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SAP Designated Indigenous Position Guide

The purpose of the SAP Designated Indigenous Position Guide is to provide designated SAP
users a clear guide on how to access and implement Designated Indigenous Positions within the
SAP system for their respective health authority.

Process Owners

Guide Updates

Shared Health Indigenous Health shall maintain this guide and provide updates as required.

Questions can be sent to indigenoushr@sharedhealthmb.ca.

Health Authority Process Owner

Each health authority should designate a program and/or position responsible for maintaining

the Designated Indigenous Position Infotype within SAP. It is recommended that an Indigenous
HR position within each health authority be responsible for this, otherwise the process should

rest with Human Resources.

Maintaining an accurate list of Designated Positions is important to ensuring proper reporting
of resources by each health authority to their leadership, the Provincial Indigenous Health
Network, and the province when needed.

SAP — Transaction PO13 Maintain Position — Access

In order to assign or remove a the Designated Indigenous Infotype from a position, users must
be authorized to use the PO13 — Maintain Position transaction code within SAP.

If a user does not have authorized access to this transaction code, a Request for SAP Role
Assignment to Position request form must be completed and submitted to Service Desk.

To access the form, it can be located here: System Access - Shared Health Intranet

Select the Human Resources Department Staff Only form.

The access level required is HR Administrator. (Note: The HR Consultant access level does not
have PO13 access enabled)

Once submitted and approved, the PO13 transaction can be added to the users' SAP account
and is now accessible.
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SAP — Transaction PO13 Maintain Position — Indigenous
Position

Inserting a Transaction for Quick Access

To add a Transaction Code (T-Code) to your Favorites for quick access:
Click the Favorites button in the top menu bar

Click Insert Transaction

| Favortes | Extras  System Heb

Add Cukshift+F6 |
Change Ctri+Shift+F3
Move L
Delete Shift+F2
Insert Folder Ctrl+Shift+F5

Insert Transaction Ctri+Shift+F4

Add Other Objects  Ctrl+Shift+F7
Download to PC
Upload from PC

Enter Transaction Code PO13 into the entry field, then click the green checkbox.

[= Manual Entry of Transaction x

Transaction Code PO13 ]

(][]

The transaction code will now appear on your favorites screen as PO13 — Maintain Position.

Maintaining Indigenous Positions

Once the transaction is visible on the favorites screen, double click the transaction to access the menu.
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Plan version 01 Current plan v
Position ' '
—
Abbr.

Active | Pknned . Submitted | Approved | Rejected

~ Infotype Name s.. [ Tme period |
. Object - ‘* Period

. Relationships M From 04.03.2026 to 31.12.9999
. |Description ) Today (") Current week

| Planned Compensation Al (") Current month

. Veangy From curr.date (Last week

| /Acct. Assignment Features “To current date Last month

| Employee Group/Subgroup O)Current Year

| PD Profiles

| Cost Distribution a lﬁl;—l Select. ]

| Address -

Before you begin, enter the Position Control Number (PCN) into the Position field and hit the ENTER
key. This will bring up information related to that PCN in the Active tab.

In the Active tab, scroll down in the Infotype section until Indigenous Position is visible and proceed to
double click on that Infotype.

~ Infotype Name s..| M
. [Employee Group/Subgroup -
. |PD Profiles -
. |Cost Distribution
| |Address
. External Key
\_|Web Link
| |SFSF Job Requisition
. Budget Hours and FTE
French Language Services -
Indigenous Position -

If there is no green checkbox to the right of the Infotype, that indicates that there is nothing flagged
within the Infotype.
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If there is a green checkbox next to the right of the Infotype, that indicates that there is information that
has previously been entered into that section.

To view existing information that has previously been entered, ensure that the Indigenous Position

field is highlighted then click the Overview button 28

To add new information, ensure that the Indigenous Position field is highlighted then click the Create

Infotype button 0 .

To edit existing information (when a green checkbox is already present), ensure that the Indigenous

Position field is highlighted then click the Change infotype button 'J

Adding or Editing Information in the Indigenous Position
Infotype

To add new information or edit existing information within the Indigenous Position Infotype, follow the
appropriate step above.

Once either the Create Infotype or Change infotype button is clicked, you will enter the Indigenous
Position screen.

Note: Be sure you have entered a PCN and hit the enter key to have active data visible.

