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MDCPDS TRAINING MODULE

UPDATING ENCUMBERED AND
UNENCUMBERED POSITIONS

Lesson Plan

Purpose
This lesson plan covers how to update encumbered and unencumbered positions.

Target
This training is intended for the CPOC Classification and Staffing 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.

· Correct and Update a Position.

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

· Fundamentals (logging on, navigating)

· Building a Position

· The RPA

Synopsis of lesson
This module contains the following:

· Instructor demonstration (an individual exercise will not be completed in this module, participants will follow along by changing position information on encumbered and unencumbered positions that they previously built)

· A PowerPoint slide show is provided as a contingency.

Estimated time
This module takes approximately 45 minutes to complete.

Reference materials
The following reference is applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 2, chapter 2, pp. 23-46

Handouts
The following handouts should be provided to each student:

· Job Aid for Updating Encumbered Position

· Job Aid for Updating Unencumbered Position

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:

· User ID and password for the Citrix client need to be set up.

· Appropriate Modern DCPDS student user IDs and passwords need to be set up with the responsibility of PERSONNELIST.

· Test out the user IDs and passwords; if necessary, change the Modern DCPDS password.

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 – Updating Encumbered and Unencumbered Positions

Purpose
This portion of the module covers the following:

· Updating an encumbered position, including VACANT positions that have previously been encumbered/occupied.

Background
Provide the following background to the class:

· You can use this procedure if the position is filled, or vacant with past incumbents. (Click on Occupancy button at bottom of position screen for current or past incumbents).  If you are changing the position information from the RPA, the Occupancy button is not available, you can only view this information from the position screen.
· The primary sources of information for position data changes are the RPA and the position description.

· Once in the RPA, the Position Window is similar to the one used in Work Structures to build a new position except two Taskflow Buttons (Occupancy and Quick Copy) are not available.

· If the position is moving to a new organizational location, the new Organizational Hierarchy must be established before you can move the position.

· If you wish to change a position after you build it, and the position is being used on an RPA, you will need to alter the effective date (means the same as Date Tracked) of the RPA action to make your position change.  Otherwise, the RPA will not recognize the change.

NOTE:  Remember to reset the alter effective date back to the current date before proceeding with another action.

· CAUTION:  You should carefully evaluate each data item before changing a position.

References
Point out:

· The instructions for these activities are contained in the Modern DCPDS User Guide, module 2, Chapter 2, pp. 31-46.

· Job Aid for Change in Data Element, NOA 800.

· Job Aid for Change in Duty Station, NOA 792.

· Job Aid for Change in Hours, NOA 782.

· Job Aid for Change in Work Schedule, NOA 781.

· Job Aid for Various 900 Actions, e.g., Change in Title, JN, and Position Sensitivity.

Overview
In this module, we will:

· Change specific data elements 

· Access the RPA

· Do a group exercise in Changing CLC

Examples of Changes Generating an NPA
The following position changes are examples of actions that must be done via the RPA for encumbered positions, because they require production of an NPA.

Nature of Action (NOA)
RPA Position Actions
Process Definition

781
Change in Work Schedule
A change in work schedule or time basis on which an employee is paid, including change between seasonal and non-seasonal work schedules.

782
Change in Hours
A change in the total number of hours during that day that a part-time employee is schedule to work.

792
Change in Duty Station
A change in an employee’s official duty station or work site.

800
Change in Data Element
A change in Bargaining Unit Status, FLSA Category, Personnel Office ID, etc.



900
Various
A change in JN, change in title, change in position sensitivity, etc.

If any of the above position actions need to be done, please refer to the Job Aid for that particular action.  The procedures for accomplishing these types of position changes will be taught under that specific lesson plan.

The following information reflects position items that flow to payroll.  If the position is encumbered and any of these position items need to be changed, you will need to follow the correction process.  DO NOT, REPEAT, DO NOT, just update the position information in Modern.

DATA NAME
DIN
PRINTS ON SF50

GRADE
JA0
   X 

PERS OFF IDENT (POI)
JAL
   X

PAYROLL OFF ID
JAP
   X

PAYROLL ORG CD (ALTERNATE UIC)
JAR


ORG STRUCTURE
JEJ
Cleartext only

UIC
JES
   X

BUS CODE
JNT
   X

GSA GEOLOC
JPE
   X

SERVICING AGENCY
JPV
   X   

ORG FUNCTIONAL CODE
JQB


PAY PLAN
JQJ
   X 

PAY BASIS
JQL
   X

PAY TABLE IDENT
JQN


OCCUPATIONAL SERIES
JQP
   X

PREMIUM PAY INDICATOR
JQU
Value affects Other Pay

FLSA
JQW
   X

AGENCY CODE
JRB
   X

AGENCY SUB ELEM CODE
JRC
   X

WORK SCHEDULE
JZX
   X

Requirements for changing specific data elements
The following chart discusses specific requirements for updating or changing various position-related data elements.  Discuss each of these with the class.

Data Element
Associated Requirements

JOB
Modern DCPDS will not allow the “Job” (the occupational series) assigned to a position to be changed once a position is created and saved.

