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MDCPDS TRAINING MODULE

BUILDING A POSITION ORGANIZATION ADDRESS (T30)

Lesson Plan

Purpose
This lesson plan cover how build a Position Organization Address (POA), formerly known as Table 30 org address.

Target Audience
This training is intended for anyone in the CPOC who needs to add a new organization to the Position Hierarchy at the local level.

Related Training
Students must have completed the Position Build Module.



Synopsis of lesson
This lesson will lead the students through the steps to add a new organization address to the database.

Estimated Time
This module takes approximately 20 minutes.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide

· Any local SOP that was developed to describe how to add a new UIC code to the database.

· The position build tool and the building a POA.  Both found on this web site:  http://www.cpocma.army.mil/mdcpds/jobaids.htm

Handouts
· A copy of the position build tool.  Highlight the following section on each copy:  Under US Government Position Group 1  highlight  with a yellow highlighter the Data Field “Position’s Organization”.

· A copy of the tool titled “Building a POA”.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the CPOCMA training database.

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

· Have copies of the handouts made for each student.

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

· Appropriate MDCPDS student user Ids and passwords need to set up with CIVDOD PERSONNELIST or CIVDOD CLASSIFIER responsibilities.

· Test out the user Ids and passwords; if necessary, change the MDCPDS password.

Notes to instructor
In 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 ou 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 successfullly logged on before proceeding).

· Underlined spaces are used to indicate items that you need to know in advance (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 POA

Background


Share with the class that the process for adding a new UIC code to the database has been established by DA and is performed by CPMS.  This module does not cover that process.  This module is only going to cover how to build a new Table 30 address.  To add a new UIC code, refer the students to the procedures that have been established by DA.  POC on this is Kate Hendricks, ASAMRA, Hoffman Building.

A Position’s Organization Address (POA) populates the “TO” and “FROM” data fields on the Request for Personnel Action (RPA) and the Notification for Personnel Action (NPA).

· When you build the position address, it will be available in building a position for a new organization.

· To access the address, use the Build a Position procedure after you have completed building a POA.

The position’s organization data field is located in the Extra Position Information window in the US government Position Group 1 Flexfield window under Position’s Organization.

Accessing the Organization Window
Follow these steps to get to the Organization window:

Step
Action

1
On the Navigator window  ( Work Structures ( Organization

( Custom ( <OPEN>.

2
The Organization window displays with the From Date data field automatically populated and the Internal or External data field automatically populated with “Internal”.  The Others taskflow button is located on the lower right-hand corner of the window.

Org window
Follow these steps to complete the Organization window:

Step
Action

1
In the Name data field on the Organization Window, enter the CPOID/COMMAND CODE/UIC/ORG CODE.  

This is the same information that you will enter on a position build under the US Government Position Group 1 flexfield for “Position’s organization”.  When you enter this string, it will pull in the address that you are building now to reflect in the org address blocks of the RPA and NPA, e.g., BGXQW0K8AA456

Notes:

· If you built the position earlier, or will be effecting the action prior to the current date, set the Alter Effective Date to match, otherwise, you will get a “Date warning message”.

· Do not complete Location or Location address.
· Click Save on the Toolbar for the date change.

2
The Name data field under Organization Classifications auto populates with the words “Position’s Organization” and the enabled checkbox is activated.

3
Click on the Position’s Organization box.

“HR Organization” replace “Position’s Organization Address” populates the following data field.  Both Enabled check boxes are now activated.

Additional Organization Information
Access and complete the additional organization flexfield as follows:

Step
Action

1
· Click the <Others> Taskflow button.  The Additional Organization Information Flexfield displays.

· Click us government Org Report Info.
· Click <OK>.

2
The Additional Organization Information window displays.  Click in the blank data field.

3
The US Government Org Report Info Flexfield window displays.

CAUTION:  The first two data fields must be left blank.  They are not connected to any other data fields, nor are they usable once you leave this form.

4
Type in the organization address (equivalent to the Table 30 in Legacy DCPDS) in the remaining fields.

5
The Additional Organization Information detail is populated with the organization address.

6
Click Save on the toolbar.

Click <OK>

7
The Organization window displays.  The new Position’s Organization Address (POA) is now available in Position by clicking the LOV for Position’s Organization in US Government Position Group 1 Flexfield window.  It does not populate any data fields on this window.

8
Click Action on the Main menu and Close Form or close Window.
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