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Army DMHRSi Manpower Roles


Army DMHRSi Manpower Roles are separated in to two main Roles.

Part I
Organization Structure
· [bookmark: _GoBack]Army Manpower Manager
· Army Manpower Specialist
· Tasks of these Roles are:
· Creation of Local Organizations
· Modifications of Organizations
· Closing of Organizations
Part II
Position Structure
· Army Position Manager
· Army Position Specialist
· Tasks of these Roles are:
· Creation of Local Positions
· Modifications of Positions
· Closing of Local Positions

Part I - Organization Structure


Creating, Modifying or Closing an Organization

Scope
This section covers procedures for establishment of new local organizations within DMHRSi, modifying existing organizations, and closing organizations no longer required.

Notes:  
· This task can be completed under the Army Manpower or Army LCA role. Examples in this document will be done using the Army Manpower Manager/Specialist roles and responsibilities. For this reason it is important that there is coordination between personnel with DMHRSi Manpower roles and DMHRSi LCA roles.
· Depending on the size and work structure of an organization, personnel that have DMHRSi Manpower, LCA and HR roles may be the same person or different personnel that fall under different directorates or departments.
· System generated organizations refer to those organizations fed from a source system. Local organizations created within DMHRSi by personnel using the DMHRSi Manpower or LCA roles.


Policy
· New local organizations are created for at least one or more of the following reasons;
· An organization is established locally that does not appear on the Army Table of Distributions and Allowances (TDA).
· 3-Star General Officer or above directed action.
· New requirements validated through an approved model, study, or concept plan that will be documented in a future version of the TDA.
· Student populations not listed on the TDA
· NAF employees, when added at the discretion of the local unit commander.  Local NAF organization must be titled “NAF Employees” and must be created as a non-MEPRS reporting organization.
· Intergovernmental Personnel Act (IPA) employees will be documented the same as contract personnel.  Use the billet comment to identify IPA positions. 



· The following must be considered when closing an organization;
· Do not close any organization that is on the current TDA.
· Close local organizations no longer needed.
· Verify all employee records are moved out of the organization prior to closing an organization.
· Verify that organization does not have other organizations connected to it through the hierarchy, (child organizations). 

Notes:  	
· Before creating or closing organization, always coordinate with the personnel that have DMHRSi LCA/MEPR roles.
· Notify personnel with DMHRSi HR Manager/Specialist roles on all creations and closing of organizations to include effective dates.
· All parent organizations are to create two Non-MEPR local organizations, (the use of these organizations will be covered in the DMHRSi HR section of the CONOPS), they are;
· One for out processing Military and Civilian personnel, (Military, (to include and Civilians) called “W*****LO-OUT PROCESS TRANSITION” (Add in the correct characters for the UIC of the parent organization).
· One for Reservist that feed into DMHRSi with the attached organization UIC and para title instead of the Reserves’ of 
UIC of “US ARM” and para title of “US ARMY RESERVE (USAR) MEDICAL” to be put in called “W*****LO-RESERVE MEDICAL WITH AUTO FEED ISSUES”.  (Add in the correct characters for the UIC of the parent organization). 


[bookmark: OLE_LINK4][bookmark: OLE_LINK5]

[bookmark: OLE_LINK6][bookmark: OLE_LINK7]Section 1 - Creating a New Local Organization


Information needed to create a new local organization 
 
· DUIC, text name of local organization and paragraph number (These combined will create the name of the organization, and this is what the HR roles will see when assigning organization and people groups.) Example is “W3VYAALO-TEST (999)”

· Effective date  

· Name of hierarchy organization that the new organization will be aligned under. (Normally this is the same for all organization with the same UIC or paragraph, so research other already active organizations in the same area/section prior to building).

· CCNUM, (this is normally the same as the current TDA loaded into DMHRSi for an organization).

· MEPR classification for the new organization, (MEPR or NON-MEPR).

· Long title of organization, (This is what will be seen on reports such as the Personnel Control Roster, (PCR).  Example is “999-LO-TEST”


Note:  When assigning the organization into the “Name” field in the DOD Hierarchy for the new organization, that you do not assign to a current TDA Paragraph. Enter the UIC of new org and tab to see the list of organizations for that UIC. Normally there is an organization created for all organizations with the same UIC will be used. If you do not know what that is for your UIC for the new organization, look up the information on a few other Organizations with the same UIC that are not local organizations and currently active, (they all should be the same one).

Note:  When creating a local organization, if your organization is covered under a Standardized Organizational Design, (SOD) that you follow the SOD for the FY that is currently in DMHRS for naming and paragraph assignment, if appropriate.

Note:  The organization will not be available until the next day in order for LCA to input LCA codes or HR to assign personnel against, (If the date is in the future HR will not able to Assign personnel against until the effective date established).

Note:  Organizations are not automatically closed by the system, but have to be closed manually for both local and non-local types of organizations.  Ensure organization and positions do not have employee records assigned against them before closing.

[bookmark: PRO101WS][bookmark: ZZZ_TUT_0][bookmark: OLE_LINK2][bookmark: OLE_LINK3]DMHRSi - Create a New Local Organization

1. [bookmark: ZZZ0003]Create a New Local Organization in DMHRSi. 

Start the task using an Army Manpower Manager/Specialist responsibility.  

[image: ]

Select the “Description” option under the Work Structures menu. 

2. [bookmark: ZZZ0004]Enter effective date of organization.

Note:  The effective start date of the organization determines when the organization is available for use on the employee assignment as the assignment organization or people group.  This date must be on or before the first day that employees will be assigned to this organization.

The "Decision" box is displayed.

[image: ]

· Click the "Yes" button to open the "Alter Effective Date" form and change the effective date. 


· Enter the approved date for the new organization in the "Effective Date" field in DD-MON-YYYY format or click the LOV icon [ [image: ]] to use the Calendar form. 

[image: ]

· Click the "OK" button when done. 

The "Find Organization" form is displayed.

[image: ]

3. [bookmark: ZZZ0005]Add a new organization.  

· Click the "New (A)" button. 


The "Organization" form opens.

[image: ]

Note:  The "Dates: From" field is auto-populated with the new effective date.

· In the "Name" field, enter the organization name using the following naming convention:
[bookmark: Naming_convention]
· All data must be entered in uppercase to ensure consistency in querying. 
· Enter the UIC followed by “LO” (to denote a local organization), a dash, the organization name, and the Paragraph inside a set of parenthesis (Do not add a space(s) or periods (.) between the data elements of UIC, - and Organization name). 
· Example:  W3VYAALO-TEST (999) 

Note:  This name is what the DMHRSi Army HR Manager/Specialist will see/look for when assigning and employee record to the Organization. 

