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MDCPDS TRAINING MODULE

BUILDING A VIRTUAL POSITION

Lesson Plan

Purpose
This lesson plan covers how to build a virtual (military or external) position.

Target
This training is intended for the CPOC Classification Division users of the Modern System and any other CPOC staff who need to build virtual positions.

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

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

· Build a Virtual 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.

Synopsis of lesson
This module contains the following:

· Instructor-led demonstration (students follow along).

· A backup PowerPoint slide show is not currently available for this lesson.

Estimated time
This module takes approximately 15 minutes to complete.

Reference materials
The following reference is applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 2, chapter 1, pp. 72-83

Handouts
The following handouts should be provided to each student:

· Modern DCPDS User Guide (position module).

· Job Aid for Building a Virtual Position.

· CPOC Training Worksheet (CPOC Training Worksheet.doc).  This is for the students to record basic identifying information about the position they build 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).

· Have organization and other key data identified ahead of time.  You can use the Position Build Template (part of the Position Build lesson plan) for this, omitting unneeded items such as TDA, AMSCD, etc.).

· When selecting the organization in which your position will be built, DO NOT USE the following UICs (which are used for sanitized segments of the training database for end user accounts):

· WHBV99 (SC HHD BN AUGMENT)

· W4QQAA (U.S. ARMY PACIFIC ACTIV)

· W3XQAA (US ARMY RESERVE COMPONE)

· WEJH99 (30TH SIGNAL BATTALION)

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 – Building a Virtual Position

Purpose
This module covers the following:

· Building a Virtual Position (military or external).

Background
Provide the following background information to the class:

· This procedure will allow you to build a virtual position.

· There are two types of virtual positions:  military and external.  The same process is used for both, with minor differences.

· All the data fields are not required as they are for an appropriated position.  It is a much simpler position build.

· I will demo an external position build with you following along, by using the “Building a Virtual Position” job aid.

External positions and users
Virtual positions are required for external users.

· External users are personnelists (or other users) performing servicing duties for a region other than the one in which they reside as an employee.
· Job series for external users is 0003; Job Type is EXT.  
· Examples:  staff in the Army Benefits Center (whose records reside in the SW region) who need to access records of employees in your region; DA HQ staff members who need access to records in different regions; personnelists who are involved in recruitment of intern positions.
· Hence, external users are assigned to two or more positions:

1. A regular position at the work site with appropriate Job series.

2. A virtual “external user” position in the database at a different region than the one assigned to with a Job series of 0003.

Military positions
Virtual Positions are also used for certain military positions:

· Military positions are needed when military supervisors of civilian employees are going to have user accounts to access the modern DCPDS database (similar to an external user).

· They can also be used as “place holders” to maintain chain-of-command responsibility within component position hierarchies.  However, with the adoption of the Army org component hierarchy (the “Army alternative”), place holder positions for military personnel in position hierarchies are no longer needed (unless your region is using the original Oracle position hierarchy).

· The job series for military positions is 0002, type is MIL.
· If the military position is being used for creating secure views (instead of the Army alternative solution), the position must be placed into the appropriate position hierarchy.

References
Point out:

· The instructions for this activity are contained in the Modern DCPDS User Guide (Aug 99), module 2, chapter 1, pp. 72-83.

Overview of process
In this module, you will follow these basic steps to build a virtual position:

· Complete the Position Window.

· Complete the Additional Position Details.

· Complete the Extra Position Information Window (only one flexfield).

· Attach the virtual position to a hierarchy.

Completing the position window
Here are the steps for completing the position window for a virtual position (demo, students follow along):

Step
Action

1
On the Navigator Window select Work Structures ( Position ( Description ( <OPEN>.

2
The Position Window displays.  Click Name.

3
The Position Flexfield displays.  Tab to each field and use the LOV to enter the data where applicable.  Students should record the information on their CPOC Training Worksheet about the position they are creating.

· Position Description No (up to 15 characters).  Training:  have class use an identifiable position description number, e.g, part of their name: ________________.

NOTE:  You need to remember this number to retrieve the position later.

CAUTION:  Use all UPPER CASE in the position description number field (if any alpha characters are being used).  If you use all upper or all lower case in the position name, the system recognizes them as two separate positions.  Ex:  If you build a position and name it “ABC,” the system will not recognize it if you try to retrieve it as “abc.”

· Title (use all caps).

· Example:  CHIEF MEDICAL RECORDS BRANCH (use a descriptive title rather than a generic title such as “EXTERNAL USER” or “MILITARY SUPERVISOR” to make it easier to locate the position when building secure user views).  Training, use:  ________________________.

· Sequence Number (System generated).

