How to create a picklist in
SuccessFactors

This guide shows you how to create a picklist in SuccessFactors using the
Picklist Center. You first create a parent picklist for states and add values to
it. You then create a child picklist for districts, link it to the states picklist,
and map each district to its state.

Prerequisites
Before you begin, make sure you have:

e A SuccessFactors login that gives you access to the Home screen
and the Picklist Center, which is available under the Admin Center.

e The picklist details you want to enter: a code, a name, and the values
you plan to add.

Create the parent picklist

1. Open the SuccessFactors Home screen
Log in to SuccessFactors. The Home screen displays widgets such as To-
Do, My Team, and My Info.
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SuccessFactors Home screen with the navigation bar, search bar, and dashboard
widgets visible
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2. Search for the Picklist Center
Click the search bar at the top of the screen and start typing "pl". Search

suggestions appear below the search bar.
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Search bar with "pl" typed and search suggestions displayed
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3. Open the Picklist Center

Select Picklist Center from the search results. The screen lists existing

picklists with the columns Code, Name, Status, Effective Start Date, and
Parent Picklist. Confirm that the "As of date" is set (for example, Dec 31,

2019).

SuccessFactors: Configure Picklic X
gt

&« cC a uccessfactor

i Apps [ e

Admin Center /
Picklist Center

Picklists (581)

Code
ACADEMICDEGREE_ARE
ACADEMICDEGREE_QAT
ACADEMIC_TITLE
ACCOMODATION_AUT
ADRESS

AGGREG
ALLOWANCE_AUT
ANDHRA PRADESH
APSTATELANG

AREA_HKG

AUTHORIZATION_RUS

ctionto Sele..  §F SuccessFactors: Hou.

As of date | Dec 31, 2019

h’ Status

Active

Active

Active

Active

ADRESS Active
Aggregate Function Active
Active

Active

APSTATELANG Active
Active

Active

genericobject/pages/pi / xhtmI?_s.crb=0GRgIPIKEIGnORWIKodyh8FvOjM%3d

Q| + 'H
Effective Start Date Parent Picklist
Jan 1, 1900
Jan 1, 1900
Jan 1, 1300
Jan 1, 1300
Jan 1, 1900
Jan 1, 1990
Jan 1, 1900

ec 1, 1900

- sEm
w O

Picklist Center screen listing picklists with columns for Code, Name, Status, Effective
Start Date, and Parent Picklist
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4. Start creating a new picklist

Click the + (plus) icon. The Create a New Picklist dialog opens with fields
for Code, Name, Status, Effective Start Date, Display Order, and Parent
Picklist.

@ SuccessFactors: Configure Pickli= X [ -8

&« c a eu/; genericobject/pages/picklistui/indexxhtml?_s.crb=0GRgIPKBIQnORW KadyhBFvQjM%3d * O

21 apps @ Introduction to Sele..  §F SuccessFactors: Heu.

43 Admin Center ~

Admin Center /

Picklist Center

Picklists (581) As of date | Dec 31, 2019 B | | Search Q| 4+ @ N ¥ @

Code [} Status Effective Start Date Parent Picklist
ACADEMICDEGREE_ARE Active Jan 1, 1300
ACADEMICDEGREE_QAT Active Jan 1, 1900
ACADEMIC_TITLE Active Jan 1, 1300
ACCOMODATION_AUT Active Jan 1, 1900
ADRESS ADRESS Active Jan 1, 1900
AGGREG Aggregate Function Active Jan 1, 1990
ALLOWANCE_AUT Active Jan 1, 1900
ANDHRA PRADESH Active Dec 1, 1900

APSTATELANG APSTATELANG Active ov 26, 2019

M
AREA_HKG Active Jan'1, 1900
J

Active lan 1, 1900

Create a New Picklist dialog open with its empty fields

5. Enter the picklist details
This example creates a picklist named State. Fill in the dialog as follows:

¢ Inthe Code field, enter Test AK State.

¢ In the Name field, enter State.

e Make sure Status is set to Active.

e Set Display Order to Alphabetical.

» Leave Parent Picklist blank, unless you are creating a hierarchical
picklist.
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The Effective Start Date defaults to the current date (for example, Dec 31,
2019).

8 SuccessFactors: Configure Pickii: % [Ffe =

<« C @ salesd ? genericobject/pages/ picklistu/ xhtml?_s.crb=0GRgIPAKEIQnORW)KadyhBFvOjM%3d# /newpicklist * O

21 apps [l introduction to Sele..  §F SuccessFactors: Hou.
it 3
o 2 ¢ @sson - [

Admin Center /
Picklist Center

Picklists (581) As of date | Dec 31, 2019 A || search Q B LY &

Code Status Effective Start Date Parent Picklist
ACADEMICDEGREE_ARE Active Jan 1, 1800
ACADEMICDEGREE_QAT Active Jan 1, 1900
ACADEMIC_TITLE Active Jan 1, 1900
ACCOMODATION_AUT Active Jan 1, 1900
ADRESS ADRESS Active Jan 1, 1900
AGGREG Aggregate Function Active Jan1, 1990
ALLOWANCE_AUT Active Jan 1, 1900
ANDHRA PRADESH Active Dec 1, 1900
APSTATELANG APSTATELANG Active Nov 26, 2019
AREA_HKG Active Jan 1, 1900

AUTHORIZATION_RUS Active Jan 1, 1900

Create a New Picklist dialog with Code Test_AK_State, Name State, Status Active,
Effective Start Date Dec 31, 2019, and Display Order Alphabetical
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6. Set the Effective Start Date to the standard value

Click the calendar icon next to the Effective Start Date field. In the date

picker, navigate to the year 1900 and select January 1, 1900.

