Folder

Kitbur, Karat
System Folder

1= Recent Places

- Libraries

Helpdesk BUworks Doc Standards

File folder

[ Documents File folder
J‘i Music :

[=| Pictures CSC Docs
H videos . File folder

GRRM_SIF01AGeT
File folder

1% Computer l Organize me! Y Other RWD Docs

File name: OM_Org_Unit_Request Form.xls

Save as type: | Microsoft Office Excel 97-2003 Worksheet

~ Hide Folders 7

Click the Save button B to save the form to your desktop.
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Organization
€ Organization - DPO - e ———]

: it/ /uspolon20.buseuS0000/ i/ portal NavigationTarget=/ i/ senlet/pt/ portl/przoot/pedi213apc + |
‘_‘ 0 E8 http://uspdbw20.bu.edu: [irj/ portal?NavigationTarget=/irj/servlet/prt/portal/priroot/pc apc l Goog.

File Edit

View Favorites Tools Help

i Favorites | i3 () UMBC Transit - Transit Vis... & Web Slice Gallery + (8 Project Nirvana ] BU Works SAP EUT Project E SAP Web GUI [ Radio (8 View Publishing Queue

Organization - DPO | |

Log off

Team Organization

Services

Organizational Overview
» Organizational Profile
» Position Profie

Organization
= View Organizational Chart
= Organizational Unit uest Form

= Create Position
= Maintain Position
= Delimit Position

8. Click the Minimize button E to minimize the web browser and view your desktop.

P 7129 Status:Final w/o SME Review
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Double-click the OM_Org_Unit_Request_Form.xls file to open the form document in the
Excel application.

8/29 Status:Final w/o SME Review
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Microsoft Excel

OM_Org_Unit_Request Form.xls [Compatibility Mode] - Microsoft Exce
Home Insert Page Layout Formulas Data Review View '@ - 7 Xx
= % . miror|liSes - =" B ) ! || 5= Insert - A
—j 23 Ties Mo Rom 122 AT | i = iES| y- 4 ! 3% Delete - Z! ﬁ
- A E $ - 9 %8 3%||| Conditional Format Cell e Sort & Find &
I - It l o > || ) Formatting = as Table = Styles [ Format ~ || (2~ Fiiter - Select~
Mumber Styles Cells Editing
) -0 £ |
A B . D E E G H I 1 K L M N =
: H
2 Organizational Unit Request Form
3
a
5 Select Action: | # Create/New  Modify © Delimit © Delete
6
7 Section Please read instructions before proceeding.
4
3 A Date of Request: I
10 Requestor Name: Date of Request
The date of request is the
1} Requestor Phone Number: ] APProximate date this - 10
c request is submitted to H
13 B Effective Start and End Date: (:,'ﬂm offices for
Organjz c = c processing. Please enter a

L . at?onal Uﬂlt 1D . wvalid date in the format
15 Organizational Unit Abbreviation: mm/dd/yyyy ffing spaces)
16 Organizational Unit Name:
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by Marketing Branding)
19 |€ Reports To (Parent ID/Name): /
20 Personnel Area: (drop-down)
21 Personnel Sub-Area: (drop-down)
22 Cost Center Assignment:
24 General Description (Blurb): :
H 4 rH q Form - For Office Use %1 . 0| L
Ready (=0 S— —

10. Drag the vertical scroll bar down to row 42 to view the instructions for completing the form.
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Microsoft Excel

EEIEI=N

@\ Ho- o) ‘ ‘ OM_Org_Unit_Request Form.xls [Compatibility Mode] - Microsoft Excel
i :

Home Insert Page Layout Formulas Data Review View '@ - 7 X
_E.j ;* Times Mew Rom = 12 = | A 47| \E == :[Ag __J,’ __J,_’ %‘j[nsart S QJ . ﬁ
53 g Delete Ij'
e s u o A === (80 o ] conston pome v | gy 5 e e
Clipboard ™ Font Alignment Mumber Styles Cells Editing
| F9 - £ | ¥
| A B L D E F G H I J K L M N
1
2 Organizational Unit Request Form
3
a
5 Select Action: | ~ Create/New © Modify © Delimit © Delete =
6
7 Section Please read instructions before proceeding.