Enter Type: 
· Click in the "Type" field 
· Enter the value of Army
· Click the "OK" button once a selection has been made. 
· Enter Location: 
· Click in the field and then click the LOV icon [[image: ]] to open the "Locations" find form. 

Note:  The DMHRSi location is the organization UIC for Army.  

· Enter a location (or part of it) followed by % wildcard to narrow the search.
· Click the "Find" button. 
· Highlight the desired location from the list of values. 
· Click the "OK" button once a selection has been made. The "Location" and "Location Address" fields will be auto-populated.

WARNING:  The "Internal or External" field is defaulted to "Internal." DO NOT CHANGE THIS FIELD.
[bookmark: ZZZ0006]

4. Enter Additional Organization Unit Details.
· Click on the Descriptive Flex field [ [image: ]] to open the "Add'l Org Unit Details" form. 

The "Organization" form opens.


[image: ]

· UIC/PAS: Click in the "UIC/PAS" field and enter either the Unit Identification Code (UIC).
  
Note:  The UIC/PAS field is the only field in the Add’l Org. Unit Details screen that data is entered.

· Click the "OK" button when done. The Add’l Org.Unit Details screen will close


5. [bookmark: ZZZ0007]Save your work.  
· To save the file click the "Save" icon [ [image: ]] on the toolbar or select File > Save from the menu. 


6. [bookmark: ZZZ0008]Classify and enable the organization as an HR Organization.

· Activate the "Name" field by clicking the first blank of the "Organization Classifications" field. 
· Enter "HR Organization" under and press the [ENTER] key. 


[image: ]

· Click in the box under the "Enabled" column to the right hand side of the screen. 

[image: ]

A checkmark should appear in the box.

7. [bookmark: ZZZ0009]Save your work.  

· Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu.
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[bookmark: ZZZ0010]  
8. Enter Parent Organization.

· Click on the "Others" button to open the "Additional Organization Information" form. 

[image: ]

· Select "Parent Organization" from the list of values. 
· Click on the "OK" button once the selection has been made. 

The "Parent Organization" form will open.

[image: ]

· Hierarchy: 

The cursor should be in the field below "Hierarchy" by default.  If it is not, click in the field below “Hierarchy.”

Click the LOV icon [[image: ]] to open the "Hierarchy Name" find form.

· Select the "DoD Reporting Hierarchy" from the list of values. 
· Click on the "OK" button once the selection has been made. 
· Name: 

The cursor should advance to the "Name" field.  If it does not advance, click the cursor in the "Name" field.

· Click the LOV icon [[image: ]] to open the "Parent Name" find form. 
· Enter a value (or partial value) followed by % wildcard in the "Find" field. 

Note:  The parent organization must already exist in the hierarchy.
		Normally all the D/UICs have the same Parent Name.

· Click the "Find" button. 
· Highlight the desired parent organization from the list of values.  
· Click on the "OK" button once the selection has been made. 

[image: ]

An application "Error" form will appear.

[image: ]

· Click on the "YES" button. 

[bookmark: ZZZ0011]

9. Save your work.  

· Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 

Warning:  Once the organization is created, it may NOT be visible to the end user until the nightly security application process has been run.

10. [bookmark: ZZZ0012]Close the "Parent Organization" form.

· Click the "OK" button on the "Parent Organization" form. 

[bookmark: ZZZ0017][bookmark: ZZZ0018]
11. Add Army-specific information into DMHRSi.
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· Place your cursor on the HR Organization record in the Organization Classifications zone of the form and click the  "Others" button to open the "Additional Organization Information" find form. 

· Select appropriate "Army LCA Codes" from the list of values. 

[image: ]

· Click the "OK" button once a selection has been made. 
The "Additional Organization Information" form opens.

· Click the cursor in the "Army LCA Codes" detail field. 

[image: ]

The "Army LCA Codes" form opens.

12. [bookmark: ZZZ0020][bookmark: ZZZ0023]Enter ARMY LCA Codes, (If user is not Part of the LCA department for the installation/organization, only input CCNUM, Start Date, Classification Type and Organization Long Title. Once the organization is built, notify the LCA department in the installation/organization to verify/correct data that Manpower had entered and to complete the rest of the LCA Data and Time Management information as needed. 

Note:  The organization will not be visible until the next day for LCA to input the LCA codes or HR to assign personnel against it, (If the date is in the future HR will not able to Assign personnel against it until the effective date established).

[image: ]

· CCNUM:  Enter the CCNUM of the current effective TDA (e.g. 0103 or 0104). 
· Start Date:  Enter the effective date of the organization in DD-MON-YYYY format. 
· Classification Type:  Click in the "Classification Type" field, and click the LOV icon        [[image: ] ] to open the "Classification Type" find form. 

Note:  You can classify the organization as a Medical Expense and Performance Reporting System (or MEPRS) facility or non-MEPRS facility.

Highlight the desired type from the list of values and click the "OK" button. 
· Organization Long Title:  Enter the long name for the organization.  This field can be used to enter the full name of an organization to be used on reports.  This field should be populated with Paragraph-LO-Organization Long Title (i.e. the Paragraph, (if there is one), a dash, “LO”, a dash and then the organization’s long title). If there is not a paragraph for the organization, enter the code/UIC that is 6 digits or less, this input is what will show up on reports in the Paragraph column.
· Example: 999-LO-TEST 
Note:  The “Organization Long Title” is where paragraph and organization title comes from for reports such as the DMHRSi Position Control Roster, (PCR).  For the example of the organization shown, the paragraph column would read “999” and the organization title would be “LO-TEST”.
· Click the "OK" button on the "Army LCA Codes" form. 

The "Additional Organization Information" form will open with the updated data displayed in single line format. 

[image: ]

· Click the "OK" button on the “Additional Organization Information" form. 
The "Forms" box is displayed.

[image: ]

· Click the "Yes" button to save your changes. 

The "Organization Classifications" form is still active. 

[image: ]
[bookmark: ZZZ0024]
13. [bookmark: ZZZ0028][bookmark: OLE_LINK1]Classify and enable the organization as a Project Expenditure/Event Organization.

· Click in one of the "Name" fields of the "Organization Classifications" group and then press the down-arrow key [] until you get to a blank line. 
· Type "Project Expenditure/Event Organization" in the "Name" field and press the [ENTER] key or click the LOV icon [[image: ]] to open the "Organization Classifications" find form.  
· In the "Find" field, type part of the "Project Expenditure/Event Organization" followed by % wildcard and click the "Find" button. 
· Highlight the "Project Expenditure/Event Organization" from the list of values. 
· Click the "OK" button once the selection has been made. 
· Click in the box under the "Enabled" column to the right-hand side of the screen corresponding to the "Project Expenditure/Event Organization." 