& C @ salesd . eu/xi/uifg object/pages/picklistui/findexshtml?_s.crb=0GRgIPKEIQNORWIKadyhaFvOjM%3d# /newpicklist

Create a New Picklist

de: | Test_AK_State

Effective Start Date: | Dec 31, 2019
Display Order: & December 2019
Parent Picklist D
1890 1891
1994 1895

—
1898 , 1899 |

1902 1903

1906 1907

1832
1896
1900
1904

1908

- o IEN
* O

Date picker open while navigating to the year 1900 to select January 1, 1900

7. Review the picklist details
Check that the dialog shows these values:

e Code: Test AK State

e Name: State

e Status: Active

o Effective Start Date: Jan 1, 1900
e Display Order: Alphabetical
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e Parent Picklist: blank

Bf SuccessFactors: Configure Pickiic % [ife - s IES

« c & uccessfactors.eu/xi/ui/genericobject/pages/picklistuifindexxhtmi?_s.crb=0GRgIPKBIQNORWIKodyh8FvOjMI%3d newpicklist * O

Create a New Picklist

*Code: | Test_AK_State

I
Name: | State

Status: | Active

Effective Start Date: || Jan|1, 1900

Display Order: | Alphabetical

Parent Picklist:

Create a New Picklist dialog with all fields completed and the Effective Start Date set to
Jan 1, 1900

8. Save the picklist

The saved picklist in this example has the code Test AK Statel, and later
steps refer to it by that code. Confirm these values in the dialog, then click
Save:

e Code: Test AK Statel

e Name: State

e Status: Active

o Effective Start Date: Jan 1, 1900
o Display Order: Alphabetical
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e Parent Picklist: blank for now

. = x
5f SuccessFactors: Configure Picki: % [ = IEN

<« & G uccessfactors. g bject/pages/picklistuifindexxhtmi?_s.crb=0GRgIPKBIQnORWIKodyh8FvOjM3%3d# /detail EF670E618BBDA3CES 11 DCESF1DCIBETD w* O

: © @

Admin Center / Picklist Center / Versions /

Test_AK_Statel
Effective Jan 1, 1900

Name:
State

Code:

Test_AK_Statel Jan 1, 1800

Parent Picklist Legacy Picklist D!
Test_AK_Statel

Display Order:

Alphabetical

Picklist Values (0) Ql + @

External Code Parent Picklist Value

No data found. Try adjusting the filter settings.

Create a New Picklist dialog with Code Test_AK_State1, Name State, Status Active,
Effective Start Date Jan 1, 1900, and Display Order Alphabetical

9. Verify the picklist was created
After you save, SuccessFactors opens the picklist details page. Confirm
that it shows:

¢ Name: State

e Code: Test_AK_Statel

o Status: Active

o Effective Start Date: Jan 1, 1900
« Display Order: Alphabetical

¢ Parent Picklist: blank
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The Picklist Values section shows "No data found" because you haven't
added any values yet.

8 SuccessFactors: Configure Pickli: % [N =
<« C @ salesd ? genericobject/pages/picklistui/index xhtmi?_s crb=OGRgIPFKBIQNORWIKadyh8FvOjM%3d# craste /EF6T0EG 18B8D43CES 11DC6SFIDC1GETD * O
21 oapps [ o tionto Sele..  §f SuccessFactors: Ho.

4y  Admin Center ~

Admin Center / Picklist Center / Versions / Details /
Add New Value

#*Extemnal Code: | Test_State

*Label:

Status: | Active
Nan-unique External Code:
R Value:

Min value:

Max value:

Value:

Picklist details page showing Name State, Code Test_AK_State1, Status Active, Effective
Start Date Jan 1, 1900, Display Order Alphabetical, and an empty Picklist Values section

Add values to the parent picklist

10. Open the Add New Value dialog
Scroll down to the Picklist Values section and click the + (plus) icon. The
Add New Value dialog appears.

11. Enter the first picklist value
In the Add New Value dialog, fill in these fields:

e External Code: Test State
e Label: Enter the label you want, such as a state name.
e Status: Active
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Leave the other fields (Non-unique External Code, R Value, Min value, Max
value, and Value) blank unless you need them.

&« c & salesd: . ‘genericobject/pages/pickli i/ L ?_s.crb=0GRgJPKBIQNORWIKodyh8FvOjMI%3d#/create /EF670E6 18B8D43CES11DCE5F1DC16ETD g e H

Admin Center / Picklist Center / Versions / Details /
Add New Value

*Extemal Code: | Test_State|

*Label:
Status: | Active
Nan-unique External Code:
R Value:
Min value:
Max value:

Value:

Add New Value dialog with External Code Test_State, an empty Label, and Status Active

12. Add more picklist values
Repeat the process for each new value, and click Create after you enter

each one:

e External Code: Enter a unique code, such as Test Ak Madhya or
Test Ak Karnataka.

e Label: Enter the matching label, such as Madhya.

e Status: Set to Active.
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Leave the other fields blank unless you need them.