Position Dir-ProvPIIH Dir - Prov Planning - Indigenous Health
Planning Status Active
Validity 07.07.2025 to 31.12.9999 &y  Display change infor

Indigenous Position 015 200778191
Designated Indigenous
Preference Given to Indigenous Candidate
Record 1 of 1

Positions should be set to only one of two flags:

1) Designated Indigenous
2) Preference Given to Indigenous Candidate

Select the appropriate flag within the Infotype (or remove when appropriate), then click the Save button

=

Last updated April 29, 2026



Shared health
Soinscommuns

Manitoba

If one of the two flags have been added to the Infotype, once saving the green checkmark should be
visible to confirm that it is now reflected in the PCN.

Indigenous Position o

When updating positions, please ensure that start and/or end date are updated accordingly.

There should be no end date on active Designated roles. End dates should only be updated from the
31.12.9999 placeholder if the flag is being removed to reflect the date of removal.

Auditing Indigenous Position Flags

There may be occasions in which the Indigenous Position flag has been added and/or removed for
various reasons. Within the PO13 transaction, it is possible to review when the flag was added or
removed.

To do this, once you have entered a PCN to access and have the Indigenous Position Infotype

highlighted, click the Overview button -~

Position Dir-ProvPIIH Dir - Prov Planning - Indigenous Health
Planning Status Active

Indigenous Position 01 S 200778191

End Date Start Designated Indigenous Preference Indigenous Candidate
31.12.9999 07.07.2025 X

While the Overview button will not show who adjusted the Infotype, you will be able to view at a glance
if it is a Designated Indigenous position or Preference Given to Indigenous Candidate position.

For auditing purposes, the start and end dates are visible to confirm when the corresponding flag was
added or removed. This provides visibility for the purposes of confirming if positions are being updated
accordingly.

For reporting, the Indigenous Position Infotype can be run by Shared Health HR Analytics upon request.
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SAP — Transaction PA30 Maintain HR Master Data — Proof
of Ancestry Qualifications

As part of the recruitment process for Indigenous Designated Positions, in addition to identifying specific
positions which are designated we must also validate a candidate/employee's Indigenous ancestry.

Pathways to validate an individual's Indigenous ancestry are outlined in various supporting documents
including Shared Health’s SOP — Recruitment to Designated Indigenous Positions, which can be found in
the Indigenous Health — Health Providers website.

A specific Qualification has been added to SAP attached to the employee profile. This will allow the
information to move with the employee once the validation is completed. As a result, once an individual
has gone through the validation process, their profile in SAP will reflect this, and a hiring manager must
only confirm if the qualification exists for future job postings. If the candidate had previously been
validated, they would not need to be re-validated.

Note: That the HR Administrator role must be assigned to the individual(s) updating the data. Ideally
this would be the same individual who is maintaining the Designated positions as outlined in the
previous section of the guide.

SAP — Transaction PA30 Maintain HR Master Data

Within SAP, Transaction Code PA30 — Maintain HR Master Data is used to adjust specific information
within an employee profile. Depending on a user's access level, they may only have access to adjust
certain information within a profile. For the purpose of this guide, the user must have the HR
Administrator role in SAP.

[l Maintain HR Master Data
O # s M oF T | 2

B EEEEY Person ID iFlpbrs.Assgn | 00121427 DirOpIndHith 200778, + @\@|

Find by e =
~ 88, Person EE group |B|Permanent Pers.area 1501| Shared Health Cap.util.hl 100.00

o ﬂﬁ Collective Search Help EE subgr |ET|Full Time Pers. subar 2001| SH Exempt  Director - Operations -Indi..

« () Search Term

o ﬂﬁ Free search

« ¥r Ind Health - 112 & 677 < Personal | Payroll Information | Benefits Inforrmation ¢ Time Information

* ¥ Indigenous Health - 112

Infotype Text St... Period
EIEIREEIE R ERIE 0000-Actions ¢ =~ || @Pperiod
p— _ . 0001-Organizational assignment 7 From To
0002-Personal data « ") Today ") Current Week
Personnel number Name 3006-Add @
00121674 Baker, Ceciia resses e S LT
00120363 Head, Donna 0007-Planned Working Time v )From Today ) Last Week
00115265 Horton, Denise 0008-Basic Pay v ) Unti Today Last Month
00122116 Kopitz, Nellie 0009-Bank Detais i )Curr. Period ") Current Year
00114151 Lafr.enlere, Charlene 0016-Contract Elements - ‘@ Choose
00121994 Marin, Jeremy 0019-Monitoring of Tasks ¥ - -
00121427 Spinks, Laurig
Direct selection
Infotype STy

Within PA30, a user will see three areas:

Last updated April 29, 2026


https://healthproviders.sharedhealthmb.ca/services/indigenous-health/resources/

Shared health
Soinscommuns

Manitoba

a) Hit List — not all users will have visibility to this. This is a list of users within a specific org unit. If
there are no employees listed here, this is not an error.

b) Person ID —This is a free form box in which an employee ID number can be searched. To the
right of this box is the Personnel Assignment. This is a drop-down box that will show either
previously held positions, current positions, or in the event someone actively holds multiple
positions visibility to that information will be accessible.

