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Welcome to the OSC HR/Payroll Organizational Management Overview training.
The Organizational Management (OM) module is used to define and maintain

org units, job classes, positions, and persons occupying positions. It is based on a
concept of creating and linking objects. This in turn establishes relationships

and inheritance of attributes.
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Welcome and Introductions

Welcome to the Organizational Management Overview
course.

Introductions
Sign-in sheet
Tent cards
Restrooms

— Breaks _
(common & smoking areas)

Parking lot
Classroom etiquette

* Cell phones off

* Internet/Email

* Quiet side conversations
Fire safety information
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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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Prerequisites

Personnel Administration Overview, PA200
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This course is for those individuals working at state agencies and BEST Shared
Services who have security authorization to display the organizational structure.
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OSC HR/Payroll Training Curriculum

Reports Overview

} | }

Organizational Personnel Time

o 3 Payroll Benefits
Management Administration Management Bl
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The OSC HR/Payroll training program comprises several courses and different
modules. Based on your HR role, you will attend courses inthe  Organizational
Management module
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OM Curriculum by Security Role

- —

Relates to Position, OM Structure
or Org Chart where Positions sit

OM terms, concepts,
processes and reports

Create and maintain Approving positions
position actions

Approve position funding

I | Agency approvals
Relates to functions, duties, (Position and Funding)
& Position actions
OSP approval
OM = Organizational Management

OSBM approval

!

SLIDE 5

o

(aOtficeol thess,
e o0

Rev. 10.10.11 " Training “o,
& of North Carolina All Rights Reserved Cbo1rfapmﬂur e

egy

-

NC OSC Training & Development Page5



OM 200VC 6 Organizational Management Overview 10-10-2011

Course Map

[ Lesson 1: PA Overview ]

[ Lesson 2: OM Concepts ]

{ Lesson 3: Displaying the Organizational Structure ]

[ Lesson 4: OM Processes and Reports ]

[ Lesson 5: Course Review J
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Strategy for Training

Tell me

Show me

Let me

Support me

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

Demonstrations

Instructor will demonstrate job-related tasks performed
in the OSC HR/Payroll system — HANDS OFF

Exercises

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

Availability
Instructor will be available to answer questions while the
students complete the exercises
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The Create and Maintain Employee Data Student Guide provides a copy of the
PowerPoint presentation used in the classroom training. You will 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 HR/Payroll system training environment.

You may also find it useful to take the Employee Self -Service and Manager Self -
Service courses although they are not required for the PA curriculum. They are,
however, mandatory for other requirements.
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Reference Materials

* Student Guide
+ Job Aids

* Other resources

— Online help
* Provides step-by-step
procedures by screen

* Includes links to complete
step-by-step procedures

— Work instructions
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Course Objectives

+ Define Organizational Management (OM)
* ldentify components of the OM structure

« Identify OM reports

Upon completion of this course, you should be able to:

* Display an organizational structure in the HR/Payroll system
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This course is intended to give HR professionals an understanding of the
HR/Payroll system Organizational Management module. This course will provide
you with demonstration and practice for displaying the organization and staffing

assignment structure.
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Course Map - Lesson 1
Lesson 1: PA Overview

[ Lesson 2: OM Concepts ]

{ Lesson 3: Displaying the Organizational Structure ]

[ Lesson 4: OM Processes and Reports ]

[ Lesson 5: Course Review ]
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Lesson 1 Objectives

Upon completion of this lesson you should be able to
define key Personnel Administration (PA) concepts.
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This lesson is designed to provide you with general knowledge about Personnel
Administration and how to display data.
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HR/Payroll System

Foundational Structures

@ L orgstucture

Personneltio 20001038
EEGroup SPA Employees
EESubgroup [All FT
Start 01/01

Hame

T Perm

to

Enterprise structure

Personnel structure
EEgoup [l SPAEmployees
EE subgroup Al FT N-FLSAOT Perm

Organizational plan

Percentage
Posttion 206000002563
Museum Specialst
Job key Msm Spl
Museum Specalst
Org. Uy 48020602564
CR CDS ABH HIS SIT.
Org.key EEl

Subarea

Fund

CoCode 1 STATE OF NC

Pers.area Cultural Resources

Cost Ctr 8 CULTURE RESOUR. Bus. Area
Func. ] 6000000000000001

Payr.area

Contract

Display Organizational Assignment (0001)

1| Cultural Resources

1] 7day Norm
Cukural Resources
A

Enterprise structure
CULTURE- SUSPE.