Bf SuccessFactors: Configure Picklc x [N - Ea

< Cc a uccessfactor /ui/genericobject/pages/picklistui/indexxhtmI?_s.crb=OGRgIPKBIQnORWIKodyh8FvOjM%3d# fcreate/EF670E6 18B8D43CEST 1DC65F1DC 167D * O

21 Apps @ Introduction to Sele..  BF SuccessFactors: How.

1
min Center v Search for actions or people d v, SF SF (10001)
4 Admin C S

Admin Center / Picklist Center / Versions / Details /

Add New Value

*Extemal Code: || Test Ak Madhya'

*Label:
Status: | Active
Non-unique Extemal Code:
R Value:
Min value:
Max value:

Value:

12/31/2019

Add New Value dialog with External Code Test_Ak_Madhya and Status Active

5f SuccessFactors: Configure Picic X [Saf -8

<« G g8 ? genericobject/pages/ picklistuifindexxhtmI?_s.crb=0GRgIPKBIQnORWIKadyh8FvOjMI%3d# create /[EFE70E6 1888D43CES11DC6SF1DC16ETD & O

2 Apps @ Introduction to Sele..  BF SuccessFactors: Hou.

3
& Mo conr H QSFSF(MOM) ; —

Admin Center / Picklist Center / Versions / Details /

Add New Value

*External Code: | Test_Ak_Karmataka

*Label: | Karta

Status: Active
Mor-unique Extemal Code:
R Value:

Min value:

Max value:

Value:

Add New Value dialog while the Karnataka value is being entered, with External Code
Test_Ak_Karnataka and Status Active

13. Add the Karnataka value
In the Add New Value dialog, enter these details and click Create:
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e External Code: Test Ak Karnataka
e Label: Karnataka
e Status: Active

Leave all other fields blank unless you need them.

5f SuccessFactors: Configure Picklis X [N -8

<« c a ? genericobject/pages/pid cxhtml?_s.crb=0GRgIPKBIQnORWIKodyh8FvOjM%3d#/create /EF6T0EG 1888D43CEB11DC65F1DC16E7D * 8

2 Apps @ Introductionto Sele..  BF SuccessFactors: Heu.

3
A} Admin Center ~ Q Search for actions or people SRS @SFSF(IO(X]}) v

Admin Center / Picklist Center / Versions / Details /

Add New Value

*Extemnal Code: | Test Ak_Kamataka

#Label: | Karnatakd

Status: Active
Mon-unique Extemal Code:
R Value
Min value
Max value:

Value:

Add New Value dialog with External Code Test_Ak_Karnataka, Label Karnataka, and
Status Active

14. Verify the value appears in the picklist
Confirm that the value appears in the Picklist Values section with:

e External Code: Test Ak Karnataka
o Label: Karnataka
e Status: Active

Generated with docsie.io
12 [ 37



e Parent Picklist Value: blank

5f SuccessFactors: Configure Picklic % [ T |

<« Cc & uccessfactors.eu/xi/ui/genericobject/pages/pid cxhtml?_s.crb=OGRgIPKBIQnORWIKadyh8FvOjM%3d# fcreate /EF670E6 18B8D43CEST1DC6SF1DC16E7D w* O

1 Apps  [@ Introductionto Sele.. BF SuccessFactors: Hou.

3
) Admin Center Q) search forsctions orpeople. v [ESAGEN O] ersnmom).

Admin Center / Picklist Center / Versions / Details /

Add New Value

*Extemal Code: | Test Ak_Kamataka

#Label: | Karnataka

Status: | Active
Mon-unique External Code:
R Value:
Min value:
Max value:

Valua:

Picklist Values section showing Test_Ak_Karnataka, Karnataka, and Active

15. Add the Telangana value

Click the + (plus) icon to add another value. In the Add New Value dialog,
enter these details and click Create:

e [External Code: Test Telangana
e Label: Telangana
e Status: Active
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Leave all other fields blank.

5F Successfacton Configure Pickli X | 4 - s IEl
< cC a uccessfactors.eu/xi/uif object/pages/picklistuifindexxhtml?_s.crb= OGRgIPKBIQnORWIKodyh8FvOjM%3d# fcreate/EF670E6 18BBD43CER 1DCESF 1DC16E7D w* 8
%1 Apps @ Introductionto Sele..  §f SuccessFactors: Hou.

,
p— —

Admin Center / Picklist Center / Versions / Details /

Add New Value

*External Code: | Test_Telangana

*Label: | Telangan|

Status: | Active
Non-unique Extemal Code:
R Value:
Min value:
Max value:

Value:

ma € H

Add New Value dialog with External Code Test_Telangana, Label Telangana, and Status
Active

16. Confirm multiple values are listed
Verify that both values now appear in the Picklist Values section:

e Test Ak Karnataka | Karnataka | Active
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e Test Telangana | Telangana | Active

- oEm

&« C - uccessfactor g object/pages/picl ! cxhtml?_s.crb=0GRgJPKBIQnORWIKodyh8FvOjM%3d#/create /EF670E6 18B8D43CES11DCESF1DC1BETD w e H

Bf SuccessFactors: Configure Pickl: x [N

1 apps  [@ Introduction to Sele..  BF SuccessFactors: Hou.
A =
Y  Admin Center v le i 0 @ SF SF (10001) ~

Admin Center / Picklist Center / Versions / Details /

Add New Value

*External Code: | Test_Telan|

*Label:
Status: | Active
Non-unique Extemal Code:
R Value
Min value:
Max value:

Value:

| e, e ]

W 4

12/31/2019

Picklist Values section listing Test_Ak_Karnataka, Karnataka, Active and
Test_Telangana, Telangana, Active

17. Enter the Maharashtra value
Click the + (plus) icon to add a new value. In the Add New Value dialog,
enter the following. Leave all other fields blank.

e External Code: Test Maharastra
e Label: Maharastra
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e Status: Active

- omEm

< e & uccessfactors.eu/xi/ui/genericobject/pages/picklistuifindex:xhtmi?_s.crb=0GRgIPKEIQnORWIKodyh8FvOjM%3d# fcreate /[EF670E6 18BBD43CERT1DCASF 1DC16E7D w* O

5f SuccessFactors: Configure Pickic % [Ief

2! apps @ Introduction to Sele..  Bf SuccessFactors: Hou.

