
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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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.

Page 2

rev. 9.13.2011

NC OSC Training & Development

OM210 - Organizational Management for Agencies



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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The Organizational Management for Agencies Studentõs Guide provides a 
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.osc.nc.gov/training/osctd/help/
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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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Within the OM curriculum, there are several courses.  Everyone attends 

the first course, OM200 OM Overview .  Your position determines which 

additional courses you may be required to attend.
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Thirteen actions have been developed for creating and maintaining 

positions. These actions are accessed using  the Position Action 

transaction, ZOMA069 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:

ZOMA069

Å 100 Create New Position

Å 103 Reallocate Position Up

Å 104 Reallocate Position Down

Å 113 Position Transfer

Å 116 Position Employee Group/Subgroup Change

Å 122 Position County Change

PO13

Å (PO13) Position Working Title Change

NOTE: The three -digit number above the abbreviated action title 

represents the position action code.
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NOTE: All OM position actions entered through the ZOMA069 transaction are initiated 
in Workflow.

Roles involved in position actions:

Å Agency HR Personnel Analyst researches the action with the appropriate manager.

Å Agency HR data entry/personnel analyst uses the ZOMA069 transaction to enter 

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

approvals.  

Å Agency Salary Control Officer (Agency Position Funding Approver) approves the 

action after entering the cost distribution and position salary or rejects the action.

Å Agency position approver approves or rejects the position action.

Å Division HR Administration position approver approves or rejects the position 

action.

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

approves or rejects the position action.

Å The Office of State Personnel (OSP) Position approver approves or rejects position 

action if sent to OSP by the agency.

Å Upon final approval, the action is changed to active in the HR/Payroll system by 
BEST Shared Services.

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 is not an 
automatic action.
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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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