A check mark will appear in the box.

[image: ]


14. [bookmark: ZZZ0029]Save the data you have just entered.

· [bookmark: ZZZ0030][bookmark: ZZZ0031]Click the "Save" icon [[image: ]] on the toolbar to save the file or select File > Save from the menu. 
· Close all forms.
· Click the "Oracle Applications" icon on the upper left hand corner of the "Organization" form and choose "Close" from the list. 
· [bookmark: ZZZ0032]You will return to the "Navigator" screen.  
· Exit the DMHRSi Application.
· [bookmark: ZZZ0033]Select File > Exit Oracle Applications from the menu.
· End of activity.




Section 2 - Modifying an Organization



Information needed to modify an organization


· Data that is changing

· Verify coordination for the organization change has been completed with DMHRSi LCA office for the organization.


· Does the requested change of the organization as such that the organization being changed should be closed and start a new local organization

· What is the effective date, is it a correction of current information or starting a new time segment for the organization.

· Verify that coordination been accomplished with affected departments before making the changes

· Name change for organization needs to be disseminated to DMHRSi HR staff.






Notes:   When changing the text of a name of an organization or its paragraph number, there are two places that this action will affect. 
· The name of the organization, (this is what DMHRSi HR will see or look for when assigning employee record to the organization).  
· The “Organization Long Title” field in the Army LCA Codes, (this is what you would see on reports).

· 

DMHRSi – Modifications of an Organization

Most modifications of organizations are completed by DMHRSi System and verified by the DMHRSi LCA section, the DMHRSi systems only automatically modifies organizations that were or are on the current TDA, (not Local organizations). Local organizations are all manually verified and modified. This normally happens during the changeover of the FY, or an interdiction of an Out of Cycle, (OOC), TDA change into DMHRSi System of a parent/load UIC.  
· Data that are changed normally are;
· The organizations titles, (which includes the paragraph number)
· “Name” Field
· “Organization Long Title” field
· Army LCA Codes

· To modify an organization

Start the task using an Army Manpower Manager/Specialist responsibility.  

[image: ]

Select the “Description” option under the Work Structures: 


· Enter effective date of organization modification.

Note:  Use the current effective date, as the organization already has a start date and the modification effective date will be reflected in the Army LCA Codes area in the “Additional Organization Information” area.

The "Decision" box is displayed.

[image: ]

· Click the "No" button to continue with current date on form. 


The "Find Organization" form is displayed.

[image: ]

· Enter the current  name for the organization that is to be modified in the “Name Field” and Click button “Find (B)”



The "Organization" form is displayed with the requested Organization.

[image: ]


4. To change the name of organization and/or paragraph number of organization which are the modifications being covered?
· Click “Name field” and change the text as needed to include the paragraph number which is in the parenthesis at the end of the name.
· To save the file click the "Save" icon [ [image: ]] on the toolbar or select File > Save from the menu. 

[image: ]

· Place your cursor on the HR organization record in the organization classifications zone of the form and click the "Others" button to open the "Additional Organization Information" find form. 



· Select appropriate "Army LCA Codes" from the list of values. 

[image: ]

· Click the "OK" button once a selection has been made. 

The "Additional Organization Information" form opens.
Note:  1. The first four digits reflect the CCNUM of that time segment.  
Note: 2. Each Line in the “Additional Organization Information” menu is a separate time segment of the organization.  The next 2 fields are the Start Date and End Date, (only one time segments should reflect only one Date. Do not overlap time segments).


[image: ]


In this section there are 2 types of Actions a Correction and an Update, below we will show the corrections type first and the update second.  


A Correction type action

· Click into time segment field that is being corrected, (if there is more than one time segment it should be the one without an end date).
· Click the cursor in the "Army LCA Codes" detail field

The "Army LCA Codes" form opens
Note:  The first Field of the Army LCA Codes is where the CCNUM for the organization is stored.

[image: ]

· Enter into the “Organization Long Title” field and make corrections necessary, paragraph number or text name of organization.  
· Ensure corrections follow the format of the “Organization Long Title”:  Enter the long name for the organization.  This field can be used to enter the full name of an organization to be used on reports.  This field should be populated with Paragraph-LO-Organization Long Title (i.e. the Paragraph, (if there is one), a dash, “LO”, a dash and then the organization’s long title). If there is not a paragraph for the organization, enter the code/UIC that is 6 digits or less, this input is what will show up on reports in the paragraph column.
· Click the “OK” button

The "Additional Organization Information" form will open with the updated data displayed in single line format. 

[image: ]

· Click the "OK" button on the “Additional Organization Information" form. 
The "Forms" box is displayed.

[image: ]

· Click the "Yes" button to save your changes.
· The "Organization Classifications" form is still active
· Click the "Oracle Applications" icon on the upper left hand corner of the "Organization" form and choose "Close" from the list. 
· You will return to the "Navigator" screen.  
· Exit the DMHRSi Application.
· Select File > Exit Oracle Applications from the menu. 

· End of activity.




An Update Type of Action
[image: ]
· Click into time segment field that is current, (if there is more than one time segment it should be the one without an End Date).
· Enter into the “End Date” field and insert a date one day before you want the new changes to take effect.
· Click the “OK” button
The "Additional Organization Information" form will open with the updated data displayed in single line format. 

[image: ]
· Click into the next line below, the line will go from gray to white, (activating the next time segment)


The "Army LCA Codes" form opens

[image: ]

· Enter ARMY LCA Codes for the new time segment, (If user is not part of the LCA department for the installation/organization, only input CCNUM, start date, “Classification Type” and “Organization Long Title”. Once the organization is built, notify the LCA department in the installation/organization to verify/correct data that Manpower had entered and to complete the rest of the LCA Data and Time Management information as needed. 
· Click the "OK" button on the “Additional Organization Information" form. 
The "Additional Organization Information" form will open with the updated data displayed in single line format. 

[image: ]
	Note:  The first time segment has 2 dates, and the second time segment only had 1 date.  Verify that the dates do not overlap.  Do Not Overlap Dates. 
· Click the “OK” button.

The "Forms" box is displayed.

[image: ]

· Click the "Yes" button to save your changes. 
· The "Organization Classifications" form is still active
· Close all forms.
· Click the "Oracle Applications" icon on the upper left hand corner of the "Organization" form and choose "Close" from the list. 
· You will return to the "Navigator" screen.  
· Exit the DMHRSi Application.
· Select File > Exit Oracle Applications from the menu. 

· End of activity.