Date of Request

The date of request is the
approximate date this
request is submitted to
central offices for

t, the person listed in this section

to the best of your knowledge:

Full long name of the unit, no abbreviati

processing. Please enter a
valid date in the format
mm/dd/yyyy

the end date will default

If the organziation will be known by an acronym or referenced by some
short name. for example. the course catalog - enter the abbreviaton here
all punc

Provide at minimum, the the organzational unit 8 digit ID the new
organizational unit will report to

43 For all requests, please fill out section A If there a
a4 will be contacted

45 Data provided in Section B and C will be used to pr.
48 If you are requesting a new organizational unit,
47 Effective Start Date Date the organizati
43 to 12/31/9999 if no
49 Organizational Unit Abbreviation

50

51 Organizational Unit Name

52 Reports To (Parent ID/Name)

53

54 Personnel Area

Select the personnel area from the drop-down. If the value you are looking for

55 is missing, note the personnel area i the comment section

will be cross-

56 Personnel Sub-Area Select the personnel sub-area from the drop-down. If the value vou are looking
57 for is missing, note the personnel area in the comment section

58 Cost Center Assignment Master cost center for the new organi I unit. This assig

4 4 b M| RequestForm . For Office Use ¥ 1 -

Ready |

TEEI=E

11.

Click in the Instruction title in row 42 to review the instructions for completing the form.

Last Modified:10/23/2015

File Name:HCM_OM_RequestCreateOrgUnit-FORM.udc

10/29

Status:Final w/o SME Review
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Microsoft Excel

OM_Org_Unit_Request Form.xs [Compatibility Mode]

Home Insert Page Layout Formulas Data Review View - 3 X
o = 1 i Jnse - A
B ® || fimes NewRom - 12 - [[A0a] (B = = 7 g || 8 Insert R Eﬁ
= 53 B & - I+ Delete J' Zl
Paste B I U Sy~ A == $ - o *s0 39| | Conditional Format Cell e Sort & Find &
- 7 | — I il l il |8 ] Formatting = as Table = Styles ¥l Format ~ || (2~ Fiiter- Select~
Clipboard ™ Mumber Styles Cells Editing
| F3 - - £] ¥
A B B D E F G H I 1 K L M N
1
2
3
a
12— SeleetAetion:— ~ Create/New  Modify © Delimit “ Delete =
6
7 Section Please read instructions before proceeding.
M
2
43 For all requests, please fill out section A. If there af Date of Request t, the person listed m this section
The date of request is the
44 will be contacted approximate date this
45 Data provided in Section B and C will be used to pry request is submitted to
46 If you are requesting a new organizational unit| centra! offices for to the best of your knowledge:
. . . processing. Please entera
47 Effective Start Date Date the organizati vajid date in the format the end date will default
43 to 12/31/9999 if no| mm/dd/yyyy 3
49 Organizational Unit Abbreviation If the organziation will be known by an acronvm or referenced by some
50 short name. for example. the course catalog - enter the abbreviaton here
51 Organizational Unit Name  Full long name of the unit. no abbreviations, all punc
52 Reports To (Parent ID/Name) Provide at minimum, the the organzational unit 8 digit ID the new
53 organizational unit will report to
54 Personnel Area Select the personnel area from the drop-down. If the value vou are looking for
55 is missing, note the personnel area m the comment section
56 Personnel Sub-Area Select the personnel sub-area from the drop-down. If the value you are looking
57 for is missing, note the personnel area in the comment section
58 Cost Center Assignment Master cost center for the new organizational unit. This assig will be cross-
IR q Form - For Office Use _~#1 oo m
Ready EE S— —

12. Select the Create/New radio button within row 5 to indicate that you are requesting the creation of
a new organizational unit.