¢) Personal Information — This area contains information on the employee. The arrows on the right
side scroll up and down. The Qualifications infotype can be located within this section.

Searching an Employee

To search for an employee, enter their Person ID in the search box and hit ENTER.

Person ID | leram2 | pers.assn [00121994 Dir-ProvpitH 2007781 ~| )&
Mame Morin, Jeremy ‘—
EE group |F| Permanent Pers.area 1501| Shared Health

EE subgr |FT Full Time Pers. subar 2001 SH Exempt Dir - Prov Planning - Indige...

< Personal Information | Payroll Information | Benefits Information |~ Time Information

Infotype Text St... Period

0000-Actions « |~ || (&)Period

0001-Organizational assignment " N From To
0002-Personal data o () Today (JCurrent Week
0006-Addresses CIAl ()Current Month
0007-Planned Working Time o (From Today iLast Week
HUlE s Cuntil Today (C)Last Month
0009-Bank Details v Ccurr. Period () Current Year
0016-Contract Elerments a |@ Choose

0019-Maonitoring of Tasks -

If the employee number is correct, their name will appear directly below the Person ID field.

Alternatively, if you do not have their employee number, a search can be performed.

Person ID |

To perform a search, in the Person ID field click the icon the far right (the icon looks like a window on
top of another window). This will open a search window.
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~ Search Help for External Person ID: Return Value Person ID } Previous System Em...| m

Last Name
First Name [ |
Person ID [ |
| EE—
Personnel Mumber | |
e
Personnel area | |
e
Personnel subarea | |
]
Employee group | |
]
Employee subgroup | |
Cormpany Code | |
I
Cost Center | |
Organizational unit | |
[ ]

Organizational key

Within the search window, search only using the last name. Once the last name has been entered, click
the green check mark in the bottom right of the screen. This will now display all users with the last
name. Double click the appropriate employee to go to their profile.

- Search Help for External Person ID: Return Value Person ID )' Previous System Employee Number

R <1 Y Y S S
r

Person ID* Name of employee ol PA EEGrp ESgrp CoCd Cost Ctr Org.unit Org.key Pers.No.
111090 Morin, Sarah 1003 2251 P FT 1000 10200225 10009015 10030010200225 00111090
2353 Morin, Judith 1000 2100 = cs 1000 10400640 10000842 10000010400571 00002353
24272 Morin, Raymond 1000 2000 P FT 1000 10400096 10000431 10000010400096 00024272
2516 Morin, Edna 1003 2151 = G5] 1000 10200135 10000340 10030010200135 00002516
31245 Morin, Susan 1012 2118 = G5] 1000 10600062 10005278 10120010600062 00031245
31536 Morin, Margie 1003 2251 P PT 1000 10200229 10009065 10030010200229 00101610
31536 Morin, Margie 1012 2255 P FT 1000 10600129 10005245 10120010600105 00021536
34006 Morin, Elaine 1501 2000 P PT 1000 80600650 11002120 15010080600650 00034096
37206 Morin, Jason 1502 2506 P FT 1000 80700084 11001303 15020080600365 00037296
38396 Morin, Emile 1006 2703 P FT 1000 10500498 10008005 10060010500498 00038336
39070 Morin, Brice 1006 2270 z cs 1000 10500350 10008321 10060010500565 00033070
39654 Morin, Cathy 1006 2310 T PT 1000 10500275 10008204 10060010500275 00039655
39654 Morin, Cathy 1006 2351 P PT 1000 10500275 10008204 10060010500275 00039654
59106 Morin, Robert 1501 2353 P FT 1000 80600667 11002037 15010080600670 00059106
62584 Morin, Jo-Anne 1003 2414 P FT 1000 10200221 10009000 10030010200221 00062584
64577 Morin, Melissa 1005 2151 P PT 1000 11300068 10005002 10050011300068 00095748
64577 Morin, Melissa 1008 2151 P PT 1000 10900094 10005187 10080010900094 00099706
64577 Morin, Melissa 1012 2151 = G5] 1000 10600068 10005241 10120010600068 00084577
67372 Morin, Jeremy 1002 2001 P FT 1000 10100072 10000068 10020010100208 00067372
67372 Morin, Jeremy 1501 2001 P FT 1000 80600006 10009127 15010080600006 00121994

Selecting the Qualification

Once the employee is selected, within the Personal Information tab (shown above), scroll down to the
Qualifications infotype.

| 0024-Qualifications o

Select the Qualifications infotype (it will be selected when it is highlighted as shown above). Note, a
green checkbox does not confirm that the employee has previously gone through the validation process.
This simply means that data exists within the Qualifications section.
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Once the Qualifications infotype is selected, click the Create [ button at the top left of the window.
This will open the Qualifications window to view all qualifications the employee has.