3
4%  Admin Center Q) search for actions ar people  ~ [RSRUEE O] QSFSF(imm) ~

Admin Center / Picklist Center / Versions / Details /

Add New Value

*Extemal Code: | Test_Maharastra

*Label: | Maharastrz|

Status: | Active
Non-unique Extemal Code:
R Value:
Min value:
Max value:

Value:

B a € B %

Add New Value dialog with External Code Test_Maharastra, Label Maharastra, and
Status Active

18. Review the value before you save
Confirm that the Add New Value dialog is open in the Admin Center under
the Picklist Center, and check these fields:

e External Code: Test Maharastra
e Label: Maharastra
e Status: Active
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Verify that the other fields (Non-unique External Code, R Value, Min value,
Max value, and Value) are blank unless you need them. Double-check the
values for typos. The Create and Cancel buttons appear at the bottom right
of the dialog.

5f SuccessFactors: Configure Pickiic % [iefe B ]

- uccessfactors xifuif icobject/pages/picklistuif/index.xhtm!?_s.crb=0GRgJPKBIQNORW)Kodyh8FvOjM%3d#/create/EF670E6 18B8DA3CES11DCE5F 1DC16ETD H
pages/pi g. y! i

# apps  [@ Introductionto Sele.. Bf SuccessFactors: Hou.

a
4y Admin Center v S actions ~ A ] Os;sp(mom) ~ —

Admin Center / Picklist Center / Versions / Details /
Add New Value

*External Code: | Test_Maharastra

*Label: | Maharastra

Status: Active
Non-unique Extemal Code:
R Value:
Min value:
Max value:

Value:

Hac B o OgJnEigls =

Add New Value dialog with External Code Test_Maharastra, Label Maharastra, Status
Active, other fields blank, and the Create and Cancel buttons visible

19. Save the new value
Click Create at the bottom right of the dialog to add the value to the picklist.

20. Verify the new value is listed

Check that Test Maharastra with the label Maharastra and the status Active now
appears alongside the values you added earlier. Make sure all values
display correctly and are active.

Each picklist value needs a unique external code, an appropriate label, and
the status Active. Repeat these steps for every value you need.
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Create the child picklist

21. Return to the Picklist Center

Open the Picklist Center in SuccessFactors. The list shows existing picklists
with their codes, names, statuses, effective start dates, and parent picklists.
Example picklists include ACADEMICDEGREE_ARE, AGGREG, and ANDHRA
PRADESH.

8f SuccessFactors: Configure Picklic % [NSf =

<« C @ salesd .eu/xi/ui/genericobject/pages/picklistui/ 3 ?_5.crb=0GRgJPKBIQnORW.Kodyh8FvOjM%3d# * O

1 apps [l Introductionto Sele..  §f SuccessFactors: Ho.,

Admin Center /

Picklist Center

Picklists (582) As of date | Dec 31, 2019 B || Search QBN T T

Code Status Effective Start Date Parent Picklist
ACADEMICDEGREE_ARE Active Jan 1, 1300

ACADEMICDEGREE_QAT Active Jan 1, 1900

ACADEMIC_TITLE Active Jan 1, 1900

ACCOMODATION_AUT Active Jan 1, 1900

ADRESS ADRESS Active Jan 1, 1900

AGGREG Aggregate Function Active Jan1l, 1990

ALLOWANCE_AUT Active Jan 1, 1900

ANDHRA PRADESH Active Dec 1, 1900

APSTATELANG APSTATELANG Active Nov 26, 2013

AREA_HKG Active Jan 1, 1900

AUTHORIZATION_RUS Active Jan 1, 1900

Picklist Center listing picklists with columns for Code, Name, Status, Effective Start
Date, and Parent Picklist, ready for a new picklist to be created with the plus button

22. Start a new picklist
Click the + (plus) button to create a new picklist.

23. Enter the child picklist details
In the Create a New Picklist dialog, enter the details for a districts picklist:

e Code: Test AK Districts

¢ Name: Districts

e Status: Make sure it is Active.

« Effective Start Date: Change it to Jan 1, 1900.
e Display Order: Set it to Alphabetical.
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e Parent Picklist: Leave blank for now.

5f SuccessFactors: Configure Pickli: % [ -a

&« & (e uccessfactors.eu/xi/ui/genericobject/pages/picklistuifindexxhtmi?_s.crb=OGRgIPKBIQORWIKodyh8FvOjM3%3d# /new picklist * O

21 apps  [@ Introduction toSele..  BF SuccessFactors: Hou.

