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MDCPDS TRAINING MODULE

TERMINATING AND DELETING A POSITION

Lesson Plan

Purpose
This lesson plan covers how to Terminate and Delete a Position

Target
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.

· Explain the difference between Terminating or Deleting a Position.

· Terminate a Position.

· Delete 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 and navigating)

· Building a Position or Quick Copying a Position

· Position Hierarchy (if position hierarchy goes away this will be deleted)

Synopsis of lesson
This module contains the following:

· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency.

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 2, pp. 48-52

Handouts
The following handouts should be provided to each student:

· Job Aid for Terminating and Deleting a 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 CIVDOD PERSONNELIST or CIVDOD CLASSIFIER.

· 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 – Terminating and Deleting a Position

Purpose
This portion of the module covers the following:

· Terminating a Position

Background
Provide the following background information to the class:

· Before you can terminate or delete a position you must consider the following and know the difference between the two:

· TERMINATE:

· Position is not encumbered, or will become unencumbered soon;

· You want to use it again;

· You want to keep historical data;

· NOTE:  A new sequence number will be assigned.

· DELETE

· It is not within a hierarchy;

· It has never been occupied;

· It isn’t being used by an RPA;

· NOTE:  All historical data is removed, but the sequence number NEVER goes away.



Overview
In this module, we will:

· Learn how to terminate a position

· Learn how to delete a position

· Learn the difference between the two and when to use each one

Terminating a Position
Students will terminate a position with guidance from the instructor; classroom monitors should assist students as needed.

You will need to identify a position number ____________ that is unencumbered, have the students use one of their previously built quick copied PD numbers.


Action

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

2
Insert an end date in the To data field of the Dates Region of the position record.  The date may be a past, current, or future date.

Retrieve the position you wish to terminate by using the Query function on the Toolbar, (ex: C3344%), as explained previously or F7 and F8.

NOTE:  If this date is a past or current date, you should ensure that no one is assigned against the position before you end date it.

· Helpful Hint:  You will know the position is occupied if Location is grayed out, as well as the Message Bar at the bottom of the window.

3
Click the Save button.  The Message line indicates:  “Transaction complete:  1 records applied and saved.”

4
Exit the Position Window by clicking Action on the top Toolbar and click Close Form to return to the Navigation List.

Emphasize the Helpful Hint – The position is occupied if Location is grayed out.  If the position is occupied (you would only put a projected date on a position that is occupied),  the system will send a daily reminder to take an action on the employee on and after the “TO” date.

Deleting a Position
· If the position is in a hierarchy, see the Position Hierarchy Job Aid (if the position hierarchy goes away, this statement will be deleted) for instructions on removing the position from a hierarchy.

· If not, you can use the following steps to delete a position.   Remember to refer back to the background information relating to the difference between terminating and deleting a position and ensure this is the correct method to use.  

· Students will delete a position with guidance from the instructor; classroom monitors should assist students as needed.

· You will need to identify a position number ____________ on this one also.  You can use the same PD number that was used for terminating a position. 

If position has a position hierarchy attached to it, follow procedures in Position Hierarchy Job Aid to delete the position hierarchy and then return to this procedure to delete the position.  NOTE:  Position cannot be deleted before the position hierarchy is deleted.  (This information will be deleted if the position hierarchy goes away).

Step
Action

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

2
Retrieve the position you wish to delete by using the Query function on the Toolbar or F7 and F8, (ex. C3344%).

3
Click the Delete button on the Toolbar 

4
A Dialog Box displays asking if you really want to delete this record.  Click <Yes>.

5
A Dialog Box displays explaining that information will be deleted in the extra information types and that you cannot undo the action once it is saved.  Click <OK>.

6
The Position Window displays.  A Dialog Box appears asking if you want to save changes you have made.  Click <Yes>.

7
A Dialog Box displays informing you:  “Transaction complete:  1 records applied and saved.”  Click <OK>.

8
Exit the Position window by clicking Action on the Main Menu and click Close Form to return to the Navigation List.

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

· Terminate a position

· Delete a position

· The difference between the two and when to use each one.

ANY QUESTIONS?
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