Section 3 – Closing an Organization



Information needed to close an organization


· Effective date the organization is to be closed

· DMHRSi LCA and HR’s personnel have been aware of closing organization and it’s effective date

· Verification from the DMHRSi LCA and HR’s personnel that all employee records have been moved out or the organization being closed before closing the organization

· Verify that you are not closing an organization that have a child organization connected to it before changing the child/s organization hierarchy. Two ways to verify are:

· Use the Manpower Manager or Specialist role and use form query under Work Structures/Organization/ Hierarchy query forms to identify if an organization has child organizations assigned to it.
·  Or after closing an organization or group of organizations and organizations that you did not close disappear from the PCR and/or from other reports.  In this case you need to go into the organization hierarchy build of the missing organizations and change the “Name” field of the organization to the correct organization for the UIC, (this normally happens when an incorrect organization was placed in the “Name” field of the hierarchy build.


Note:  One thing to keep in mind when working with organizations is at the end of the FY or when a local organization needs to be closed, the organizations are not automatically closed by the DMHRSi system, but have to be closed manually for both type of organizations, (local organization no longer needed or organizations that are no longer reflected on the TDA to include Header Organizations).  Verify that the employee records are taken out of the organization before closing.

DMHRSi – Closing an Organization

1. Closing an Organization in DMHRSi. 

Start the task using an Army Manpower Manager/Specialist responsibility.  

[image: ]

Select the “Description” option under the Work Structures: 

2. Enter effective date of organization.


The "Decision" box is displayed.

[image: ]

· Click the "No" button to continue with current date on form. 

The "Find Organization" form is displayed.

[image: ]

3. Enter the current name of the organization to be closed in the Name Field and Click button “Find (B)”

The "Organization" form is displayed with the.


[image: ]

4. Closing Time Segment for the Organization Classifications/HR Organization
· Click on the HR Organization in “Organization Classifications” area
· Click the “Others” Button to open the "Additional Organization Information" form. 

· Select the “Army LCA Codes”

[image: ]




The Army LCA Codes form opens

[image: ]

Enter the effective date the organization to be closed in the “End Date” field.

[image: ]

· Click the "OK" button on the "Army LCA Codes" form. 

The "Additional Organization Information" form will open with the updated data displayed in single line format. 

[image: ]

· Click the "OK" button on the “Additional Organization Information" form. 

The "Forms" box is displayed.

[image: ]

· Click the "Yes" button to save your changes. 

The "Organization Classifications" form is still active. 

[image: ]

5. Close the “Organization Classifications” for the organization
· Highlight the HR Organization in the “Name” field and click on the checked Enabled box.  This will remove the check.
· To save the file click the "Save" icon [ [image: ]] on the toolbar or select File > Save from the menu.
· Highlight the “Projected Expenditure/Event Organization” in the “Name” field and click on the checked enabled box.  This will remove the check.
· To save the file click the "Save" icon [ [image: ]] on the toolbar or select File > Save from the menu
6. End date the Organization
· Enter in the “To” field in the “Dates Section” the effective date the organization  to be closed.
· To save the file click the "Save" icon [ [image: ]] on the toolbar or select File > Save from the menu
· Close all forms.
· Click the "Oracle Applications" icon on the upper left hand corner of the "Organization" form and choose "Close" from the list. 
· You will return to the "Navigator" screen.  
· Exit the DMHRSi Application.
· Select File > Exit Oracle Applications from the menu. 

· End of activity.
The Most Common Issues with Organizations and Possible Corrections 

· Once the Local Organization is created it normally requires a system refresh be for other maybe able to see the new local organization.
· The next day is a good guide.

· Once the Local Organization has been created and after 24 hours it cannot be viewed by personnel with DMHRSi LCA Roles or DMHRSi Manpower roles can no longer view the organization. 
· Check and see if there were any notices that DMHRSi is down or having technical issues. If so check the next day, if not continue to the next bullet.
· Go to your DMHRSi HR Manager/Specialist Role, if you do not have this role contact the person for your organization that does.  Whoever has the HR Role, ask them to pull up an employee record.  Go to the Assignment page and enter the organization in question into the People group Field and see if it is visible, (Yes or No), then exit from employee record without saving changes.
· If Yes, it is visible, this indicates that the DOD Hierarchy and or Name was not input or input incorrectly	
· In this case need to call 1-800-600-9332, option “8” to be connected to the DMHRSi Help Desk.  Start a trouble ticket to have them verify and possible correct the “Hierarchy” and or “Name” field for that organization.
· If no, it is not visible, recreate the new local organization, (something went wrong in system, but this does not happen often). 

· HR role personnel cannot find the newly created local organization while attempting to assign an employee record to the new organization in the “Assignment” page of the employee record.
·  Verify that the date that the employee record was set to was not before the effective date of the new local organization.
· Check the effective date on the new local organization to make sure the date is correct.
· Correct as necessary.	
· Check that the “To Date” of the organization is blank or the date input has not expired, (If you know the end date of an organization it can be input early or even at creation, be aware wrong input or unexpected continuance of the organization can cause a lot of work for DMHRSi HR). 
· Correct as necessary.

· An employee record is assigned to an organization in the employee record and has been verified, but is not reflecting on PCR or LCA reports, (Normally DMHRSi LCA component will find about this on an older organization first and be handle through their area.  But with new local orgs Manpower is more than likely to field this issue.  This happens when DMHRSi HR department and Manpower departments are looking for personnel to be reflected on the PCR their freshly assigning and slotting of personnel to the new local org to find that the employee’s name falls off the PCR.
· Check the Army LCA Codes, in the “End Date” field.  Normally there is an expired date in this field.
· Verify status of the organization in question, should it be open or closed.
· If it should be closed, coordinate the movement of the Personnel assigned and properly close the organization.
· If it should be open coordinate with DMHRSi LCA department to get the organizations ‘Army LCA Code” fields to be corrected or updated.

· Organization name and/or paragraph coming out wrong on PCR or other reports.
· Check the Organizations “Organization Long Title” field. This can be found in the “Organization Classifications” area with the “HR Organization” highlighted click the “Others” button.  This will open a selection box; highlight “Army LCA Codes”. This will bring up the “Additional Organization Information” Select the current time segment that is open, (open is a segment that only has a “Start Date” without an “End Date”, and should only be one). Verify information listed.

· Organization/s disappears from the PCR Report.
· Check the organization that has dropped off of the PCR to see if someone or the system has closed them.
· They are closed verify if the organization is still valid before reopening it.
· It organization in question is not closed, check the Parent Organization sections “Name” field under HR Organization.   Check to see if the organization listed in the Name Field has been closed.  (if the organization in the “Name” field is not a Header organization it was entered in error. Normally every UIC and DUIC has an organization that all organizations that has that UIC/DUIC will be linked to, listed in the “Name” field.  This organization would not be listed on the active TDA but a Header organization built for the hierarch reason.)