[ rest ® Q7 Hide Advanced Search

Code:

immutableRecordid:

Items
Code Name
Test_AKLaptopbrands LaptopBrand
Test_AK_Country Countries_UT
Test_AK_Districts Dist
Test_AK_State States
Test_AK_Statel State

Test_Ak_UT Union Territories

Create a New Picklist dialog with Code Test_AK_Districts, Name Districts, Status Active,
Effective Start Date Jan 1, 1900, Display Order Alphabetical, and Parent Picklist blank
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24. Set the Effective Start Date

Click the calendar icon next to the Effective Start Date field. In the calendar
picker, select the year 1900 and the date Jan 1, 1900.

8 SuccessFactors: Configure Pickic % [Ife =)

<« C @ salesd .eu/xifuifgenericobject/pages/picklistuifindexxhtmi?_s.crb=0GRgIPKBIQNORWIKodyhSFvOjM%3d# /newpicklist * O

Create a New Picklist

Effective Start Date: | Dec 31, 2019

Display Order

Parent Picklist:

6 7 8
13 14 15
20 21 22

27 28 29

Calendar picker open with the year 1900 and the month January selected for the
Effective Start Date

25. Assign the parent picklist
To link the districts picklist to the states picklist, follow these steps:

e Click the icon next to the Parent Picklist field.
e Inthe Select Parent Picklist dialog, enter test Ak in the search field.
e Click Go or press Enter to search.
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e From the results, select the parent picklist. To link districts to states,
select Test AK Statel.

< C @ salesd . eu/xi/ui/g

icobject/pages/pickiistui/index.x

- oW

htmi?_s,crb=0GRgIPKBIQNORWIKodyhBFvOjM%3d#/newpicklist * O

[ test_ay

Code:

immutableRecordid:

Items

Code

Test_AKLaptopbrands

Test_AK_Country
Test_AK_Districts
Test_AK_State
Test_AK_Statel

Test Ak UT

Name
LaptopBrand
Countries_UT
Dist

States

State

Select Parent Picklist dialog with search results for test_Ak, including Test_AK_Districts,

Test_AK_State, and Test_AK_Statel

26. Review the details and save
In the Create a New Picklist dialog, confirm these values:

e Code: Test AK Districts

¢ Name: Districts
e Status: Active

» Effective Start Date: Jan 1, 1900
e Display Order: Alphabetical
e Parent Picklist: Test AK Statel
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Click Save to create the picklist.

c = x
SuccessFactors: Configure Picklic X [ s IES

<« cC a uccessfactors.eu/xi/uifgenericobject/pages/picklistuifindexxhtmi?_s.crb=OGRgIPKEIAnORWIKodyh8FvOjM%3d#/detail/12DCEEF DSE4A4DEOASCOCCBEO3COERT2 * O

1 apps [l Introductionto Sele..  BF SuccessFactors: Hou

:
2 ¢ @ [

Admin Center /

Picklist Center

Picklists (582) As of date | Dec 31, 2019 B | | Search

Code Status Effective Start Date Parent Picklist
ACADEMICDEGREE_ARE Active Jan 1, 1900
ACADEMICDEGREE_QAT Active Jan 1, 1900
ACADEMIC_TITLE Active Jan 1, 1900
ACCOMODATION_AUT Active Jan 1, 1900
ADRESS ADRESS Active Jan1, 1900
AGGREG Aggregate Function Active Jan 1, 1990
ALLOWANCE_AUT Active Jan1, 1900
ANDHRA PRADESH Dec 1, 1900

The picklist

APSTATELANG APSTATELANG Test_AK_Districts] was Nov 26, 2019
ereated successfully.

AREA_HKG - Jan 1, 1900

AUTHORIZATION_RUS Jan 1, 1900

Create a New Picklist dialog with all fields filled and the Save button highlighted
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27. Confirm the picklist was created

Wait for the confirmation message. In this example, it reads "The picklist
Test_AK_Districts1 was created successfully." The new picklist now
appears in the Picklist Center list.

- ol

& ¢ (8 2 genericobject/pages/picklistuifindexxhtmI?_s.crb=OGRgIPfKBIQnORW.Kodyh8FvOjM%3d# fdetail/ 12DCBEFDSE4A4DESASCOCCBE03COEBI2 & O

sf Successfactors: Configure Picic x| o

1o ¢ @ I

Admin Center /

Picklist Center

Picklists (582) As of date | Dec 31, 2019 B || search QliFl @ n v &
Code Status Effective Start Date Parent Pickist
ACADEMICDEGREE_ARE Active Jan 1,1900
ACADEMICDEGREE_QAT Active Jan1,1900
ACADEMIC_TITLE Active Jan 1,1900
ACCOMODATION_AUT Active Jan 1, 1900
ADRESS ADRESS Active Jan1.1900
AGGREG Aggregate Function Active Jan 1,190
ALLOWANCE_AUT Active Jan 1, 1300
ANDHRA PRADESH Dec 1, 1900

The picklist

APSTATELANG APSTATELANG Test_AK_Districts1 was Nov 26, 2019
created successfully.

