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Welcome to the OSC HR/Payroll SAP Organizational
Management (OM) for Agencies training course. This course is
for those individuals working at State agencies who process
position actions that were known as PD118s in PMIS. In this
course you are going to learn how to enter required data and
how to initiate the approval process for a position action.

NOTE: OM is the acronym for Organizational Management.

Notes:
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Prerequisites

« Prerequisites
— BEACON Overview, BC100
— SAP Basic Navigation, BC110
— Personnel Administration Overview, PA200
— QOrganizational Management Overview, OM200
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Notes:

These are the prerequisites that you must take before
attending this class. Attending these prerequisites ensures
that you are adequately prepared to learn the new processes,
concepts and data entry skills that are covered in this course.
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SAP Training — Welcome and Introductions

»  Welcome to Organizational Management for Agencies
course.
— Introductions
— Sign-in sheet
— Tent cards
— Restrooms
— Breaks
— Parking lot
— Classroom etiquette

« Cell phones off . B l !

* Quiet side conversations
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_ o _ Notes:
The course introduction is an opportunity to get to know the

others who are attending class as well as to agree on classroom
courtesy. The instructor will inform you about the building
facilities and when breaks will occur.

Please make sure you receive the credit you deserve for
attending class by signing the attendance sheet.
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Welcome: Strategy for Training

Instructor will discuss the process,
responsibilities, and describe the
transactions — LISTEN

Instructor will demonstrate job-related
tasks performed in SAP - HANDS OFF

Student will complete the exercises which
allows for hands-on practice in class —
HANDS ON

Instructor will be available to answer
questions while the students complete the
exercises
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Notes:
The Organizational Management for AgenciesSt udent 6 s GU1T de

provides a copy of the PowerPoint presentation used in the
classroom training. Observe that space is available for you to
write notes. You can use the guide as a reference when you
return to the workplace. For example, you can use the exercises
for practicing in the SAP training environment.

All of the references and job aids that are used in this class are
available on BEACON University. For the most up-to-date
versions, you should always use the materials on the BEACON
University website.
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Reference Materials

Student Guide
« Exercise Guide
Job Aids

* Other resources
— Online help

o Provides step-by-step procedures by screen
o Includes links to complete step-by-step procedures

— Work instructions
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References (job aids)

In addition to the Student Guide, these quick references are
available:

A Position Actions Descriptions
A OM Infotypes Descriptions
A Field Definitions for OM Position Actions

These references are also available online through the BEACON
University web site.

Notes:
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HR Training Curriculum

BEACON Overview
SAP Navigation
Reports Overview

Personnel Organizational Time Pavroll Benefits
Administration Management Management Y
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Notes:

The OSC HR/Payroll SAP training program is comprised of five
modules. Based on your HR role, you may attend courses in
several modules.
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Notes:
Within the OM curriculum, there are several courses. Everyone

attends the first course, OM Overview . Your position determines
which additional courses you may be required to attend.
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