Part II – Positions Structure

Creating, Modifying or Closing a Position

Scope
This section covers procedures for establishment of local positions with in DMHRSi, modifying existing positions, and closing positions no longer needed.

Notes:  
· This task can be completed under the Manpower Position role. Examples in this document will be done using the Army Position Manager or Army Manpower Position Specialist roles and responsibilities. 
· Depending on the size and work structure of an organization the personnel that have DMHRSi Manpower or HR roles may be the same person or different personnel that fall under different directorates or departments.
· System generated positions refer to those positions fed from source systems, as positions created within DMHRSi by DMHRSi personnel with the DMHRSi Manpower roles are known as “Local Positions”.


Policy
· Local positions are created that are not on the current TDA that was loaded into DMHRSi that have been authorized for several possible reasons some examples are:
· TSG directed
· Commander directed
· OPORD **-**
· Program and Budge Advisory Committee, (PBAC) Discussion
· Local civilian positions are required to have a “Billet Comment” to identify the directive or reason to establishing the local position.
· Local positions are mandatory for all staff over strength military and civilians
· Local positions are not mandatory for contractors or NAF employees
· Do not build local positions for borrowed staff
· Close local positions when no longer needed
· Review all local positions at a minim once a year.

Rules for structure creating a local position
· Line numbers are 77, 88 or 99
· 77 is for contractor
· 88 is for military
· 99 is for civilians
· Sub-line numbers began with the letters LO
· Single digit number format would be	LO1
· Double digit number format would be 	LO22
· Triple digit number format would be 	LO333
· POSCO entries are 5 characters long.
· Military officers should not end with the letter “O”
· Warrant officers should not end with the letter “O”
· Enlisted personnel should not end with a zero “0”
· Civilian, contractor, local national and NAF will follow the civilian Series
· CIVCC entries are 2 characters long
· Civilian enter pay plan (GS-GP-WG)
· Contractors enter CC
· Military leave blank
· GR entries for this field for each type will be:
· Military
· Officers: (e.g., O-4)
· Warrant Officers: (e.g., WO-4)
· Enlisted: (e.g., E-4)
· Civilian
· Civilians: Enter the two letter Pay Plan code followed by the grade (e.g., GS-06, GP-02, IC-01, ID-02, DB-04)
· Contractor
· Contractors: Enter “GS-00” (do not use 01-09 for grade)
· AMSCO entries for this field should be 8 characters long.
· Multiple TDA Segment 
· When using more than one time segment within the details for the TDA information, dates of the segments cannot overlap and only one segment should have a blank “End Date” field, (which would be the current segment).
· Multiple Comment lines are not permitted
· In the Other/Extra Position Information /Local Billet Comments/ Details segment of a position only the top line can have comments or be open.  (if a Line is blank but white, it means it is open and will cause errors on the PCR report. This line must be purged.)
· Closing an position consider the following;
· Do not close any position that is on the current TDA.
· Close local positions no longer needed.
· Verify all employee records are moved out of the position prior to closing a position.


[bookmark: OLE_LINK8][bookmark: OLE_LINK9]Note:  When creating a local position, you may get an error message that states that the position already exists and the position is not reflected on the PCR.  This could be caused by building the new local positions with the same UIC, paragraph, line number and sub-line number and title as a previously created and closed or deleted, the system will not let you create it two local positions twice with this same information.  A work around is to change the sub-line number. (Normally this is not too much a problem except in patient nursing orgs, where the organization where you are creating has all same type of positions.)
Note:  When creating positions unlike organizations the creation of a position or modification can be seen and used by all once saved.

Section 1 - Creating a New Local Position 


Information needed to create a new local position

 
· DMHRSi Employee Assignment/Local Position Worksheet, which will have the key information needed below to create a local position.

· UIC of position

· Paragraph/Line/Sub-line of the position

· Title of the position

· Grade of position (O-3, WO-3, E-3, GS-04)

· Name of Organization the position will be assigned to

· POSCO, (MOS/Series)

· AMSCO

· Branch Code (Military only)

· CCNUM

· Position Billet Comments that will be placed on local position
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[bookmark: ZZZ0002]  1.   Gather necessary information for the position.

Start the activity by using the “Army Manpower Position Specialist” or the "Army Position Manager" responsibility.

[image: ]
· Select the “Description” option under the Work Structures: Position node. 
The "Decision" box displays a message:  "The current effective date is <date>.  Do you want to change it?"

[image: ]

2. Set the effective date to the date the position is to become effective in DMHRSi.

· If this position will be effective as of the default date, click the "No" button. 
· If you want to change the effective date of the position, click the “Yes” button and change the date.
· Click the "OK" button when done. 

The "Find Positions" form is displayed.

  3.  Create a Local Position.

[image: ]
· Click the "New" button to open the "Position" form and create a new position 
The "Start Date" field is auto-populated with the effective date entered via the "Alter Effective Date" screen.

[image: ]

(The "Position Details" tab is active by default.)



  4.   Enter "Date Effective Name."
· Place the cursor in the "Date Effective Name" field to display the "Billet Details" screen. 
[image: ]

All the following "Billet Details" fields, except the "Position Number", are required and the delimited combination must be unique:

· Service: 
· Click in the field, then click the LOV icon [ [image: ]] to open the "Service" find form. 
· Select “Army” from the list of values. 
· Click the "OK" button once your selection has been made. 

· UIC/PAS:  Click on the "UIC/PAS" field and enter either the Unit Identification Code (UIC) or the PAS for the Position (Free-text field). 

· Billet Number: Enter in the following format:  Paragraph#-Excess Code-LO#  (Free-text field). 
Excess Codes:  
99:  Excess Civilian positions (over-hires, includes Temp and Term)
77:  Contractor positions (not documented on current TDA)
88:  Over strength AD Military positions

Note:  You must create a unique position number for each local position created.  If you are going to create more than one position for a paragraph, you would add a sequence for each position:  Example:  301-99-LO1, 301-99-LO2, and 301-99-LO3
· Title:  Enter the appropriate Title for the Position (Free-text field). 
Note:  Position titles should be consistent with titles that would be found on your TDA.



· Rank/Grade:  Enter the appropriate rank or grade for the position (Free-text field). 
Note:  You must enter the complete grade.  For example, enter GS-05, WG-02, E-5 or 
O-4.  If entering a position for a contractor, you should use GS-00. 
· Manpower Type: 
· Click in the field and then click the LOV icon [ [image: ]] to open the "Manpower Type" find form. 
· Select the appropriate Manpower Type for the Position from the list of values. 
· Click the "OK" button once a selection has been made. 
· DMHRSi Position Number:  Do not enter a value in this field. (Leave Blank) 
· Click the "OK" button when done. 
  5.   Enter additional Position information.