AREA_HKG Jan 1, 1900

AUTHORIZATION_RUS ctive Jan 1, 1900

Picklist Center with a confirmation message that the picklist Test_AK_Districts1was
created successfully

28. Open the new picklist
Click the new picklist, Test AK Districts1, to open its details page. The page
displays:

e Code: Test_AK_Districts1

e Parent Picklist: State (Test_AK_State1)
« Display Order: Alphabetical

+ Effective Start Date: Jan 1, 1900
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e Picklist Values: Empty ("No data found")

5f SuccessFactors: Configure Pickic x| 4

&« Cc a uccessfactor

ifuifge

1 apps [l Introductionto Sele..  BF SuccessFactors: Hou

4y Admin Center

Admin Center /
Picklist Center

Picklists (582)

Code
ACADEMICDEGREE_ARE
ACADEMICDEGREE_QAT
ACADEMIC_TITLE
ACCOMODATION_AUT
ADRESS

AGGREG
ALLOWANCE_AUT
ANDHRA PRADESH
APSTATELANG
AREA_HKG

AUTHORIZATION_RUS

Picklist details page for Test_AK_Districts1 with no picklist values yet

Add values to the child picklist

29. Open the Add New Value dialog
Click the + (plus) button in the Picklist Values section.

As of date | Dec 31, 2019

Status
Active
Active
Active
Active
ADRESS Active
Aggregate Function Active

Active

The picklist

APSTATELANG Test_AK_Districts1 was
created successfully.

30. Enter the Hyderabad value

In the Add New Value dialog, enter these details:

e External Code: Test hyderabad
e Label: Hyderabad
e Parent Picklist Value: Click the icon and select the parent value.

Because Hyderabad is a district in Telangana, select Telangana.

e Status: Make sure it is Active.
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Effective Start Date

Jan 1, 1900

Jan 1,19
Jan
Jan 1, 19

Jan 1,199

Jan 1, 1900

Jan 1, 1900
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Leave the other fields blank unless you need specific values.

5f SuccessFactors: Configure Pickiic % [ - sIES

L} uccessfactor object/pages/picklistui/ cxhtml?_s.crb=0GRgJPK8IQnORWIKodyh8FvOjM%3d#/create/12DCBEFDSE4AMDE9AICOCCEBE03COEST2 H
Pages/pi Q. Y i
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3
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Admin Center / Picklist Center / Versions / Details /

Add New Value

*Extemnal Code: | Test_hyderabad

*Label: | Hyderabad

Parent Picklist Value: | Telangana

Status: | Active
Nern-unique Extemal Code:
R Value
Min value:
Max value:

Value:

Add New Value dialog with External Code Test_hyderabad, Label Hyderabad, Parent
Picklist Value Telangana, and Status Active

31. Save the value and repeat for other districts
Click Create to add the value. Then repeat the previous steps for each
additional district. For each one:

e Enter a unique External Code, such as Test nizamabad.
e Enter the Label (the district name).
e Select the correct Parent Picklist Value (the state).
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e Set Status to Active.

- oEm

cxhtml?_s.crb=0GRgIPK8IQnORWIKodyh8FvOjM%3d#/create/12DCBEFDSE4AAMDEIASCOCCEE03COEST2 i+¢ e H

< CcC a uccessfactors.eu/s object/pages/pic

#Y  Admin Center

Admin Center / Picklist Center / Versions / Details /

Add New Value

*External Code:

*Label

Parent Picklist Value
Status:

Non-unique Extemal Code:
R Value:

Min value:

Max value:

Value:

= © @--

Test_hyderabad

Hyderabad

{Islaneans

Active

Add New Value dialog with all required fields filled for the Hyderabad district mapped to

Telangana

32. Begin the Bengaluru value
In the Add New Value dialog, start entering the next district. You reach this
screen from the Picklist Center under the Admin Center.

e External Code: Begin with Test Be and complete it in the next step.
e Label: Leave blank for now.
e Parent Picklist Value: Leave blank for now.
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e Status: Make sure it is Active.

5 = x
5f SuccessFactors: Configure Pickic x| = Il

<« (1 uccessfactors.eu/xi/ui/genericobje ct/pages/p jexxhtmi?_s.crb=0GRgJPKBIQNORWIKodyh8FvOjM%3d#/ create/1 2DCBEFDSE4AIDEIAICOCCEE03COERI2 * O

1 apps  [@ Introduction to Sele..  §F SuccessFactors: Hou.

A Admin Center

Admin Center / Picklist Center / Versions / Details /
Add New Value

#Extemal Code: | Test_Be|

*Label

Parent Picklist Value:
Status:

Non-unique Extemal Code:
R Value

Min value:

Max value:

Value:

Add New Value dialog with External Code partially entered as Test_Be, other fields
blank, and Status Active

33. Complete the Bengaluru entry
Finish the entry with these values:

e [External Code: Test Bengaluru
e Label: Bengaluru
e Parent Picklist Value: Leave blank for now.
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e Status: Active

5f SuccessFactors: Configure Pickiic % [iefe -

“« c a uccessfactor: object/pages/r findexxhtmI?_s.crb=0GRgIPKBIQnORWIKodyh8FvOjM%3d# create/1 2DCBEFDEE4AADEIAICOCCBE03COES2 * O
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3
3 min Center v Search for actions or people | & SF SF (10001) +
4 Admin C: 7]

Admin Center / Picklist Center / Versions / Details /

Add New Value

#*Extemal Code: | Test_Bengaluru

#Label: | Bengaluru

Parent Picklist Value:
Status: Active
Noni-unique External Code:
R Value
Min value:
Max value:

Value:

Add New Value dialog with External Code Test_Bengaluru, Label Bengaluru, and Status
Active
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34. Search for the parent picklist value

Click the icon next to the Parent Picklist Value field to open the selection
dialog. In the Select Parent Picklist Value dialog, enter test kar in the search
field to filter for Karnataka. No matching items appear at first.