11/29 Status:Final w/o SME Review
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Microsoft Excel

Home Insert Page Layout Formulas Data Review View @ - =2 X
4 - =
- = 3
Paste Ce Find &
7 Style t 2 er- Select~
Clipboard ™= Cells Editing
F9 ¥
A K L M N
1 -
2
3
a
5 Select Action: | & CreateKN ew: C Modify © Delmnit “ Delete
6
7 Section Please read instructions before proceeding.
23
9 |A Date of Request:
10 Requestor Name:
1 Requestor Phone Number:
13 B Effective Start and End Date: -
13 —a——Organizationat Bmt (8 digit TD)
15 Organizational Unit Abbreviation (max 9 characters, including spaces)
16 Organizational Unit Name:
17 (Name requested is the complete name with no abbyeviations, all punctuation. All name(s) will be reviewed by Marketing Branding)
19 |€ Reports To (Parent ID/Name): /
20 Personnel Area: (drop-down)
21 Personnel Sub-Area: (drop-down)
22 Cost Center Assignment:
24 General Description (Blurb):
W4k questForm -~ For Office Use ¥ : | m
— [EE T e===v===0]
13. As required, complete/review the following fields:
Field R/O/C Description
Date of Request Required .
q q The date the request is made.
Example:
6/10/2011
Requestor Name Required ) s .
9 q The first and last name of the individual making
the request.
Example:
Enter contact's first and last name
Requestor Phone Required o .
9 q The phone number of the individual making the
Number
request.
Example:
Enter contact's phone number
Last Modified:10/23/2015 12/29 Status:Final w/o SME Review
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Name)

Field R/O/C Description
Effective Start Date and Required The effective starting and ending dates for the
End Date o .
Organizational Unit.
Example:
7/01/2011
Effective Start Date and Required The effective starting and ending dates for the
End Date o .
Organizational Unit.
Example:
12/31/2014
Organizational Unit Required . o .
Abbreviation The abbreviated name of the Organizational Unit.
Example:
SPH TOU
Srganlzatlonal Unit Required Name of organizational unit.
ame
Example:
School of Public Health: Training Organizational
Unit
Reports To (Parent ID / Required

The ID and name of the Parent Organizational
Unit to which the new Organizational Unit will
report.

Example:

10009999

Last Modified:10/23/2015

File Name:HCM_OM_RequestCreateOrgUnit-FORM.udc
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Status:Final w/o SME Review
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Microsoft Excel

OM_Org_Unit_Request Form.xls [Compatibility Mode]

Microsoft Excel

Home Insert Page Layout Formulas Data Review View @ - 7 x
oy — — 1 Coca Jncp A
= :: Times NewRom - 12~ | A 7| [= \lil. g 5 o ;_‘:;:E j ':}:J Eﬁ
A ]| | [0 ]| oot Fome |- | - S I
Alignment Mumber Styles Cells Editing
Fi9 - (0 X « fe| 10009999
A B C D E F G H 1 J K L M N
1
2
3
a
5 Select Action: | # Create/New  Modify © Delimit © Delete
6
; Section Please read instructions before proceeding.
9 [A Date of Request: 6/10/2011
10 Requestor Name: Enter contact's first and last name
1 Requestor Phone Number: Enter contact's phone mmber
13 B Effective Start and End Date: 7/1/2011 - 12331320145
14 Organizational Unit ID: (8 digit TD)
15 Organizational Unit Abbreviation: iSPH TOU (max 9 characters, including spaces)
16 Organizational Unit Name: School of Public Health: Training Organizational Unit :
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by Marketing Branding)
1lc Reports To (Parent [D/Name): 10009999 / 14
20 Personnel Area: (drop-down)
21 Personnel Sub-Area: (drop-down)
22 Cost Center Assignment:
24 General Description (Blurb):
I 'm q Form - For Office Use 2 |I_- 1L
Enter u EHO —

14. Click in the second Reports To (Parent ID/Name) field.

Last Modified:10/23/2015

File Name:HCM_OM_RequestCreateOrgUnit-FORM.udc

Status:Final w/o SME Review
© Boston University
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Microsoft Excel