[image: ]
· Type: 
· Click in the "Type" field, and then click the LOV icon [ [image: ]] to open the "Position Type" find form. 
· Select "None" from the list of values. (for all types of local positions use “None”)
· Click the "OK" button once a selection has been made. 
· Permanent or Seasonal:  Defaults to “Permanent” and the corresponding check box is automatically checked. 


· Organization & Job: Organization: 
· Click in the "Organization" field, and then click the LOV icon [[image: ]] to open the "Organizations" find form. 
· In the "Find" field, type part of the organization name followed by the “%” wildcard and click the "Find" button (Members work area). 
· Select from the LOV the organization where you would like this position to fall.   
· Click the "OK" button once a selection has been made. 
· Organization & Job: Job: 
· Click in the "Job" field and then click the LOV icon [[image: ]] to open the "Jobs" find form. 
· In the "Find" field, type part of the job name followed by the “%” wildcard and click the "Find" button. 
Note:  To find an Army job, enter an “A” followed by the “%” wildcard, and the occupation code (MOS or AOC).  For a civilian job, enter a “C” followed by the “%” wildcard and the civilian occupation series.  For example, enter A%91W or C%0610.
· Select an appropriate Job from the list of values. 
· Click the "OK" button once a selection has been made. 
Note:  The Organization and Job chosen above must have start dates on or before the Position’s start date.
· Hiring Status:  Status 
· Click in the "Status" field and then click the LOV icon [[image: ]] to open the "Availability Status" find form. 
· Select “Local” from the list of values. (Always use Local)
· Click the "OK" button once a selection has been made. 
· Hiring Status:  Proposed End Date 
· Do not populate this field until the position is being end-dated.
  6.   Save the Position record.
· Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 
  7.   Enter Position Additional Information.
Make sure that the "Position Details" tab is the active tab.
· Click on the Descriptive Flex field [ [image: ]] to display the “Additional Position Details" form. 
[image: ]
· DoD Program Element Code (PEC): 
· Click in the "DoD Program Element Code (PEC)" field and enter the DoD Level Program Element Code. If this is not known, please coordinate with your Budget Office.   
· The Gender Restriction and Platform fields are not currently being used. (Leave blank)
· Click the “OK” button
  	
The “hiring Information” tab will become active. (The only field used in this tab is “Grade”)

[image: ]
· Enter Grade: 
· Click the LOV icon [[image: ]] to open the “Grade” find form.
· In the "Find" field, type part of the grade followed by the “%” wildcard and click the "Find" button. 
· Select an appropriate grade from the list of values. 
· Click the "OK" button once a selection has been made. 
· Save your work.

8. Enter the Valid Grades for This position
· Click the LOV icon [[image: ]] to open the “Grade” find form. 
· In the "Find" field, type part of the grade followed by the “%” wildcard and click the "Find" button. 
· Select an appropriate grade from the list of values. 
· Tab to move to the “From” field for date will auto-populated with the effective date entered via the "Alter Effective Date" screen.
[image: ]

· Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 
· Click the "Oracle Application" icon in the upper left hand corner of the "Valid Grades" form and choose "Close" from the list.

9. [bookmark: ZZZ0013]Enter Position Extra Information. 
· Click the “Others” button at the bottom of the form. 
· Select “Extra Information” from the “Navigation Options” form. 
[image: ]
· Click the “OK” button. 


The Extra Position Information Box will open.
[image: ]
· Place the cursor in the "Army TDA" bar to select this field. 
· Place the cursor in the "Details" blank field and a new "Extra Position Information" form for Army TDA is displayed. 










(Next page)

The Extra Position Information box will open for the TDA.
· Enter the appropriate data into the following segments (All are free text).   Items in Yellow are mandatory for Military and the Blue are mandatory for Civilians and Contractors, the rest are optional if applicable. (Normally the Optional fields are Not used)
[image: ]


· Start Date:  You must enter the effective start date of this position 
· End Date:  Do not enter the end-date until this position is de-activated or a new TDA version is loaded  
· POSCO:  Enter the POSCO for the position. 
· Special Qualifications Ind:  Enter if applicable 
· Additional Skills Indicator 1:  Enter if applicable 
· Additional Skills Indicator 2:  Enter if applicable 
· Language Indicators:  Enter if applicable 
· Language Proficiency Indicator:  Enter if applicable 
· Branch:  Enter the branch for this position (Military only) 
· Military Personnel Category (ID):  Enter if applicable 
· AMSCO:  Enter the AMSCO for this position; coordinate with Budget Office
· Standard Work Center Code:  Enter the SWCC for this position if known 
· MDEP:  Enter if known 
· TDA Remark 1 Code:  Enter if applicable
· TDA Remark 2 Code:  Enter if applicable
· TDA Remark 3 Code:  Enter if applicable
· CCNUM:  You must enter a TDA version here (e.g. 0314, 0115) 
· Supercession:  Enter if applicable 
· E Date:  Enter if applicable. 
· ITAADS code:  Enter if applicable. 
· REPCO:  Enter if applicable. 
· CMD of ASGMT:  Enter if applicable. 
· Headers with Paragraph & Line:  Enter the paragraph and line for this position (optional). 
· Oracle Organization Name:  Enter the name of the DMHRSi Organization to which the position is aligned. 
· CIVCC:  Civilian Category Code: Use only for Civilians and Contractors.  Civilians it is the first two letters of the PP such as GS, WG, WL, GG.  Contractors it is “CC”.
· [bookmark: ZZZ0014]Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 










(Next Page)

The Extra Position Information Box will be still active

[image: ]

10. Create Billet Comment for Local Position
· Click into the Local Billet Comment bar and the detail section will be displayed.


[image: ]

· Click into the white sections of the “Details”



The “Extra Position Information” for the “Details” of the “Local Billet Comment” will open

[image: ]

· Click into the white area and create the notes needed for the position
· At a minimum, annotate the approval for creating the Local Position
· Add any Manpower notes needed as you would in a Working TDA to note upcoming changes in the TDA concerning this position,  life expectancy, annotate possible bill payer for the position for the next FY, exc.
· As it is reflected on the PCR keep neat and short but effective remarks and only use the first line in the details area. (The first line in the details section is quite long and you can save more information than you can see on the screen it will keep scrolling over as data is entered.)
· Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 

Note:  Only use the first line under the ”Details” section of the billet area or it will cause errors to be reflected when the PCR is ran.  Even if the lines below are clicked into the and the gray area turns white which means it is an activated line, this line must be purged by deleting it to keep it from causing and error when the PCR is ran.