Within this window, there are several headings. The three to monitor are Qualifications Group, Name,
and Proficiency.

To confirm if the employee has previously had their Proof of Ancestry verified, scroll down to the
Indigenous Health qualifications groupings and view what is there.

Indigenous Health 0 33000128 ICAW 1 Yes
Indigenous Health Q 33001675 ICST 1 Yes
Indigenous Health Q 33000025 MICST 1 Yes

In the above example, the employee has completed various Indigenous Cultural Safety training
workshops but has not had their Proof of Ancestry Validated.

Adding the Proof of Ancestry

From here, a new Qualification must be created. In the bottom left of the window, there are a number
of icons. Click the Create icon to add a new Qualification (see below, in the red square).

A new window will open called Choose Qualification. Qualifications are grouped by Qualification Group.

Name ‘ ] Code valid from | vali...

~ B Qualifiations catalog (complete)
» B3 Clinical Training/Certification QK 33000013 Clinical Tra 01.01.1900 Unlimitec
» B3 Corporate Training / Certffication  |QK 33000025 Corporate Tr 01.01.1900 Unlimitec
» B3 COVID-19 - Declaration QK 33000150 COVID-19-D  01.01.1900 Unlimitec
» B9 COVID-19 - Working From Home | QK 33000125 COVID-19 - W 01.01.1900 Unlimitec
+ B3 HSC Training / Certification QK 33000055 HSC Trainin 01.01.1900 Unlimitec
» B3 Indigenous Health QK 33000003 Indigenous H  01.01.1800 Unlimitec
+ B3 Indigenous Health Proof of AncestrQK 33000300 Indigenous H  01.04.2012 Unlimitec
3 Languages QK 33000250 Languages 01.01.1900 Unlimitec
+ B3 Misericordia Training / Certification |QK 33000200 Misericordia 01.01.1900 Unlimitec
» B3 OESH QK 33000012 FIT Testing 01.01.1900 Unlimitec

+ B3 Provincial Travel Nurse Team (PTNT QK 33000275 Provincial T 01.01.1900 Unlimitec
+ B3 Riverview Training / Certification QK 33000051 Riverview Tr 01.01.1900 Unlimitec
+ [B3 shared Health Training / Certificatio QK 33000225 Shared Healt  01.01.1900 Unlimitec

viiEEEF

Under the Indigenous Health Proof of Ancestry grouping, click the small arrow to make the qualifications
within that grouping visibile.

* = Indigenous Health Proof of Ancestr QK 23000300 Indigenous H  01.04.2012  Unlimitec
« &8 ] Prf of Ancestry Q 33001750 Prf of Ances  01.04.2012 Unlimitec
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In this case, only the Prof of Ancestry qualification is shown here. Note, due to character limits within
SAP, the Qualification shows as Prf of Ancestry.

To select, click the check box next to Prf of Ancestry. - £ ] Prf of Ancestry

Once done, click the green checkbox ] at the bottom of the screen to save.

The Proof of Ancestry qualification will now be visible within the employee profile; however, it must be
updated.

Indigenous Health Proof of Anc.@ 33001750 Prf of Ancestry 0 01.04.2012 31.12.99939
In the empty box under Proficiency, select the search function ". This will display all available options
for this proficiency. In this case, the only options are Yes or No.

Select Yes if the candidate/employee has submitted the required information and it has been verified.

Once done, click the save button at the top of the screen. Once this is done, an alert at the bottom
left of the screen indicating that Data has been saved should appear, and you may now back out of the

Qualifications section using the back function @

Submitting Documents to Employee Files

As part of the process of validating proof of ancestry, documents related to a candidate/employee’s
ancestry will be placed in their employee file for reference.

Please note that this should be indicated during the interview/hiring process and mentioned to
employees. The purpose of this is to ensure that the information is on file should there ever be
guestions, concerns or issues that arise.

Documentation must be placed in an employee file for the qualification to be valid.

For Shared Health, documents for filing can be emailed to Shared Health Employee Filing —
shemployeefiling@sharedhealthmb.ca.

For WRHA, documents can be submitted to the employees' HR consultant to be placed in the employee
file.
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