OM_Org_Unit_Request Form.xls [Compatibility Mode] - Microsoft Exce

Home Insert Page Layout Formulas Data Review View = ¢
E # Times NewRom - 12~ | A a"| |5 =0 :Tlsz= il
= 53 : = — |l ﬂ - e = Delete
e g | A B - | (oo o ol o, Toe | Eromat-
Clipboard ™= Font Alignment Mumber Styles Cells
H1g - £ |
A B c D F G H 1 J K L M N
1
BOSTON S - %
2 NIV ERS Ty Organizational Unit Request Form
3 L=
a
5 Select Action: | # Create/New ~ Modify ~ Delmmt © Delete
6
7 Section Please read instructions before proceeding.
5
3 A Date of Request: 6/10/2011
10 Requestor Name: Enter contact's first and last name
11 Requestor Phone Number: Enter contact's phone mmber
13 B Effective Start and End Date: 7/1/2011 - 12-'31-'20145
14 Organizational Unit ID: (8 digit TD)
15 Organizational Unit Abbreviation: iSPH TOU (max 9 characters, including spaces)
16 Organizational Unit Name: School of Public Health: Training Organizational Unit :
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by Marketing Branding)
19 |€ Reports To (Parent ID/Name): 10009999/ EI 15
20 Personnel Area: (drop-down)
21 Personnel Sub-Area: (drop-down)
22 Cost Center Assignment:
24 General Description (Blurb):
M4 M q Form - For Office Use %1
— [EEEFTNO===v=——CT

15. As required, complete/review the following fields:

Field

R/O/C Description

Reports To (Parent ID /
Name)

Required The ID and name of the Parent Organizational

Unit to which the new Organizational Unit will
report.

Example:
Enter Parent Org Unit Description

15/29
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Microsoft Excel

OM_Org_Unit_Request Form.xls [Compatibility Mode] - Microsoft Exce

Home Insert Page Layout Formulas Data Review View @ - 7 x
oy — - 1 S e 3
D e s Ea s Bl Toe 2
[oa) [E == | (o o )| oo fome 1| - | - B
Clipboard ™= Font Alignment Number Styles Cells Editing
| H19 -~ KV K | Enter Parent Org Unit Description ¥
' A B c D E F G H Y [ S S I ¢ L M N
1 =
2 Organizational Unit Request Form
3
a
5 Select Action: | # Create/New  Modify © Delimit “ Delete
6
; Section Please read instructions before proceeding.
3 (A Date of Request: 6/10/2011
10 Requestor Name: Enter contact's first and last name
1 Requestor Phone Number: Enter contact's phone mmber
13 B Effective Start and End Date: 7112011 - 1281&014%
14 Organizational Unit ID: (8 digit TD)
15 Organizational Unit Abbreviation: iSPH TOU (max 9 characters, including spaces)
16 Organizational Unit Name: School of Public Health: Training Organizational Unit :
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by Marketing Branding)
1slc Reports To (Parent ID/Name): 10009999/ |Enter Parent Org Unit Description |
16 —20 PersonnelArea: (drop-down)
21 Personnel Sub-Area: (drop-down)
22 Cost Center Assignment:
24 General Description (Blurb): :
H 4+ M| Req Form - For Office Use 1 E oo m

i [EEEo=———r—10]
16. Click in the Personnel Area field.

16/29 Status:Final w/o SME Review
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Microsoft Excel

OM_Org_Unit_Request Form.xls [Compatibility Mode] - Microsoft Exce
Home Insert Page Layout Formulas Data Review View '@ - 7 X
_-53 :; Times New Rom = 12~ \A‘ A |§ = ||ﬂ j‘ j‘lkg _J/ i:J ::Ic:c ;: fz | ﬁ
= | A = B | (oo )| oo ot 2| e | o 2 S
Clipboard ™= Font Alignment Number Styles Cells Editing
| F20 = £ | ¥
' A B c D E F G H 1 J L M N
1 =
BC E
2 UNIVE}L
3
a
5 Select Action: | # Create/New  Modify © Delmnit “ Delete
6
; Section Please read instructions before proceeding.
3 (A Date of Request: 6/10/2011
10 Requestor Name: Enter contact's first and last name
1 Requestor Phone Number: Enter contact's phone mmber
13 B Effective Start and End Date: 7112011 - 12331-’20145
14 Organizational Unit ID: (8 digit TD)
15 Organizational Unit Abbreviation: iSPH TOU (max 9 characters, including spaces)
16 Organizational Unit Name: School of Public Health: Training Organizational Unit :
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by Marketing Branding)
19 |€ Reports To (Parent ID/Name): 10009999: /|  Enter Parent Org Unit Description
17 —e—PersonnelAres: - m)
21 Personnel Sub-Area: (drop-down)
22 Cost Center Assignment:
24 General Description (Blurb):
H 4+ M| Req Form - For Office Use -~ ¥1 oo m
Ready (=o g

