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OSC HR/Payroll Training

Organizational Management
for Agencies

OM210
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Welcome to the OSC HR/Payroll Organizational Management (OM) for
Agencies training course. This course is for those individuals working at
State agencies who process position actions. 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.
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Welcome and Introductions

Welcome to the Organizational Management for
Agencies course.
— Introductions

Sign-in sheet
Tent cards
Restrooms
Breaks (smoking area)
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

Prerequisites:

s Personnel Administration Overview, PA200

»  Organizational Management Overview, OMZ200
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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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Strategy for Training

Tell me Concepts

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

Show me Demonstrations

Instructor will demonstrate job-related tasks
performed in the system — HANDS OFF

Let me Exercises

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

Support me Availability

Instructor will be available to answer questions
while the students complete the exercises
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The Organizational Management for Agencies St udent 08s Gui
copy of the PowerPoint presentation used in the classroom training. 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.

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

http://www.o0sc.nc.gov/training/osctd/help/
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HR Training Curriculum

BEACON SAP Navigation
Reports Overview

BEACON Overview

Personnel Organizational Time
L B Payroll Benefits
Administration Management Management
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The OSC HR/Payroll system training program is comprised of five
modules. Based on your HR role, you may attend courses in several

modules.
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Org Management Training Curriculum

OM Overview
(OM 200)
OM terms, concepts,
processes, and reports.

OM for Agency HR.
(OM210)

Create and maintain
position actions

—‘ Approve positions

Agency approvals
(position and funding)

OSPapproval

OSBM approval
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Within the OM curriculum, there are several courses. Everyone attends
the first course, OMZ200 OM Overview . Your position determines which
additional courses you may be required to attend.
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Course Map

Lesson 1: OM Position Concepts

Lesson 2: Position Creation

Lesson 3: Display Position Infotypes Using Infotype Reporting

Lesson 4: Position Reallocation

Lesson 5 Other Position Actions

Lesson 6: Useful Displays
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Lesson 7: Course Review
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Course Objectives

Upon completion of this course, you should be able to:
« Perform position actions using the Position Action transaction, ZOMAO069
¢ Perform position actions using the Maintain Position transaction, PO13

« Display position data in planned status using the Display Infotypes
transaction, RE_ RHDESC10 and/or Display Infotypes, PO13D

« Search for the status of a position action using the /nfotype Reporting
transaction, S_AHR_61016532 and/or Display Infotypes, PO13D

« Display Job Families, Job Branches, and Job data using Display Infotypes
transaction, RE_RHDESC10
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Reference Materials

« Ex

« Student Guide

* Job Aids

* Bulletins

« Other resources
— Online help

ercise Guide

* Provides step-by-step procedures
by screen

* Includes links to complete step-by-step procedures

—  Work instructions
—  Whats New

The materials above can be accessed through the OSC Training HELP website.
Use the following link to access the HELP website:
http:/fiwww.ose.ne.govitraininglosctd/help/
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Course Map
[ Lesson 2: Position Creation J
[ Lesson 3: Display Position Infotypes Using Infotype Reporting J
{ Lesson 4: Position Reallocation J
{ Lesson 5: Other Position Actions }
{ Lesson 6: Useful Displays }
[ Lesson 7: Course Review ]
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Lesson 1 Objectives

Upon completion of this lesson, you should be able to:
— Define the various position actions
— Describe the position Workflow process at a high level
— Explain the importance of the validity period associated with an action
— Explain the naming and data entry conventions for positions
— Describe the interdependencies between position information and other
system functions such as Personnel Administration, Payroll, Benefits

and Time

— Describe the position types
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Position Actions

SLIDE 12 (aOlficeel thesy,

1211 - :‘\v Jraining
th Carolina All Rights Reserve E

[} B
v Domfapmour 2

Thirteen actions have been developed for creating and maintaining
positions. These actions are accessed using the Position Action
transaction, ZOMAOQG9 or using transaction PO13. Additional
information and an example of how each action is used can be found in
the Position Actions Descriptions reference job aid that is available on
the OSC Training HELP website. (Go to the OM > Job Aids folder.)

The following actions will be taught in this class:

ZOMAO069

A 100 Create New Position

A 103 Reallocate Position Up

A 104 Reallocate Position Down

A 113 Position Transfer

A 116 Position Employee Group/Subgroup Change
A 122 Position County Change

PO13

A (PO13) Position Working Title Change

NOTE: The three -digit number above the abbreviated action title
represents the position action code.
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Position Creation Workflow

Salary Control
Officer

) | v ._>

The position action - .
Meets with is verformed and Reviews the 1eq}lest
) / . P < and enters funding
Personnel Analyst  ywo1kflow
3 orkflowisinitiated 00 ation
regarding a !
position request

Department

Approval

| No is created

v
BEST Shared

Services

=)

“SAP Workflow
Workflow sends confirming
email to the initiator's
Workflow Inbox

NOTE: If position action is rejected, [\ A
it is sent back to the Initiator.

Continued on
nextpage
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NOTE: All OM position actions entered through the ZOMAO069 transaction are initiated

in Workflow.

Roles involved in position actions:

A
A

the required position data in planned status, and then initiates Workflow

approvals.

Agency position approver approves or rejects the position action.
action.
approves or rejects the position action.

action if sent to OSP by the agency.

o o o Do Do Do

BEST Shared Services.

Division HR Administration position approver approves or rejects the position

The OSBM (Office of State Budget and Management) Position Funding HR

Upon final approval, the action is changed to active in the HR/Payroll system by

NOTE: The system automatically sends a record of the action to the Salary Control

System for necessary updates and reporting.

NOTE: If an agency does not have delegated authority for the action being processed, the

approver must click the decision step to send the request to OSP. This s
automatic action.
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Agency HR Personnel Analyst researches the action with the appropriate manager.
Agency HR data entry/personnel analyst uses the ZOMAO69 transaction to enter

Agency Salary Control Officer (Agency Position Funding Approver) approves the
action after entering the cost distribution and position salary or rejects the action.

The Office of State Personnel (OSP) Position approver approves or rejects position
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Once BEST Shared Services makes a position active, you can see it on
PPOSE.

NOTE : The required agency approval levels for each action mirror the
legacy process. However, the Create New Position action does require the
funding approval from OSBM (Office of State Budget and Management).

NOTE: If the PCR is cancelled, the Workflow still comes to BEST Shared
Services for approval.
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