NOTE:  An anticipated future change in Oracle HR will allow you to change the Job Series with an NOA 800 - –change in Data Element.

When a position is encumbered, an NPA will always be required to move the employee to a different position.  The NOA will vary depending upon the circumstances.  Refer to the GPPA.

ORGANIZATION
For vacant or encumbered positions, the position can be realigned through Mass Actions, with NOA 790 Realignment

Or

If organizational information is updated on the Organization Window, that information will automatically “flow” to all of the positions in the organization.  This is just like an overlay to the Table 30.

NOTE:  OPM does not require that such a change to be documented with a personnel action NPA, but neither does it prohibit such documentation.

LOCATION
The duty location of the position must be identical with that of the assignment of the employee who encumbers the position.

NOTE:  OPM requires that a change in position/ assignment location be documented with a personnel action with NOA 792 – Change in Duty Station if no other changes occur simultaneously.

A list form of the NPA may be used if the change affects a large number of employees/assignments.

VALID GRADE
Changes in Grade, Pay Plan, or Pay Basis in an encumbered position always require an NPA.

The above information reiterates what we already know.  Just go over  to let the students know that the process has not changed in Modern.

Retrieving a position
Follow these steps to retrieve a position record in the “Position” screen:

Step
Action

1
On the Navigation List ( Work Structures ( Position ( Position ( Description ( <Open> to display the Position Window.  Training:  retrieve Position Number:   ____________.

2
The Position Window displays.  Do not move your cursor at this time from the Name data field.

3
Click F7.  With your cursor in the Name data field, enter a PD Number and sequence number(ex. C3344%.%.XXXX%).  Click F8.  Click <OK> to automatically populate the window

At this point, have the students click on the Occupancy Button to show them how to check if the position has or is currently encumbered.  Reiterate that this should be done before making any changes to position data.  This is the only way to ensure the position data is being updated correctly.  Another way to see if the position is encumbered is the Location field will be gray.

Changing the Competitive Level
Follow these steps to change the competitive level (this example applies to many different position data changes) (students should follow along using one of their previously-build positions):

Step
Action

1
On the Position window, click the <Others…> Taskflow Button.  The Navigation Options Window displays.  Click the Agency that you need, i.e., “Army Appropriate Fund”.  Click <OK>.

2
The Extra Position Information Flexfield displays.  Click the appropriate flexfield (reference Job Aid on Building a Position), i.e., for Competitive Level.  Click US Government Position Group 1.

3
Click in the Details box.  The Extra Position Information Flexfield displays with previously completed information entered.

4
Place your cursor in Competitive Level data field.  Delete the current data “XXXX” and enter your data that is now the correct data.  Click <OK>.  Training:  use __________.

5
The Extra Position Information Flexfield Window displays with the new Competitive Level reflected in the Details box.

6
Click Save on the Toolbar.

7
The Position Window displays.  If the Status data field says “Invalid” click <Validate> and correct any data required until the Status data field is “Valid”.

8
To Exit, click Action and click Close Form to return to the Navigator Window.

NOTE:  If a position is attached to an RPA and it has not yet updated HR, you must remember to retrieve the RPA from your In-Box and reselect the position in order for the new position data to be reflected in the record.  

SHORTCUT TO RESELECTING A POSITION ON AN RPA:  Click on the LOV Button or F9, type in title.  On next screen, type in sequence number and %, click “Find”.  It will automatically reselect the position and take you back to page 2 of the RPA. 

Instructional Module – Changing an Unencumbered Position

Purpose
This portion of the module covers the following:

· Updating Unencumbered Positions that have NEVER been occupied.

Background
The following information needs to be covered in class.


CAUTION

· You should carefully evaluate each data item before changing a position.
· Before making any changes, consider end dating or deleting and build a new position.
· EXAMPLES:  

· End Date ends the record on the date you enter in the To data field on the Position Window.  From that date forward, this end date displays in the To data field.  (Users will not be able to view the position unless they are date tracked to the period in which the position was in effect.)
· Deleting removes any history of the record and can only be accomplished on a position that has never been occupied.

Information about locations, organizations, jobs, positions, grades, pay tables, and other work structures is referred to as “dated” information as opposed to “Date Tracked” information used with employee actions.  Dated information is maintained in the database to keep a history of actions over time.  Previous versions of the position record may be viewed through the use of the Alter Effective Date button on the Toolbar.

· Changes to the position record are accomplished through the use of the From and To Dates on the Position Window:

· The From Field is used to show when the date the position becomes effective (or the date established).

· The To field is used to assign an end date when you terminate a position.

NOTES:
· The From and To Fields are not subject to Date Tracking.  The period you enter in these fields remains fixed until you change the values in either data field.  There is no Date Track History for position records.

· To change “protected data” (assigned organization and job-occupational series) you may use Quick Copy.  Check the appropriate block to change (organization or job) on the Quick Copy Window prior to creating the new position.  Otherwise, once a position is created, this becomes protected data and cannot be changed.

This information is important to look at before you begin your update.  It will allow you to correctly update the information the first time.