17. Click the Drop-down arrow E in the Personnel Area field.

Last Modified:1

0/23/2015
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Microsoft Excel

OM_Org_Unit_Request_Form.xls [Compatibility Mode]

Micro

18. Select the appropriate value from the list.

Home Insert Page Layout Formulas Data Review View
_3 j; Times New Rom ~ 12 - | A" &7 | |[F = ||i_| =t :[IAQ A i::;:e ;: 5}] . Eﬁ
A [ | ]| et ot €| e | - S S
Clipboard ™= Font Alignment Number Styles Cells Editing
| F20 = | =
I A B c D E F G H 1 J L M N
1 =
2
3
a
5 Select Action: | # Create/New  Modify © Delimit © Delete
6
z Section Please read instructions before proceeding.
3 (A Date of Request: 6/10/2011
10 Requestor Name: Enter contact's first and last name
1 Requestor Phone Number: Enter contact's phone mmber
13 B Effective Start and End Date: 7112011 - 1281&014%
14 Organizational Unit ID: (8 digit TD)
15 Organizational Unit Abbreviation: iSPH TOU (max 9 characters, including spaces)
16 Organizational Unit Name: School of Public Health: Training Organizational Unit :
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by Marketing Branding)
19 |€ Reports To (Parent ID/Name): 10009999: /|  Enter Parent Org Unit Description
20 | Personnel Area: - m)
18 =2 Charles River Campus Lrp-duwn)
2 Cost Center Assignment: DL ecical Cir
L Domestic Off-Campus
24 General Description (Blurb): Overseas
H 4 b M| RequestForm . For Office Use ¥ [N I}
Ready | (=o e

Last Modified:10/23/2015
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Microsoft Excel

OM_Org_Unit_Request Form.xls [Compatibility Mode] - Microsoft Exce !

Home Insert Page Layout Formulas Data Review View '@ - 7 X
[T (e | (S ]| st ot | - | - Pt
Clipboard ™= Font Alignment Number Styles Cells Editing
| F21 - £ | v
| A B B D E F G H I 1 L M N
1
2 =
; =
4
5 Select Action: | # Create/New  Modify © Delimit © Delete
6
7 Section Please read instructions before proceeding.
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by MarketingBranding)
19 |C Reports To (Parent ID/Name): 10009999  /  ‘Enter Parent Org Unit Description |
20 Personnel Area: BU Medical Campus (drop-down)
19 —2—1—'—-Pe1=seﬂﬂel-€rub—Ad=ea- - m)
22 Cost Center Assignment:
24 General Description (Blurb):
25
26
27
28
29
0
32D Reason for Action:
33
4 4 b M| RequestForm - For Office Use ¥ [ J
Ready_ (=0 P— —

19. Click the Drop-down arrow B in the Personnel Sub-Area field.
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OM_Org_Unit_Request Form.ds [Compatibility Made] - Micro
Home Insert Page Layout Formulas Data Review View '@ - 7 X
=3 X X . A ml=E= = == " A 1 || S=Insert - Aw
_j o Times Mew Rom = 12 ‘A A | | |Ii| = fs 5= i X perce J i Al Iﬁ
Paste - A B 5] § = % o |[%0 ;%8| | Conditional Format Cell || .. Sort & Find &
- II* il | G | __ J|7db 5] Formatting = as Table = Styles B Format~ || <27 Filter- Select~
Clipboard ™= Font Alignment Number Styles Cells Editing
| F21 = £ | ¥
A B B D E F G H I 1 K L M N
1
2 =
3
4
5 Select Action: | # Create/New  Modify © Delimit © Delete
6
7 Section Please read instructions before proceeding.
17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by MarketingBranding)
19 |C Reports To (Parent ID/Name): 10009999  /  Enter Parent Org Unit Description :
20 Personnel Area: BU Medical Campus (drop-down)
21 Personnel Sub-Area: - )
90 —22 Cost Center Assignment: RREP Faod
— o NREP Student
24 General Description (Blurb): BU Poiice
L2324 (Cler/Tech)
25 L494 (Security Officer)
L5615 (Svc Maint)
26 L8388 (Librarians)
27
28
29
30
32D Reason for Action:
23 ]
H 4 rH questForm -~ For Office Use ¥ [ L
Ready | | == oni] =

