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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

POSITION ORGANIZATION ADDRESS (POA)

	Coverage
	This processing aid provides instructions for the following:

· Adding a new POA.

· Changing or deleting a POA.


	Background
	Organizational information in legacy DCPDS was maintained on Local Table 30.  In modern DCPDS, a local table 30 entry is known as a Position Organization Address (POA).   

· The POA is the address that prints as the “Name and Address of Position’s Organization” in blocks 14 and 22 of the RPA and NPA.  

· When you build a position, you enter the CPO ID + command code + UIC + org code (the same org code structure that was maintained in DIN JBM in legacy DCPDS) in the Position’s Organization data element (on the US Government Position Group 1 flexfield).  This will associate the position with the correct address from the POA table.

· The POA entry must be built before it can be used in the position build.


	Related information
	Related information is available as follows:


	For information on
	See

	Position builds
	User Guide, module 2, chapter 1; Position Build Job Aid


Adding a New POA

	New UICs


	If you are building a POA that uses a new UIC:

1.  The new UIC must be added to the org hierarchy table that is maintained in modern DCPDS.  To do this, contact your designated CPOC org hierarchy POC – probably someone in your Classification Division.

2.  Then proceed with the steps below to build the POA.


	Creating a new POA
	Follow these steps to build a new POA:


	Step
	Action

	1
	From the Navigator: Work Structures ( Organization

( Custom ( <OPEN>.

	2
	In the “Name” field on the Organization Window, enter the CPO ID + Command Code + UIC + Org Code.  

· Example:  EZP8WDCT99ABCD

· Note:  The “Type” field is optional, it is not required but your CPOC may want to use it.  If used, use the LOV.

[image: image1.png][_[CIx]

N EVATWO04X03CAT Type

From [07-FEB-2001 To [

 Date

Location Internal r External [Internal

Location Address

Intemal Address [|—]

[~ Organization Classificatiol

Narme Enabled

=l E






	3
	Save.

	4
	Click in the Position’s Organization block in the lower part of the window (this displays AFTER you save the new org).  

· When you click, the “Position’s Organization” line changes to read “HR Organization” on the first line and  “Position’s Organization Address”.
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	5
	Click in the “HR Organization” field, then click the <Others> button.

	6
	On the “Additional Organization Information” window, select “US Government Org Report Info” then click <OK>.
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	7
	On the “Additional Organization Information” window that displays, click in the long white block.  
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	8
	Fill out the “US Government Org Report Info” window (shown below) the way you want the organization address to appear on the RPA and NPA.

· SKIP THE FIRST TWO FIELDS (Agency Code/Subelement and Organization Structure ID). They are not used for anything.

· Type in the org address starting with “Org Info Line 1” and continuing with the additional lines until it looks the way you want it to appear in blocks 14 & 22 of the RPA & NPA.

· Follow your CPOC procedures for entering the address (e.g., some regions may include the org code information as the last line of the org address).
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	9
	Click <OK> when done, then click <OK> again on the “Additional Organization Information” window and click <Yes> to save.

	10
	Close the window to return to the navigator.


Changing or Deleting a POA

	Coverage
	This section of the job aid shows you how to:

· Change or update a POA, or complete a POA that was started but not finished.

· Delete a POA.

· Change the effective date of a POA.

All these processes begin by retrieving the POA that is to be changed or deleted.


	Retrieving a POA record
	Follow these steps to retrieve a POA record:


	Step
	Action

	1
	From the navigator, select Work Structures ( Organization ( Custom ( <OPEN>

	2
	Start a query using [F7] (or Query(Enter from the menu).  

	3
	In the NAME block type in the name of the POA you are looking for, e.g.:  EZP8WDCT99ABCD.

· You can also enter part of the name and use % as a wildcard.  Use the up- and down-arrow keys or PgUp/PgDn to “page” through the matching records until you are displaying the specific record that you are seeking.


	Change or update a POA
	After retrieving the appropriate POA record (above), follow these steps to change the record:


	Step
	Action

	1
	Click the <Others> button, then select “US Government Org Report Info” and click <OK>.

	2
	Click in the long white block on the “Additional Organization Information” window.

	3
	Make the desired changes to the org address on the “US Government Org Report Info” window.

	4
	Click <OK>, then click <OK> again on the “Additional Organization Information” window.

	5 
	Click <Yes> when asked, “Do you wish to save the changes you made?” 

	6
	Close the Organization window to return to the navigator.


	Delete a POA
	After retrieving the appropriate POA record (above), follow these steps to delete the record.   

Note: as with other records in modern DCPDS, you do not actually delete the POA– you end-date it.


	Step
	Action

	1
	Click in the “To” block on the “Organization” window.  Type in the ending date for this POA (or use the LOV to select the end date from the pop-up calendar).

	2
	Save, then close the window to return to the navigator.


	Change the effective date
	After retrieving the appropriate POA record (above), follow these steps to change the effective date.

Caution:  Use care when changing the effective date of an organization record.  The organization will not display on the Position’s Organization LOV (on the US Government Position Group 1 DDF) if it is outside of the effective dates for the POA.


	Step
	Action

	1
	Click in the “From” block on the “Organization” window.  Type in the new effective date for this POA (or use the LOV to select the date from the pop-up calendar).

	2
	Save, then close the window to return to the navigator.
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