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MDCPDS TRAINING MODULE

QUICK COPYING A POSITION

Lesson Plan

Purpose
This lesson plan covers how to Quick Copy a Position 

Target audience
This training is intended for the CPOC Classification Division users of the Modern System.

Objectives
After completing this module, participants will be able to:

· Know what reference materials cover this topic, and where to find them.

· Retrieve a position to be copied.

· Make copies of this position.

· Change data on the new position(s).

· Validate the copied position(s).

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Overview (recommended).

· Fundamentals (logging on and navigating).

· Building a position.

Synopsis of lesson
This module contains the following:

· Instructor demonstration (participants follow along).

· Hands-on, independently-completed exercise (optional).

· A backup PowerPoint slide show is not currently available.

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
The following reference is applicable to this module:

· Modern DCPDS User’s Guide (Aug 2000), Module 2, Chapter 2, pp. 9-17

Handouts
The following handouts should be provided to each student:

· Modern DCPDS User guide (position module).

· Job Aid for Quick Copying a Position.

· Exercise for students on Quick Copying a Position.

· CPOC Training Worksheet (CPOC Training Worksheet.doc).  This is for the students to record basic identifying information about the positions they build during this lesson, for use during later training modules.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to Modern DCPDS at the CPOCMA training database using either Metaframe or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  CIVDOD PERSONNELIST or CIVDOD CLASSIFIER.

· User ID and password for the instructor (same responsibilities).

· Students will be making copies of the position they built during the position build lesson.  If any students were not successful in creating a valid position, be prepared to copy a valid position for their use.

Notes to instructors
At the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)   Buttons that you are to click are shown in angle brackets.

· Points that you are to share with the class are so indicated, and are usually bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advanced (e.g., Retrieve position number _______).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module – Quick Copying a Position

Purpose
This lesson covers the following:

· Quick copying a position

Background
Provide the following background information to the class:

· This procedure will allow you to build a new position by quick copying without having to build the position from scratch.

· I will demo a quick copy with you following along, by using the “Quick Copying a Position” job aid.

· You will independently do a quick copy with the exercise provided (optional if time allows).

· CAUTION about quick copying:  Quick copying must be done very carefully.  Since it is quick and easy, it is also very easy to forget to make critical changes to reflect differences between positions.  This can result in the need for subsequent corrections.  If you are going to quick copy, copy from positions that are VERY SIMILAR and preferably part of the same organization.

References
The instructions for all these activities are contained in the Modern DCPDS User Guide, Module 2, Chapter 2, pp. 9-17.

Overview
In this module, we will:

· Query to retrieve the position to be copied.

· Modify and quick copy that position.

· Query to retrieve the copied position(s).

· Make changes to copied position(s).

· Validate the copied position(s).

Querying the Position to Copy
Have the students use the Quick Copy job aid to follow along so they can highlight points of emphasis and make notes.

Point out:  The first step in the quick copy process is to identify and retrieve the position that is to be copied.  For this class, we are going to copy the position that you built during the Position Build lesson (students can refer to their CPOC Training Worksheet to get the identifying information).

Step
Action

1
On the Navigation List select Work Structures ( Position ( Description ( <OPEN>.  (Point out that you cannot quick copy from within the RPA.)

2
The Position Window displays.  The cursor is located in the From data field and the current date is highlighted.  Emphasize to the class: when the position screen first displays, the system is waiting for you to begin building a new position.  We are going to be retrieving an existing position.  How do we start?

Push the [F7] key to initiate a query.

3
Place your cursor in the Name field and enter the name of the position you want to Quick Copy (or enter a partial value, using the % sign as a wild card as needed).  

· Training:  use _________________________ (note: make sure the position is valid).  Students are to use the position they built during the Position Build lesson, this should be recorded on their CPOC Training Worksheet (or comparable).

· Emphasize again that the easiest way to query for a specific position is to enter a query using the sequence number, e.g., %.%.(seq no)% 

4
Push the [F8] key (this will run your query).  The Name, Organization, Job Location, and Status fields are automatically populated with the information of the position you want to copy.

You will want to verify that you have retrieved the right position (in case there are more that meet the query criteria that you entered).  The sequence number is the best way to do this since it is a unique position identifier.  If you are not displaying the right position, use your down arrow key to page through the retrieved positions until you get to the right one.

Modifying key data
Follow these steps to modify key data for the position you are building:

Step
Action

1
Click the <Quick Copy> Taskflow Button.  The Quick Copy Position Window displays.  

2
Point out the features on the quick copy screen:

· Check boxes for organization, job, and date position established.  These three items are “key” items and must be changed here if they are not correct as shown.

· Field for number of copies to create (up to 5).

· Alert notice about changing the org or job.

3
· We are not going to change the organization (UIC) or the job (series) during this class.  Generally, you should avoid changes of this nature when doing a quick copy.  For major changes like this, you are better off building a position “from scratch” so you don’t overlook important data changes.

· Emphasize that if either of these items (and the Date Position Established) need to be changed, they HAVE to be changed here. Once you make the copies it is too late to change these items, you have to delete the copies and re-do them.

4
We are going to change the “Date Position Established.”  

· This date must be a date prior to the effective date of the personnel action for which this position will be used (previously DIN WPL). 