11. [bookmark: ZZZ0015]Close "Extra Position Information" form
· Click the "Oracle Application" icon in the upper left hand corner of the "Extra Position Information" form and choose "Close" from the list. 
· Or, select File > Close Form from the Menu. 
Note:  The "Position" form is still displayed.

End of activity.

[bookmark: ZZZ0016]***   If creating more positions during this session, go to next page for continuing instructions.


· Click on date making the background dark.
[image: ]
· Use the cursor key down to start the next position and creating the next position.
[image: ]

When finished creating positions close the window by clicking the "Oracle Application" icon in the upper left hand corner.



End 


[bookmark: OLE_LINK10][bookmark: OLE_LINK11]Section 2 - Modifying a Position



Information to consider when modifying a position

· Items that can/cannot be corrected or modified once a position or sections of a position have been saved.
· Items that cannot be modified are found in the “Organization & Job” section of the “Position Details” tab.
· Organization – the organization the position is under.
· Job – is the series the position was built with.
· Items that need to be modified will need to be done in a new time segment that will reflect different information for a date period forward on reports.
· Valid Grades tab information
· If the grade of the position needs to be corrected or updating to new grade the Grade field cannot be changed once it was saved.  End date current grades time segment and create a new grade time segment.
· When a new TDA is loaded into DMHRSi and you need to update the TDA Information of a local position, Do Not modifies the existing information.  End date the current time segment and create a new time segment.

Note:  Information that cannot be changed in the Organization and Job is found can be changed in other field locations within the positions such as Paragraph and Series.  If it cannot be changed in one place do not change it in others. 



Information required when modifying a position

· What information is being modified
· Where are the location(s) that information is stored
· Consider if information being requested should be changed or should be a closure and then a creation action

Main modifications for a position are:

· Sub-line – Normally used to reorganize positions after closures and new creations have made the Sub-lines unorganized such as (LO1, LO2, LO10, LO15, LO20) they can be changed to reflect (LO1, LO2, LO3, LO4, LO5).  Or to correct a Sub-line incorrectly formatted such as: the incorrect format of LO01 to correct format LO1.
· Title – Title of a position needs to be changed or corrected.
· Grade – Grade needs to be corrected or recycle a position that will no longer be required into different position. (Make sure to update the positions Billet Comments to reflect the recycled position information.)
· CCNUM- A corrections to a created position or a new TDA is loaded into DMHRSi with a new CCNUM and local positions must be updated to the new CCNUM.
· Position Billet Comments – Corrections to “Billets Comments” or need to add new Comments or in the case of recycling an old no longer needed position that is needed.

Note:  Recycling positions is a good practice, especially in organization/paragraphs where most of the positions are the same POSCO’s and Titles.  Once a positions with the same UIC/para/line/sub-line/Title has been created it cannot be duplicated even if the original positions is deleted or purged and can no longer be seen by user.

For all modifications complete Steps 1 and 2 – these are steps to find a position record.

Step 3 how to modify the Sub-line and/or Title of a Position once it is found.

Step 4 how to modify the “Grade”

Step 5 how to modify the “CCNUM”

Step 6 how to modify the “Billet Comments”
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Army Manpower Position Specialist
  Step 1.   Gather necessary information for the position.

Start the activity by using the “Army Manpower Position Specialist” or the "Army Position Manager" responsibility.

[image: ]
· Select the “Description” option under the Work Structures: Position node. 
The "Decision" box displays a message:  "The current effective date is <date>.  Do you want to change it?"

[image: ]

· Select No Button
· When making modification or corrections unless the start date is the corrections use Current date


The "Find Positions" form is displayed.

Step 2.  Find a local position to be modified.
· Click the "Find" button to open the "Find Positions" form
[image: ]

· Click in the Name Field to open the DoD Billet Details Box

[image: ]


· Enter A into the Service field
· Enter the UIC of position in to the UIC/PAS field
· Enter the “paragraph number”-“line number”-”Sub-line”

Note:  when entering the UIC/PAS you can put the first 4 of the UIC and a % for a wild card.  when entering the Billet Number place the “paragraph number”-“line number”-% to pull all the line 99s Lines for that UIC/Paragraph or input the Sub-line you are looking for and all the records with requested UIC/Para/Line and sub-lines requested.

· Click OK button and the Find Positions Box will come back up with your data that was just entered displayed.

[image: ]

· Click the Find Button and search returns a record or the first record of a set of records that meet the criteria entered. (If nothing is found it just returns to your Find Positions box)

[image: ]

· If this is the record you are looking to modify go to the next Step. If not continue.
· Making sure the Start Date field is highlighted blue or your cursor pointer is in the Start date field; tap your cursor down navigation key on your key Board.
[image: ]
The next record comes up, if there is more than one record for your requested information.

	Note :  If the positions comes up and the record is active for use the top fields will be yellow and the permanent check will be highlighted white like the position record above.  If not it will all the fields in the position record will be grayed out and the Hiring status will be Deleted or Eliminated. Like the positions record below.
[image: ]

	Note:  Once you go past the last record a create records comes up, shown below. If you want to create a new record you can start right there and not have to get back out of the search section and come back in to create a new one. (This step can save a lot of time if you have to close and create or if you have modifications and creations to make on the same UIC/PARA/ or Line.

[image: ]

· To move back up the set of records just use your cursor up key, (the up and down cursor keys is how to move through the set of records).
· Once you find the go to the Step for the information that is being corrected or modified.




Step 3.  Modifying or correcting the Sub-Line or Title

· Click into the Date Effect Name field to open up the DoD Billet Details of the position.

[image: ]

· To modify the sub-line, click into the Billet Number field and make modification or correction.
· To modify the Title, click into the Title field and make modification or correction.
· Click Ok, Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 
· Close the window by clicking the "Oracle Application" icon in the upper left hand corner.
· Activity finished



Step 4.  Modifying or correcting the Grade

· Click into the Date Effect Name field to open up the DoD Billet Details of the position.

[image: ]

· To modify the Grade, click into the Rank/Pay Grade and make the correction or modification.
· Click the Hiring Information Tab, opening the Hiring Information form.

[image: ]

· Click into the Grade field and make the correction or modification.
· Click Ok, Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 


· Click the Valid Grades button, to open the Valid Grades form.

Note:  Once the grade has been saved it cannot be changed, end date the current time segment and create a new time segment even (if this is a correction action). Do not overlap time segments.

[image: ]


· Click into the blank “Dates To” field and enter the day before the date of when the change will be effective, (if this is a corrections end dated the first active time segment the next day from creation and make the start date the day after, do not overlap dates).
· Click into the Grade field of the next Blank line and enter new grade, the From Date will auto populate with the start date of the position, change the date to the date that the Grade change will be effective.
· Click Ok, Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu. 
Close the Valid Grades form and close the window by clicking the "Oracle Application" icon in the upper left hand corner.
· Activity finished. 