20. Select the appropriate value from the list.
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IGAEERED - OM_Org_Unit Request Formads [Compatibility Modz] = Microsoft Exce )
. Home Insert Page Layout Formulas Data Review View @ - 7 X
= '*' Times New Rom = 12 - \:ﬁ
e [ 2o o5 | - || - B SR

Clipboard ™= Font Alignment Number Styles Cells Editing
| F21 - f« | NREP staff ¥

A B C D E F G H 1 1 K L M N
1 _—
3STO o )

2 lllil\(] k’[ L(]]]\‘l Organizational Unit Request Form L
3

a

5 Select Action: | # Create/New C Modify © Delmnit “ Delete

6

7 Section Please read instructions before proceeding.

17 (Name requested is the complete name with no abbreviations, all punctuation. All name(s) will be reviewed by MarketingBranding)

19 |C Reports To (Parent ID/Name): 10009999  /  ‘Enter Parent Org Unit Description |

20 Personnel Area: BU Medical Campus (drop-down)

21 Personnel Sub-Area: NREP Staff ~ bp-down)

2 Cost Center Assignment:

24 General Description (Blurb):

25

2128 I

27

28

222

30

32D Reason for Action:

33 g

H4r M| R Form - For Office Use -~ ¥1 ] m

Ready “@@ 100% k:J ! H?J

21. As required, complete/review the following fields:
Field R/O/C Description
Cost Center Assignment Required .
9 q The ID number of the Cost Center associated
with the Organizational Unit.
Example:
2409990000
General Description Required L . .
(Blurb) P q A further description of the Organizational Unit.
Example:
Describe the purpose of this organizational unit.
22. Asrequired, complete/review the following fields:
Field R/O/C Description
Reason for Action Required . . .
q The reason the action is being run such as rehire,
absence or salary change.
Example:
New Division
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Field R/O/C Description

Comments Required Explanation or more information related to the
transaction.
Example:

Enter any additional information you would like to
share with those processing this request.

Microsoft Excel

OM_Org_Unit_Request Form.xls [Compatibility Mode] = Microsoft Excel
~ Home Insert Page Layout Formulas Data Review Wiew @ - =7 X
Office Button — = 1 5= Insert Z- A
| e Click here to open, save, or print, E”% D] 345 _.-" r i = Delete n Al Eﬁ
A - and to see everything else you can ”5? §.§| E | 3 LT Hfo'g _-_UB| C-Dn-jllan_a\ F.:..-ma_t Fi_ll e . E-JI‘E ..E\ Find &
¥ do with your document. Formatting = as Table = Styles 2| Format @2 Filter~ Select~
Cli ﬁ - bnment Mumber Styles Cells Editing
E "B tional information you would like to share with those processing this request. ¥
} F G H I 1 K L M N

1 =

2| @ Press F1for more help. izational Unit Request Form

3

a =
5 Select Action: | * Create/New © Modify © Delimit © Delete

6

7 Section Please read instructions before proceeding.
32D Reason for Action: New Division
23
34
35

16 Comments: Enter any additional information you would like to share with

37 those processing this request.

38

39
40 Once completed. please email to HR/Organization Management. You will receive an email once this action has been processed.
a1
42

43 For all requests, please fill out section A. If there are questions about the request, the person listed in this section

44 will be contacted

45 Data provided in Section B and C will be used to process the action in SAP.

46 If you are requesting a new organizational unit, please fill out the following, to the best of your knowledge: |

o] Iile‘;];J—e.t;til.:l:;rn::'l For Office Use ¥ 4 : o o T ' \l- S——

i [ EEIE-o=——————C]