General Govemment

21 L) } Personnel structure

Organizational structure
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Before we explain in more detail the purpose, attributes and relationships of

each OM object, it is important to review

structure for employee master data which is comprised of the

Structure and the Personnel Structure

the HR/Payroll system foundation data
Enterprise
. This structure is displayed on the

Organizational Assignment (0001) infotype. The above slide shows the
Organizational Assignment infotype for Patsy Alvarado, a sample employee.

Letds take a | ook

at each of the

dat a

NOTE : We will review the organizational structure in the next lesson.
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Enterprise Structure

Display Organizational Assignment (0001)
%] & | Org Structure

Personnel No_ |20

SPA Employees

EEGroup
EESubgroup |Al| FT N-FLSAOT Perm
Start 01/01/2008] to 08|[ECATT

Enterpriss structure

CoCode NCOl| STATE OF NC
Pers.area 48 Cuttural Resources Subarea  [wco1l  7day Nom
Cost Ctr 4632322923 CULTURE RESOUR. Bus. Area  |4600)  Cultural Resources

Fund 469999999 CULTURE- SUSPE.

Func. Area General Government

Personnel structure

EE group Al SPA Employees Payr.area 0L]  NC Monthly

EE subgroup |A1l] FT N-FLSAOT Perm Contract =

Organizational plan

Percentage
Postion 206000002563
Museum Specilst
Job key 30 §28 Msm Spl
Museum Specilst
Org.Unt  [20010226] 48020802564
CR CDS ABH HIS SIT...
Org.key 4601463939292
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The Enterprise structure defines the legal structure of the State of North
Carolina and is comprised of:

Company Code
Personnel Area
Personnel Sub-Area
Cost Center
Business Area

Fund

Functional Area

o To To T T o Do
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Company Code

Display Organizational Assignment (0001)

H @ & orgstucture

» The company code
allows for independent
accounting.

[personnel o |[20001035 Name
EEGroup B
EESubgroup [AL

SPA Employees
FT N-FLSAOT Perm
Start 01/01/2008] to 12

»  Multiple company
codes can exist.

Enterprise st
CoCode

Pers.arez
Cost Ctr

1| STATE OFNC ]

Cu

| Resources Subarea
CULTURE RESOUR_. Bus. Area
Fund
General Government

NCOl|  7day Horm

Cultural Resources
CULTURE- SUSPE..

Func. Area

Personnel structure
EE group
EE subgroup [AL

SPA Employees
FT N-FLSAOT Perm

Payrarea  |01] NCMonthly

Contract v

Organizational plan

Percentage  [100.00

Pasition 206000002563
Museum Specialist

Job key Msm Spl

Museum Specialist
48020602564
R CDS ASH HIS SIT.
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A Company Code is an HR integration point with SAP financial accounting
applications and is an integral part
connection with Personnel Administration. The Company Code represents the
highest levels of the organizational structure. The State of North Carolina uses
two company codes: NC0O1 and NC02. All agencies use NCO1, except for the
Department of Transportation and the Employment Security Commission.

NCO1 3 State of North Carolina - NCAS
NCO1 represents primary government agencies and component units which use
NCAS (North Carolina Accounting System) as their main accounting system.

Until NCAS is replaced, payroll financial postings from company code NCO1 will
be interfaced to NCAS.

NCO2 3 State of North Carolina 8 DOT & ESC

NCO2 represents any primary government agency or component unit that does
not use NCAS as its primary accounting system, but is included in the
HR/Payroll project for processing payroll transactions. These agencies or
component units have their own accounting system and chart of accounts, and
require payroll entries to be interfaced to their accounting systems.
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The Personnel Area is tied directly to the Company Code and is used by Payroll
to identify the specific agency for whom the employee works. A Company Code
can include one or more Personnel Areas. Personnel Area is important for
selecting dates for reporting. Personnel areas determine where wages and
salaries are posted and from where they are paid. Some examples are:

Company Code NC01
1401 State Controller
1601 Environmental and Natural Sciences
Z101 State Personnel
8701 School of Science and Math

Company Code NC02

1501 Transportation
4401 Employment Security Commission
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