5F SuccessFactors: Configure Picklic X | 4 i

« (ol () Jpages/pic cxhtmi?_s.crb=0GRgIPfKBIQnORWIKodyh8FvOjM%3d#/ create/1 2DCBEFDSEAAADEIAICOCCBE03COESS2 * O

A Admin Center

Admin Center / Picklist Center / Versions / Details /
Add New Value

*Extemal Code: | Test_Be|

*Label

Parent Picklist Value:
Status:

Mon-unique Extemal Code:
R Value

Min value:

Max value:

Value:

Select Parent Picklist Value dialog with a search for test_kar and no matching items
found
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35. Refine the search and select Karnataka

Change the search to test Ak kar. The item Test Ak Karnataka with the label
Karnataka appears in the results. Select Test Ak Karnataka as the parent
picklist value.

Bf SuccessFactors: Configure Pickiic % [Nef - a8

<« e & ? as object/pages/picklistuifindex.chtmi?_s.crb=OGRgIPKBIQNORWIK FVOjM3%3d#/create/12DCBEFDSE4A4D69AICOCCBE03COERS2 * 6

21 apps  [§l Introduction to Sele..  BF SuccessFactors: Hou

£ Admin Center -

Admin Center / Picklist Center / Versions / Details /

Add New Value

*External Code: | Test Bengaluru

#Label: | Bengaluru

Parent Pickiist Value:
Status: Active

Non-unique External Code:

R Value

Min value:

Max value:

Value:

Select Parent Picklist Value dialog showing Test_Ak_Karnataka in the results

36. Confirm the Bengaluru entry
Check that the dialog shows these values. All other fields remain blank.

e External Code: Test Bengaluru
e Label: Bengaluru
e Parent Picklist Value: Karnataka
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e Status: Active

- oW

&« {5 - uccessfactor f object/pages/pi i/ cxhtml?_s.crb=0GRgIPK8IQnORWIKodyh8FvOjM%3d#/create/12DCBEFDSE4A4DEIAICOCCBE03COESS2 w e H

Bf SuccessFactors: Configure Pickic x [N

21 apps  [@ Introductionto Sele..  BF SuccessFactors: Hau.

#%  Admin Center

Admin Center / Picklist Center / Versions / Details /

Add New Value

*External Code: | Test_Bengaluru

*Label. ‘ Bengaluru

Parent Picklist Value: || Kamataka

Status: Active
Non-unique Exteral Code:
R Value
Min value:
Max value

Value:

a8 0 D0BELlaS =8

Add New Value dialog with all fields filled for Bengaluru and the Parent Picklist Value set
to Karnataka

37. Save the Bengaluru value
Click Create to add the Bengaluru district value to the picklist.

38. Start the Mumbai value
Repeat the process for Mumbai. In the Add New Value dialog, enter:

e External Code: test Mumbai
e Label: Mumbai
e Parent Picklist Value: Leave blank for now.
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e Status: Make sure it is Active.

5f SuccessFactors: Configure Pickiic % [ - a8

<« c & uccessfactors.eu/xi/ui/genericobject/pages/pickiistuifindexxhtmi?_s.crb=OGRgJPKBIQORWIKodyh8FvOjM3%3d# /create/1 2DCBEFDSE4AADEIASCOCCRE03COESS2 w O

1 apps [ Introduction to Sele..  §F SuccessFactors: Hou.

-
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Admin Center / Picklist Center / Versions / Details /

Add New Value

*Extemal Code: | test Mumbal

*Label:

Parent Picklist Value:
Status: | Active

Nor-unique Extemal Code:

R Value:

Min value:

Max value:

Value:

Add New Value dialog with External Code test_Mumbai, Label Mumbai, and Status
Active
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39. Select the parent value for Mumbai

Click the icon next to the Parent Picklist Value field. Search for and select

Mabharastra (Test_Maharastra) as the parent picklist value. Make sure Status
is set to Active.

5f SuccessFactors: Configure Pickiic x [N -8
€ cC &

ct/pages/picklistuifindexxhtmi?_s.crb=0GRgIPIKBIQNORWIKodyh8FvOjMo%3d#/create/1 2DCBEF DS E4A4D6IAICOCCEE03COESS2 * O
2 Apps  [§l Introductionto Sele..  §F SuccessFactors: Heu.

4 AdminCenter ~

Admin Center / Picklist Center / Versions / Details /

Add New Value

*External Code: | test_Mumbai

#Label: | Mumbai

Parent Picklist Value: | Maharastra

Status: | Active
nique Extemal Code Y
R Value
Min value:

Max value:

Value:

m=a € B ¢ DL 0Eia " = |-

Add New Value dialog with External Code test_Mumbai, Label Mumbai, Parent Picklist
Value Maharastra, and Status Active
40. Save the Mumbai value
Click Create to add the Mumbai district value to the picklist.

41. Review the completed picklist
The picklist Test AK Districts] how contains three values:

e Test_hyderabad (Hyderabad), with the parent Telangana
(Test_Telangana)

» Test_Bengaluru (Bengaluru), with the parent Karnataka
(Test_Ak_Karnataka)

e test_Mumbai (Mumbai), with the parent Maharastra
(Test_Maharastra)
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All values have Status set to Active.