23. _' Ca i
Click the Office button - . to view the Office menu.
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Microsoft Excel

ds [Compatibility Mode] = Mic
Save a copy of the document L m S Insert T—Y
(. Excel Workbook - ] o || e 3 £ r fﬁ
[EHl| Savethe file as an Excel Workbook. | $ LT H 'o'g _;Ug| Conditional Format Cell ae Sort & Find &
- — || Formatting ~ as Table ~ Styles t=-| Format 27 Filter~ Select~
ﬁ;‘ Excel Macro-Enabled Workbook Number Styles Cells Editing
[EH]] save the warkbook in the XML-based and tion you would like to share with those processing this request. ¥
macro-enabled file format.
ﬁ;‘ Excel Binary Workbook ‘ = ‘ i | L | A | 4 = M Bl
meam| Save the workbook in a binary file farmat
optimized for fast loading and saving. -
Unit Request Form
Excel 97-2003 Workbook
“H | Save a copy of the workbook that is fully
compatible with Excel 97-2003. =
ﬁ;‘ OpenDocument Spreadsheet ~ ]- = ~
it Save the workbook in the Open Document fy De t DBHB
Format.
J oreEs is before proceeding.
e 3s a POF o i
og Send b
- —1J Other Formats
F 5 ﬁ Open the Save As dialog box to select from
=£ Fublish  » all possible file types.
®
Close i T T T
tional information you would like to share with
2] Excel Options | |X Exit Excel ng this request.
38
39
40 Once completed, please email to HR/Organization Management. You will receive an email once this action has been processed.
41
42
43 For all requests, please fill out section A. If there are questions about the request, the person listed in this section
4 will be contacted
45 Data provided in Section B and C will be used to process the action in SAP.
46 If you are requesting a new organizational unit, please fill out the following, to the best of your knowledge: |
H 4 rH @mﬁiﬁ)rm ~ For Office Use ¥ b = | i
Enter | | BB OO P
H = Save As
24. gelect the Save As option l hi =% to save the completed form.
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Save As

- _
(] Save As ==
’ . | i % Users » KKITEURI » Desktop » - Search Desktop P

Crganize « Mew folder

Bl Desktop i Mame Date modified

4 Downloads - - :
| BUwaorks Doc Standards 6,/7/2011 4:06 PM File fol

, CSC Docs 3/1/2011 1:02 PM File fol
. GREM_SIF01AGeT 6/8/201112:58 PM  Filefol =
, Organize me! 6/7/2011 4:06 PM File fol
. Other RWD Docs 3/25/201112:38 PM  File fol
| Resume 5/27/2011 10:10 AM  File fal
| School 5/31/2011 3:31 PM  File fol
| Weekly Status Reports 6/6/2011 4:56 PM File fol il

;
=l Recent Places

- Libraries
@ Documents
J’ Music
[ Pictures
B videos

S| m | b

M Comniter

SR a2 MM _COrg_Unit_Request_Form.ds

Save as type: [Excell 97-2003 Workbook (*.xls)

Authors: Kitburi, Karat Tags: Add atag

[[] Save Thumbnail

“« Hide Folders

Click the Save button save to save the completed form in the desired location.

ﬁ You may want to rename the file to something specific to the request.

Confirm Save As

l : OM_Org_Unit_Request_Form.xls already exists,

=*= Do youwant to replace it?

[ Yes H—H-cr—'— - 26

26. Click the Yes button to replace the original form with the filled in request form.

You may not receive the following warning messages. This is dependent upon your
computer's current settings.
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Microsoft Office Excel
Microsoft Office Exc

Privacy warning: This document contains macraos, ActiveX controls, XML expansion pack information, or Web
l % components, These may indude personal information that cannot be removed by the Document Inspector.

27 | ok | [ canel |

27. Click the OK button to accept the privacy warning.

Microsoft Office Excel - Compatibility Checker

Microsoft Office Excel -

The following features in this workbook are not supported by earlier versions
of Excel. These features may be lost or degraded when you save this

a workbook in an earlier file format. Click Continue to save the workbook
anyway. To keep all of your features, did Cancel, and then save the file in
one of the new file formats.

Summary Mumber of occurrences
Minor loss of fidelity P
A table _style iz applied tc: a Eblg in ﬂ1i_s wnrk‘l:!unk. Table style 1
it;;n;z&r?géa;nggéct;eudsl?ﬂayed in earlier versions of Excel. find Help

Some cells or styles in this workbook contain formatting that is not 20
supported by the selected file format. These formats will be Hel
converted to the dosest format available. oen

Chedk compatibility when saving this workboak,

Continue |—[—Eance|—]—- 28

28.