Step 5.  Modifying or correcting the CCNUM

· Click on the Other Button on the positions form to open the navigation options.
[image: ]
· Click on the Extra Information, when it is highlighted click OK button to open the Extra Positions Information form.
[image: ]
· The form opens with the Army TDA highlighted automatically.
· As this where the CCNUM field is located, click in the Active Details field that is current.  This will be the Active line with only one date; this will open the Extra Position Information form for selected time frame.
Note:  The details sections for the Army TDA should only have one time segment open at a time. This is indicated by the single date at the beginning of the Details line, (example is the first line of the screen shot above.  When ending on time segment and starting another Do not overlap Dates.
· If this is a correction action click into the CCNUM field and make the correction.
· Click Ok, Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu.  Close Extra Position Information form.
· Activity finished.

· If this is an update to a new CCNUM.
· Click into the End Date field and enter a date one day prior to the new CCNUM’s effect date.  
[image: ]
· Close form, this will bring you back to an active Extra Position Information form.
[image: ]
· Click on the next gray line with in the Detail sections to activate the next time segment turning it white. Double click into the line to open a blank Extra Position Information form.
· Enter the start date for the new time segment, and enter the remaining information from prior time segment except the CCNUM, update that field with the new CCNUM.
· Click Ok, Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu.  Close Extra Position Information form.
· Activity finished.



Step 6.  Modifying or correcting the Local Billet Comments

· Click on the Other Button on the positions form to open the navigation options.
[image: ]
· Click on the Extra Information, when it is highlighted click OK button to open the Extra Positions Information form.
[image: ]
· The form opens with the Army TDA highlighted automatically.
· Click on the Local Billet Comments Type


· The Details sections will now reflect the details of the Local Billet Comments.
[image: ]
· Modify or correct the comments, click into the first line of the Details.
The Extra Position Information for the Details of the Local Billet Comment will open

[image: ]

· Click into the remarks area and modify or correct the notes needed for the position
· At a minimum, annotate the approval for creating the local position
· Add Manpower notes needed as you would in a Working TDA to note upcoming changes in the TDA concerning this position,  life expectancy, annotate possible bill payer for the position for the next FY, exc.
· As it is reflected on the PCR keep neat and short but effective remarks and only use the first line in the details area. (The first line in the details section is quite long and you can save more information than you can see on the screen it will keep scrolling over as data is entered.)
· Click Ok, Click the "Save" icon [ [image: ]] on the toolbar to save the file or select File > Save from the menu.  Close Extra Position Information form.
· Activity finished.

Note:  Only use the first line under the details section of the billet area or it will cause errors when the PCR is run.  Even if the lines below are clicked into the and the gray area turns white which means it is an activated line, now activated line must be purged by deleting it to keep it from causing an error when the PCR is ran.

Section 3 - Closing a Local Position 



Information to remember when closing a local position

· Once a position is closed it cannot be created again with the same information. Currently, the system  will allow a position with the same UIC, billet number, title and grade.
· Recycle local positions that are no longer required.  Keeping in mind the organization, which consists of UIC, organization title and paragraph, and the job which consists of series and title, cannot be altered once this portion of the position had been saved.
· If an employee record had not been moved prior to the position being closed. (The employee record will show un-slotted on reports such as the PCR and the next time the record is opened an error message will flash and the position slotted information will be blank once the record is opened.)
· Only close local positions.  Do not close current TDA positions pushed by the system.
· To close local positions use “Delete” only in the “Hiring Status” field. (For a local position the “Hiring Status”’ field should only reflect Local or Deleted)
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   Step 1.   Gather necessary information for the position.

Start the activity by using the “Army Manpower Position Specialist” or the "Army Position Manager" responsibility.

[image: ]
· Select the “Description” option under the Work Structures: Position node. 
The "Decision" box displays a message:  "The current effective date is <date>.  Do you want to change it?"

[image: ]

· Select No Button
· When closing a position use Current date


The "Find Positions" form is displayed.

Step 2.  Find a Local Position to be closed.
· Click the "Find" button to open the "Find Positions" form
[image: ]

· Click in the Name Field to open the DoD Billet Details Box

[image: ]


· Enter A into the Service field
· Enter the UIC of position in to the UIC/PAS field
· Enter the “paragraph number”-“line number”-”Sub-line”%

Note:  When entering the UIC/PAS, you can input the first 4 of the UIC and a % for a wild card.  When entering the billet number place the “paragraph number”-“line number”-%. This will retrieve all the 99s lines for that UIC/paragraph. Further, you may input the sub-line you are looking for and all the records with requested UIC/Para/Line and sub-lines requested.

· Click the “OK” button and the “Find Positions” form will display your data that was just entered.

[image: ]

· Click the Find Button and the search returns a record or the first record of a set of records that meet the criteria entered. (If nothing is found it returns to your “Find Positions” box)

[image: ]

· Verify that the record that is being closed. (In error two records could be made with the same billet information but the title or grade may be different.)
· Once you have verified the record that you are looking to close.
· Click into the hiring status “Status” field and change from local to delete.
· Click Ok, click the "Save" icon [ [image: ]] on the toolbar to save the file or select file > save from the menu.


· The position record will gray out.

[image: ]

· Close form.
· Activity is complete.







The Most Common Issues with Positions and Possible Corrections 


· When creating a Local Positions, you may get an error message that states the position already exists.  However, the position is not reflected on the PCR.  If a position with the same UIC, paragraph, line number and sub-line number and title was previously created and closed or deleted, the system will not let you create it again.  
· Easy fix is to change the sub-line number. (normally this a problem except in patient nursing organizations, or an organization where you are creating the type of positions) 
· After creating a local position, DMHRSi HR staff view the position when trying to slot an employee record to the position.
· Ensure they are using the right CCNUM or position name for the position.
· Check the position to ensure that the position name was built as intended.
· Has the correct UIC or DUIC 
· Has the correct paragraph, line and sub-line
· Title of position was correct
· Check the position to ensure that the CCNUM has been entered in the extra information TDA form.
· Information for the position does not appear correctly or not at all on the PCR/ other reports.
· Check field(s) where the information is stored.
· Normally it is incorrect or information has been omitted in one or all the fields.
· PCR has a local position without POSCO, CIVCC, BR (if military), and AMSCO.
· This has to do with the extra position Information for the TDA; there are two things that can cause this.  
· The Extra information was not input.
· Correct by filling in the missing information.
· The “End Date” field was end dated and that the date has passed.
· Correct by taking out the “End Date” information and verify the local position is still needed, as this could have been a position that was closed incorrectly.  If the position is still needed, verify that the information in the TDA area is correct.
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