5f SuccessFactors: Configure Pickli: % | o e

< cC a uccessfactors.eu//uif! object/pages/picklistui/indexxhtmI?_s.crb=OGRgIPKBIQnORWIKodyh8FvOjM%3d# fdetail/12DCBEFDSE4AADEIAICOCCBE03COEBI2 * 8
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4%  Admin Center v Search for actions orpeople. [ AUEO)] o SF SF (10001) ~ —

Admin Center / Picklist Center / Versions /

Test_AK_Districts1
Effective Jan 1, 1900

Display Order:
Alphabetical

Picklist Values (3) Search o ] [+

External Code Label Status Parent Picklist Value
Test_hyderabad Hyderabad & Active Telangana (Test_Telangana)
Test_Bengaluru Bengaluru & Active Kamnataka (Test_Ak_Kamataka)

test_Mumbai Mumbai & Active Maharastra (Test_Maharastra)

Picklist Center showing Test_AK_Districts1 with three district values and their parent
states

Review the parent-child mapping

42. Verify the district picklist
Confirm that the picklist named Test AK Districts] contains the following
values:

» Test_hyderabad (Label: Hyderabad), with the Parent Picklist Value
Telangana (Test_Telangana)

e Test_Bengaluru (Label: Bengaluru), with the Parent Picklist Value
Karnataka (Test_Ak_Karnataka)

e test_Mumbai (Label: Mumbai), with the Parent Picklist Value
Maharastra (Test_Maharastra)
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Ensure all values have Status set to Active. Confirm that the Effective Date
for the picklist is Jan 1, 1900 and that the display order is Alphabetical.

= = x
Bf SuccessFactors: Configure Picklic X | Nep 5 IEl

&« (& & xif i t/pages/pickl findexxhtml?_s.crb=OGRgJPKBIQNORW.Kodyh8FvOjM3¥%3d#/detail/12DCBEFDSE4AADEIASCOCCBE03COERI2 g e H

5 Apps Introduction to Sefe.. B SuccessFactors: Ho.

4y  Admin Center ~

Admin Center / Picklist Center / Versions /

Test_AK_Districts1
Effective Jan 1, 1900

Picklist Values (3) Saih Q + g o

External Cade el atus Parent Picklist Value
Test_hyderabad eraba ctive Telangana (Test_Tetangana)
Test_Bengaluru engslury ctive Kamataka (Test_Ak_Kamataka)

test_Mumbai i ctive Maharastra (Test_Maharastra)

Picklist Center showing Test_AK_Districts1 with three district values, their labels,
statuses, and parent picklist values

43. Understand the parent-child relationship
Keep these points in mind when you create a child picklist:

e The district picklist (Test AK Districts1) uses the state picklist as its
parent.

» Always specify the parent picklist (states) when you set up the child
picklist (districts).

e Use a meaningful picklist name so you can identify it easily during
testing or production use.

e Set the Effective Date to Jan 1, 1900 for consistency and to avoid
future-dated issues.

* When you assign the parent, search for the exact name or external
code, such as Test Ak Karnataka for Karnataka.

44. Return to the SuccessFactors Home page
When you finish configuring the picklists, navigate back to the Home page.
It displays widgets such as:

e To-Do: Finish Your Profile (0% Complete) and Recruiting Approvals

(2 Approvals Due Anytime)
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e My Team: Recognize and Reward someone and IGS comp eligibility
chart

* My Info: Additional personal and HR-related widgets

sf ManageData x| sf igure Picklis % | gf Home X @ ShivikaTech - YouTube x| + A

& c a sffstart? FPART0427238,_s.crb=DhGvhrpMRzZzKKhLLUyinz %253d#Shell-home * @

1 apps [l Introduction to Sete..  §F SuccessFactors: Ho,

5 3
Q) Search for actions or people M N ©@ .SFSF(iOGDl) v

Finish Your Profile Recruiting Approvals

il e 2

Complete Approvals
Due Anytime Due Anytime

My Team

Recognize and I1GS comp eligibility k -
Revare sormecria

My Info

\—_\__“
= a € B &

SuccessFactors Home page showing the To-Do, My Team, and My Info widgets

SF SuccessFactors: Menage Dats x| Bf SuccessFactors: Configure Pickli= X B Home X @ ShivikaTech - YouTuse x| + = 1

&« e & salesd: .8u/ 3 mpany=SFPART042723& s crb=DhGvhrpMRzZzKKhLLUyinzwb3ec%253d#Shell-home w e H

i apps [l Introductionto Sefe.. B SuccessFactors: Ho.

QQ search for actions or people

Finish Your Profile Recruiting Approvals

il - Z
Complete Approvals
Due Anytime Due Anytime

Recognize and IGS comp eligibility
Reward someone

Recording: 00:00:31

SuccessFactors Home page with screen recording controls visible, indicating the end of
the session.
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Summary

You have created a hierarchical picklist structure in SuccessFactors, with
states as the parent picklist and districts as the child picklist. Each district is
mapped to its corresponding state. You can now link the picklist to MDF
(Metadata Framework) objects and HRIS elements.

What's next

e Link the picklist to MDF objects and HRIS elements in your
SuccessFactors configuration.

e Use the picklist in employee or organizational data forms. This
enables dynamic, hierarchical dropdowns, such as selecting a state
to filter the available districts.

» Use the picklist in SuccessFactors modules that require hierarchical
picklists.

e To make changes, return to the Picklist Center and edit the picklist or
its values.
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