Click the Continue button &
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Microsoft Excel

Home Insert Page Layout Formulas Data Review View @ - =7 X
b morcronn (4] (= = Boo 2 See 247 dd
-2 = | | (S )| st romet | | | - ot Pt

Clipboard ™= Alignment Number Styles Cells Editing

| Al - o | Based on the Action, mark column A with results of the checklist item. Do not alter data on original request ¥

| A B . D E F G H I
1 |Based on the Action, mark column A with results of the checklist item. Do not alter data on original request
2 If Create:
3 Cost Center validated by Budget
4 Object Name(s) validated by Marketing L
5 Notify Recruitment with Org ID and Name
6 Fimal Object Abbreviation
7 Final Object Long Name
] Final Object Full Name
g Review of parent org
10 mheriting Personnel Area
11 inheriting Personnel Subarea
12 inheriting Cost Center
13 Any potential issue with the Parent Organizational Unit
14 if not inheriting, personnel area'personnel sub-area combination OK
15 Necessary approvals obtained (Refer to approval section below)
16 If Modification:
17 Organizational Unit ID validated
18 Change to Cost Center validated by Budget
1] Change to Object Name(s) validated by Marketing
20 Change to Object Name(s) - Notification sent to Recruitment
21 Final Object Abbreviation
22 Final Object Long Name

29 —H— - RequestForm For Office Use -~ #3200 oo m

Ready | | = Ty —

29. Click the For Office Use tab For Office Use . at the bottom of the screen to view the processing
checklist for the form.
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Organizational Unit Request Form

30.

Click the Organization - XXX - Windows Internet Explorer button

to the

OM_Org_Unit_Request Form.xds [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View @ - =7 X
o = 1 “ua fnse - A
j & Times NewRom - 12 - | A 4| | | 5= Insert z .(4.. [ ﬁ
= 555 2 R Delate Zl
Past: - 2 .08 diti I F it S \j' Sort & Find &
aste B I U Sy A = § v 9 o Conditional Forma I Sort & Fin
- l LU Bl il l o % |0 2 Formatting = as Table = Styles ¥l Format ~ || (2~ Fiiter- Select~
Clipboard ™= Font Alignment Number Styles Cells Editing
| F36 -2 o | Enter any additional information you would like to share with those processing this request. ¥
A B C D E F G H 1 ] K L M N
1
2 UNIVERSITY Organizational Unit Request Form
3 |
a
5 Select Action: | # Create/New  Modify © Delmnit “ Delete
6
7 Section Please read instructions before proceeding.
75 If you would like to delete an organizational unit, please provide the following: 1
76 Organizational Unit ID I
77 Organizational Unit Name
78 Reason for Action
30 You are welcome to enter any additional information in the comments field (section D)
81 Once you have completed the request form, please email the form to HR/Organization Management and cc any
82 managers in your department as appropriate.
83 HE/Organization Management will review the information and obtain any additional authorizaitons
84 Once your request has been processed you will receive an email from HR/Org Management
85 If you have any questions, please do not
86 3
87
88 -
89 T
90 =
21
92
93
30 RGN 0

e
BUworks Central screen.

on your taskbar to return
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Manager Self-Service

Organization -

8 http://uspdbw20.bu.edu:50000/irj/portal ~ | 41| x )Y Google 2 -

File Edit View Favorites Tools Help

i Favorites | <3 () UMBC Transit - Transit Vis... ] Web Slice Gallery = (&) Project Nirvana g BU Works SAP EUT Project I SAP Web GUI [ Radio () View Publishing Queue ] Solutions Center Sharepoint

~ (& Reconciliation of Purchase... | (§ Glossary Terms ‘ Organization - DPO x

BUworks Central

Team | Organization

I Services [

Organizational Overview
+  Organizational Profie
+ Poskion Profie

[o]

-
= Wiew Organizational Chart
= Organizational Unit Request Form

Organization Management Actions.
= Create Postion

= Maintain Position
= Delimit Position

31. The transaction is complete.
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Results and Next Steps

You have completed and submitted the Organizational Unit Request Form, as well as ensured it has been
processed. Once you have completed the form, it should be submitted to the designated email address
that is shown in the Form Instruction Section (approximately row 81). Any follow-up questions will be
directed to the contact person listed on the form. After the request has been processed, the sender of the
form and the contact person will be notified by email. Please confirm the changes are as expected in the
Portal. If there are any errors, send a message about the error to the designated email address.
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