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ScreenCam Script Outline: POSITION WINDOW

Objective and audience
This movie provides an overview of changes in the DCPDS position window in Oracle 11i.

This is for CPOC classifiers and assistants and others who access and use the DCPDS position window.

It covers:

· Accessing the position window (no change from 10.7).

· Using the new Find window to retrieve positions.

· Using date tracking with positions.

· Changes in the position window screen (position type, color coded fields, end dating).

· Position copying.

Prerequisites:  Oracle 11i Overview ScreenCam (recommended).

Setup
Setup requirements:

· A modern DCPDS personnelist account. 

· Do not have Position Description on the top ten list.

· Have a position sequence number identified (25025) with position “type” showing “none.”  

Begin recording with the Oracle 11i DCPDS navigator open, as it appears just after logging on. 

SCRIPT

Accessing the Position Window
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(intro)
This movie is going to discuss changes in the Position window in Oracle 11i.  The main changes to this window include a new Find window for retrieving positions and the ability to date track with positions, as well as some other changes.

Point to CIVDOD PERSONNELIST
I’m starting at the Navigator window, signed on as a CIVDOD PERSONNELIST.

Open Work Structures – Position – Description
To get to the position window, I follow the same steps as I am accustomed to from the current system: Work Structures, Position, Description.

Click the right arrow to move this to the top ten window
If you use the position window frequently, it’s a good candidate to add to your top ten list since it is buried fairly deeply in the navigator hierarchy.

The Find window
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Point to Find Positions title
The biggest change you notice when you open the position window is a new “Find” window.  

· Instead of getting the regular position window immediately, you get this “Find Positions” window.  This is similar to the “Find Person” window when you go to People – Enter and Maintain. This means that Oracle 11i is now expecting us to query for an existing position.  

· In the older version, Oracle was expecting us to begin building a new position – indeed, if we started to type anything in the position window, we would be starting a new position build.

· In order to retrieve an existing position, we had to initiate a query by using the [F7] key before typing anything else.

Point to the New button
Now, just as with the People window, if we want to build a new position, we click on the <New> button.  This will bring up an empty position window and allow us to begin entering information.

Point to the different blocks.
To retrieve an existing position, we use this Find window.  You can enter query criteria in any of the blocks shown – name, job (occupational series), organization, or location.  The “Name” block will probably be used frequently to retrieve positions. 

Click in the name block.
When I click in the name block a second window opens, with the five components of the position name: the position number, title, sequence number, agency group (component and MACOM), and type. This allows me to query on any one or more of the five items to locate the position or positions I’m seeking.

Select the sequence number, then delete it.
Notice that the sequence number block already has a number in it.  This is an error and I am assured that it will be fixed before Oracle 11i is fielded, but for now, if there is a new sequence number, you must delete it before running your query.  If you leave it there, Oracle 11i will not be able to find a matching position since this is a new sequence number and there is no matching position.

Enter 25025 in the Seq field, then click OK.
You can use any combination of these items to locate a position.  To locate a specific position using its sequence number, I just enter that number, then click the <OK> button. 

Point to the sequence number in the name field, then click the Find button.
Once I’ve clicked the <OK> button, I am returned to the Find Positions window, with the appropriate information populated.  To me, this is a little easier, because I don’t have to remember how many periods I need to include before and after each item.  I then click the <Find> button on this window to run my query.

New features and changes on the position window
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Now that I’ve retrieved a position, let’s take a quick look at some of the other changes on this window.

Point to yellow, white, gray fields.
Notice that data fields are color-coded (this is a change throughout Oracle 11i).  If you were building a new position, yellow would indicate required fields, white indicates optional, and gray indicates fields that you cannot use.

Point to tabs across top of window
The other tabs on the position window are not used by DOD so we won’t be looking at them.

Click the LOV for position type.
Position type is a new data element.  It has four values (none, pooled, shared, and single incumbent).  When you are building a new position, this field defaults to single incumbent, which it what you should use. Right now (in this test database), positions converted from the current version show “none.”  But when we actually migrate to Oracle 11i, positions will convert as “single incumbent.” Other Oracle customers use the other two values (pooled and shared), indicating that more than one person can occupy one position – however, this is not used by DOD.  

Point to the Alter Effective Date icon
Note that the Alter Eff Date icon is available on the position window.  This allows me to see what the position looked like on other dates.  

Point to the third “position end date” field.
To end-date a position, you would enter a date in this end-date field.  However, I understand that this process is not working quite right yet – you will not be able to retrieve an end-dated position – so CPMS advises not to end date a position unless you are sure you are not going to use it again.

Point to sequence number
On a related note, if you delete a position (which you can do if the position has never been occupied and is not on an RPA), Oracle 11i will now re-use the sequence number.  

Click <Others>
One last change:  to do a quick copy, you now use the <Others> button (there is no Quick Copy button at the bottom of the screen) …

Select “Quick Copy” from the navigation options list (bottom of list).  
… and select “Quick Copy” from the navigation options list.  This displays the copy screen similar to what we use now.  

Close the copy window.
We’re not going to do a copy now, but there are some changes resulting from the new date tracking capability.  

Click the Find icon (flashlight).
To run a new query and retrieve other positions, I could start a new query right from this screen. Be aware, however, that Oi uses a new key combination for querying – instead of the F7-F8 keys that we now use, Oi uses F11 to enter a query and Ctrl-F11 to run a query.  Instead of doing that, I’m going to use the Find icon – the flashlight – to bring back the Find Position window.  

Click in the name block
This time, I’m going to retrieve a group of positions using the Agency Group (component and major command).  (You probably wouldn’t normally do this since this would probably retrieve a large number of positions).  

Click the <Clear> button.
First I need to clear out any information in the Position Flexfield window by clicking the <Clear> button.

Click the LOV in the Agency Group field, enter AR, then select ARFC.
I am querying for ARFC (Army Forces Command) positions.  

Point to counter at bottom of screen.  Push PgDn.  
I can see that I am looking at number one of an unknown number of records.  I use the PgDn or down arrow key on my keyboard to get the next position.  

Continue pushing PgDn until assigned/obligated msg displays.
Notice the “position is assigned or obligated” message at the bottom.  

Click View (on the menu), then Record – Last 
To jump to the end of the set of records, use the view View – Record menu.  

Point to 7/7 at bottom.
In this case there are 7 matching records.

That’s it for this movie, thanks for watching!
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