Change the Date Position Established to:  ________________  (use the same date as was used in the original position build – recorded on the CPOC Training Worksheet).

5
Enter the number of copies (between 1 and 5) you want to make.  For training, make _________ copies (depends on what you will use the copies for in subsequent lessons).

6
Click the <Quick Copy> Taskflow Button.  

· A New Copied Positions Window displays. It lists the Name of Position Copied and Names of New Positions Created. 

· Students should record the copy information on their CPOC Training Worksheet (if used), or comparable, for use in subsequent lessons.  It is very important to record at least the sequence numbers of the newly-created positions.

· Note the message at the bottom of the window that alerts you that the new position(s) need to be validated. 

7
Copy the position identifying information from the first copied position for use in retrieving the copied positions in the next steps, as follows (students follow as instructor demonstrates):

· Place your cursor in the name block of the first copied position.  

· Highlight the entire name field (move your cursor to the far right of the name field if necessary (if the field is long), click and hold your mouse button while you drag it left to select the entire name).  Or use the Edit Field icon on the toolbar to display the entire position name in a small window, where you can easily highlight it (demonstrate both these methods).

· Copy the highlighted information to your clipboard (using Ctrl-C or Edit ( Copy from the menu).
Note:  You do not have to follow this procedure, you can use any method to retrieve the copied positions in the next section.  This method, however, is quick and easy.

Retrieving the new positions
The next step is to retrieve the newly-copied positions that you just created so that you can (1) make any additional changes that may be required, and (2) validate the new positions.

Step
Action

1
Close the New Copied Positions window to return to the position window.

2
Start a new query by pushing [F7].  

3
Place your cursor in the position name field, and paste the name data you copied in the previous section (Ctrl-V or Edit ( Paste from the menu).

4
If you have copied more than one position (and therefore need to retrieve more than one position), replace the last two digits of the sequence number of the new position with “%”.  If you don’t do this, you will only retrieve the one position.

· Point out that you only have to replace the last two digits of the sequence number because the system-generated numbers will generally be in sequence (although this may not always be the case when the whole class is doing this at once).

5
Run the query by pushing [F8].  All your newly-created positions should now be retrieved; use your down- and up-arrow or PgDn-PgUp keys to move between the positions (you will see the sequence number changing).  

Changing position data
When you have a copied position retrieved, you can make other changes to the position data (other than the three key items discussed above).  We are going to change the position description number and grade of one of the copies you made.

Instructor note:  you may want to vary what changes to make based on your subsequent training needs.  Making one higher-graded position will allow you to use that position during the Temporary Promotion lesson.

Step
Action

1
Make sure the position you are going to change is displayed on the position screen, and annotate your CPOC Training Worksheet accordingly so you can identify this position later.

2
Click in the position name field.  This brings up the Position Flexfield.

3
Change the position description number.  This is in accordance with the established practice of using a different name for positions at different grade.  Training, use ___________________.

Note:  cover your CPOC PD-numbering conventions here.

4
Click <OK> to close the Position Flexfield. Save. 

5
Click the <Others> button and select “Army Appropriated Fund” to access the Extra Information DDFs.

6
Select the “US Government Valid Grade Information” DDF, then click in the “Details” area to display the flexfield window.

7
Change the valid grade and target grade to the next higher grade (1 or 2 grades depending on the type of job).

8
Click <OK> to close the flexfield, then Save and close the Extra Information window to return to the position screen.

Point out that if there were any other changes to be made, you would make them here.  This is where it is very important to review the position data to make sure other data is still correct, e.g., did FLSA change as a result of the grade change?

Validating the new positions 
Follow these steps to validate them; this is the same process used in regular position builds.

Step
Action

1
On the Position Window, click <Validate>.  The status field should change to “Valid.”  This pertains to the position you just changed.

Note:  if any students do not validate, instructors should provide assistance to them before proceeding.  

2
Use your up- or down-arrow key to display each of the other positions that you created.  Repeat the validation process for each of the new positions.

3
When all your copied positions are valid, close the position window to return to the Navigator screen.

Optional exercise
If time allows, you can have the students work on the attached exercise (at the end of this lesson plan).  Instructor note: fill out missing information on the exercise sheet before copying, including the position number to be copied, new grade, etc.

Instructions:

· You will now have the opportunity to practice this procedure by completing an exercise independently.

· The purpose of this exercise is for you to independently quick copy a position.

· You will have 10 minutes to complete the exercise.

Summary and conclusion
In this module we have learned how to:

· Retrieve a position to be copied.

· Make copies of this position.

· Change data on the new position(s).

· Validate the copied position(s).

Any questions?

Exercise:  Quick Copying a Position

Scenario
You are a classifier at the CPOC.

· Your assignment is to quick copy a new position from the following position:
______________________________________________________.

· This position will remain in the same organization, with the same title and occupational series.

· Make the following changes:

· New Date Position Established:  _______________________

· New position description number:  _________________________. 

· New grade:  _____________.

· New TDA para/line number:  _______________________.

· Use your Position Build Job Aid or the Data Element Locator tool to find the correct DDFs to access in order to make these changes.

· Record the position number (including sequence number) of the position you create:
________________________________________________________.

 (10 Minutes)
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