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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. 

mailto:indigenoushr@sharedhealthmb.ca
https://home.sharedhealthmb.ca/shared-services/administrative-services/digital-health/services-catalogue/business-services/enterprise/sap/system-access/
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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 

 

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

 

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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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. 

 

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 .  

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

Infotype button . 

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 . 

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. 

 

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

. 
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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. 

 

 

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 . 

 

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.  

 

 

Within PA30, a user will see three areas: 

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

c) 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. 

 

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. 

 

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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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. 

 

Selecting the Qualification 

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

Qualifications infotype. 

 

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. 

 

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.  

 

Under the Indigenous Health Proof of Ancestry grouping, click the small arrow to make the qualifications 

within that grouping visibile. 
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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.  

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. 

 

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 

questions, 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. 

mailto:shemployeefiling@sharedhealthmb.ca
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