· Agency Group:  This is the owning Agency, i.e., ARP1 (AR=Army, P1 = Command Code).  (Block 47 on the NPA).  Training, use:  ______________.

· Position Type:  Type in EXT (LOV is very slow).

NOTE the three buttons at the bottom of the Flexfield:

· <Clear> deletes entered data.

· <Cancel> leaves the window without saving any data.

· <OK> accepts the data and displays the next window.

4
Click <OK>.

5
The Position Window displays.  The cursor moves to the Organization data field.

NOTE:  The Name populates from Step 2.

6
Click the LOV to select the Organization.  Enter reduction criteria (example to reduce by UIC:  %W3RBAA%).  This is comprised of the Agency Code, Command Code and UIC.  For training, use: _______________________________________________.

7
Click <OK>.  The Organizations Window displays.  Select an Organization.  Click <OK>.

8
The Position Window displays.  The Organization and Location data fields populate from Step 7.

NOTE:  Organizations are centrally maintained at the UIC level.  HQDA coordinates additions to the organization list with CPMS.

9
Cursor moves to Job data field.  Enter the four digits of the occupational series (0003 for external user).  Press <Enter>.

10
The Numerical Code and Occupational Series display.  Click the Descriptive Flexfield “[ ]” (after the Status Box) to add additional position details.

Completing the additional position details
Follow these steps to complete the additional position details:

Step
Action

1
The Additional Position Details Flexfield Window displays.

2
Use the LOV to enter the following:



Data Field
Description/Action




Servicing Office ID.
REQUIRED, e.g., EW.




Servicing Agency
REQUIRED; use AR.




Region
REQUIRED    Ex:  ARPC Agency Code and Command Code, trng _________.




Unit ID Code
REQUIRED:  UIC Code; training use _____________.




PAS Code
Do not use:  AF only




Mobilization Indicator
OPTIONAL




Remarks
OPTIONAL




Vacancy Indicator
Automatically Populates “0”




Payroll System
REQUIRED, use 0 (N/A) for virtual positions (no payroll).



NOTE:  Product Distr Instructions and Report Distr Instructions are based on Servicing Office ID and populate during the initial entry.  CAUTION:  if you override either of these two elements, and later change the Servicing Office ID, you must ensure the codes are correct and make changes if required.

3
Click <OK> and click Save on the Toolbar.

4
The Position Window with the descriptive flexfield populated displays.  A message indicating the transaction has been completed appears at the bottom of the screen.  Click Save.

5
Click the <Others…> on the Position Window.  The Navigation Options Window displays.  Click Virtual Position.  Click <OK>.  The Extra Position Information Window displays.

Completing extra position information 
Follow these steps to complete extra information:

 Step
Action

1
The Extra Position Information Flexfield Window displays.  Click in the Details area.

2
The Extra Position Information Flexfield Window displays.  Use the LOVs to enter:



Data Field
Description/Action




Personnel Office ID
REQUIRED, trng _______.




Office Symbol
OPTIONAL




Organization Structure ID
REQUIRED, trng _______.




Supervisory Status
REQUIRED     Ex:  2




Funct Acct and Shred
OPTIONAL




Activity
OPTIONAL




Position Working Title
OPTIONAL.  Complete for external users who will be “signing” NPAs in your region (this title appears in the NPA signature block).




Position’s Organization
OPTIONAL


3
Click <OK> and Click Save.  A dialog message box displays which indicates the transaction is complete.  Click <OK>.

4
Close the extra information window to return to the main position screen.  

5
Click <Validate>.

6
The Position Window displays.  The Status should now be “Valid.”  The Virtual Position is now ready to link to the Position Hierarchy.  

If any of the students’ positions did not validate, work with them to identify the error, make correction(s), and re-validate.

Attach to a hierarchy
Follow these steps to attach the virtual position to a hierarchy (point out that this is the same process used in building a “regular” position):

Step
Action

1
On the Position Window, click the <Reporting To> button.

2
Place your cursor in the Hierarchy data field.  Click the LOV to select the name of the hierarchy in which you are placing the position (usually the UIC).  Trng:  use _____________.

3
Place your cursor in the Name data field.  Click the LOV.  Enter a reduction query.  NOTE:  This is the Position Name (job number, title, sequence no., etc.), not the name of the person your position is reporting to.  Trng:  use _______________.

4
Select the position that the newly created position reports to.

5
Click Save.

6
Click Action on the Main menu and click Close Form to return to the Navigation List.

Quick copy
Point out that virtual positions can be quick-copied just like any other position.  This provides an even faster way to create a number of virtual positions.  Students can refer to the Quick Copy job aid to see how to quick copy.  

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

· Build a virtual position

· Know the difference between the two types of virtual positions (Military and External) and when to use them.

Any questions?
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