Overview
In this module, we will:

· Correct and Update Position Data

· Access the Position Window – same as previous module

Correcting and updating information
If you are correcting or updating position information, you need to take into consideration these situations and timeframes (this chart points out a distinction between an UPDATE and a CORRECTION):


Timeframe
Timeframe

Situation
And, it’s the same day, then…
And, it’s a later date, then…

Erroneous information was entered while building a position

EXAMPLE:
FLSA was initially entered incorrectly.
Retrieve the position and overwrite the data.
Retrieve the position, use the Alter Effective Date Button and enter the effective date (the date you built the position).  Correct the FLSA data by overriding the erroneous data in the position record.

CAUTION:  Always “Reset” the Alter Effective Date to the current date before proceeding to another record or process.  If you don’t reset the date, the next action you take will be effective on the altered date of your last action.

A change occurs to the data that was entered after the position was built.
Retrieve the position and override the action.
Retrieve the position.  Use the Alter Effective Date Button and enter the effective date (date the information becomes in effect, or valid).  Update the data by changing the data in the position record.

The timeframes are very important.  It will determine if you need to Alter the Effective Date.  Stress the importance of remembering to change the Effective Date back to the current data after the action has been completed.

NOTE:  If a position is attached to an RPA and it has not yet updated HR, you must remember to retrieve the RPA from your In-Box and reselect the position in order for the new position data to be reflected in the record.

SHORTCUT TO RESELECTING A POSITION ON AN RPA:  Click on the LOV Button or F9, type in title.  On next screen, type in sequence number and %, click “Find”.  It will automatically reselect the position and take you back to page 2 of the RPA.
Retrieving a position record
This procedure is the same as the previous module.

Step
Action

1
On the Navigation List ( Work Structures ( Position ( Description ( <Open>.

2
On the Position Window, click F7.  With the cursor in the Name Field, enter % sign to see a listing of PDs that you have developed.  Click F8.  The Position Window with the fields populated will display.  The message bar at the bottom will display the count or number of PDs you have developed.  Using the up and down arrow keys, scroll through the PDs until you have located the one you want to modify.

Updating or correcting position data
During this exercise, have the class click along while you change a paragraph and line number on JN _________.  Have the students pull up an JN they have previously initiated.  Also, change the AMS Code on this position.  This allows you to go to more than one Position Flexfield.  The students will refer back to their Job Aid for Position Builds to determine the correct flexfield.  Have the classroom monitors assist the students as needed.

Step
Action

1
The Position Window you just retrieved displays.

CAUTION:
· If the Message Bar at the bottom says “This position is either assigned or obligated,” do NOT proceed with your changes.  You must return to the Navigator Window and follow the process for Changing Encumbered Positions to make required changes.

· If the message bar is blank, proceed with your changes.

NOTES:

· If you want to see who encumbers the position, click the <Occupancy> Taskflow Button.  The Position Occupancy Window displays.  This folder will show current or past employees with beginning and ending dates for each.  Close the window to return to the Position Window.
· If you want to see information about this position, i.e., Who created the position?  When it was created, when and who updated it, etc.  Click Help on the Toolbar and click About This Record.

2
Click the Alter Effective Date button, if you want to change the From date.  

3
Enter the new date and click <OK>.  The new system date is displayed at the top of the Position Window and is also displayed in the From data field.

4
Click the <Others…> button.  Continue the steps in Building a Position to access related descriptive flexfields and key flexfields until all data fields are completed.  Students are to change the TDA paragraph and line number and the AMS code.  Ask the students how they would locate these items.  They can use the Position Build job aid or the Data Element Locator (they are found on the Army Appropriated/Local National DDF).

5
After completing the last Extra Position Information Flexfield Window, click the Save button on the Toolbar.  Click <Validate>.

· If the position DOESN’T validate:

You will receive a dialog box with an error message.  Retrieve the necessary flexfields(s) and make corrections.  After correcting, click Save on the Toolbar and click the Validate Taskflow Button on the Extra Information Flexfield to save your changes and validate the data.  Position Window displays “Valid” in the Status Box.

· If the position DOES validate:

The Status Box on the Position Window will show “Valid”.  *SEE BELOW NOTE before you proceed with step 7.

7
Click Action on the Toolbar.  Click Close Form to return to the Navigator Window.

CAUTION:  If you changed the effective date for this position change, you must reset the date before proceeding to another action.

*HAVE THE STUDENTS SIT BACK AND WATCH THE FOLLOWING:  Have an RPA in your in-box with this JN reflected.  Go to your Civilian In-Box and pull up this RPA.  Go to the Position button at the bottom and show them that the information can be changed in the RPA (show them the flexfields).  Whether you change in the RPA or in the Position Window the Job still needs to be reselected on the RPA.  Go to page 3 of the RPA and show them the incorrect AMS Code.  Even though the Para/Line Number does not show on the RPA, it still prints on the NPA.  Go to page 2 and query on the position to reselect it.  Return to page three to show that the RPA has been updated with the correct AMS code.

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

· Update an Encumbered Position

· Update or Correct an Unencumbered Position

ANY QUESTIONS?

PAGE  
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