6/27//11

OSC Training
HELP Website

GENERAL JOB AID

Features & Functionality of the

New OSC Training HELP Website

Welcome to the new OSC Training HELP website (also known as BEACON HELP). Many, but not all,
BPPs and Job Aids have been updated. Several Business Process Procedures (BPPs) were identified for
PHASE 1 updating. These are published here (see the end of this document for a complete list of
added/modified/deleted documents). PHASE 2 updates have already begun. You will begin seeing them
published as early as 6/29/11.

NOTE: Since this new website is on a new server, all prior links you may have created, including
those in your SAP Favorites will be broken. A new file naming convention has been utilized to
reduce future link breakages.

This job aid has been created to describe some of the new HELP website features and functionality.

| Return to Homepage I Trai ning

Table of Contents: By Functional Area

Search OSC Help Site |

Expand All| Cellapze All

[d Bensfitz
[L3 ESS and MSS

A Finance
A General Information

NOTE: Mot all documents have

been updated at thiz time; onhy
thoze identified az Critical were
updated in Phass 1.

Phaze 2 updates have already

A Crganization Management
LA Payrol

LA Per=zonnel Administration
A Time Management

begun. Click on the What's New [ Conference Callz and VWebinars
button often for future revizion LA Student Guides
updates and links.

Questions or Commentz?
Send an email fo
pec.training teami@osc.nc.gov

EASY ACCESS FOLDERS

The new site offers quick access to folders in a tree structure format. The folders formally located in the
Human Resources area on the old site have been moved to the root folder along with the other module
folders.

Each folder is similar in nature. Most have the same sub-folders as well.

An Expand All / Collapse All opens or closes all folders with one click on the blue text.
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A What’s New button has been added to the HELP site to enable the user to stay current with
documentation and process updates. The button link will take the user to the What’s New page. A list of
the recent additions/deletions or removals to the site has been included with additional comments or hot
links that provide a quick “jump” to the actual document. The Return to OSC Help Site button will take
the user directly back to the HELP site.

m Return to OSC Help Site

CONTACT/ACCESS TO THE TRAINING TEAM

A new email enabled link has been created to communicate with the OSC Training Team when the user
has questions or comments about the site. This will allow the users to be part of the update team, alerting
the Training Team to typos, formats or missing information or screen captures. We will need the
assistance of our user community to keep our documentation current.

Simply click on the blue hot link and an email box will pop up, ready for comments to be entered and sent
to the team.

ogc.training.team@o=sc.nc.gov

SEARCH FEATURE
A search feature has been added and will continue to be refined.

Click on the Search OSC Help Site button. Type a keyword or transaction in the search box and click on
the Type your keyword here!button. The search should return the documents associated with your search
criteria — these may include BPPs, webinars, or job aids. The search may take a few seconds to return the
results of your search.

Search OSC Help Site |

DOCUMENTATION WITH A NEW HOME

e The documents in our former Workflow folder have now been moved to their corresponding OM or PA
folder. If the Workflow document is a BPP, it has been moved to the appropriate BPP folder. An
example of the relocation would be the Workflow BPP as shown below:

Initiate Range Revision —
Former location: Human Resources > Workflow
New location: Personnel Administration > BPPs

e Several of our documents have been combined into a single document. More of these workflow items
will be converted in the near future. An example of this combining of documents is as follows:

The Initiate New Hire Action and the Complete New Hire Action have been combined into one BPP
entitled New Hire Action. This should assist the user in understanding that the process is one
continual action.

e All Student Guides (which serve as reference material for the user) have been moved to one folder on
the Home page for quick reference.
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e All Conference Call webinars have been moved to the Conference Calls and Webinars folder on the
Home page. They are listed by date with the latest date listed first.

Click on the orange plus sign (+) in front of the Conference Call date to display a list of topics covered
in the webinar.

Please feel free to notify us of any broken links or questions regarding navigation of the site. We are
anxious to assist you in finding what you need.

Thank you for your help and your patience.

FILES - ADDED, UPDATED, OR REMOVED

Module / File Action

Benefits

Continuation of Benefits During Leave of Absence (BPP) Updated

ESS/MSS
Benefits Enrollment (My Benefits) Removed
ESS Display Pay Statement (My Pay) Updated
ESS Maintain Bank Details (My Personal Data) Updated
ESS Maintain Family Members and Dependants Data Updated
(My Personal Data)
Voluntary Shared Leave Application Form (My Time and Removed — Now accessed through
Leave) BEST > Forms site
Voluntary Shared Leave Donor Form (My Time and Removed — Now accessed through
Leave) BEST > Forms site
MSS — My Team — Approve Working Times Updated
MSS — My Team — Approve Leave Requests Updated
MSS — Leave Request Job Aid Updated

Organizational Management

How to search for a position in SAP when I have the Removed
PMIS position number (BPP)

OM Tips and Tricks (BPP ... Job Aid for BPPs) Added

OM Workflow Funding Approver Inbox (BPP) Removed from OM folder. Currently in
revision. Will be reposted to Finance
folder.

Personnel Administration

Date Specifications (BPP) Removed as a BPP, recreated as a Job
Aid and moved to PA > Job Aids folder
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Change Date Specifications (Job Aid) Removed as a BPP, recreated as a Job
Aid and moved to PA > Job Aids folder

Change Work Schedule Rule (BPP) Removed as a BPP, recreated as a Job
Aid and moved to PA > Job Aids folder

Change Work Schedule Rule (Job Aid) Removed as a BPP, recreated as a Job
Aid and moved to PA > Job Aids folder

Create an Adjustment Reason (BPP) Removed from PA — now accessed
through the Benefits > Job Aid folder.
There are 2 options: a standard job aid
or a Web-Based Training (PA330).

PA 30 Create A Performance Rating (BPP) This is now a BPP. The Job Aid by the
same name has been removed.

Dual Employment Agreement Form (Job Aid) Removed — Now accessed through
BEST > Forms site

Dual Employment Agreement Instructions (Job Aid) Removed — Now accessed through
BEST > Forms site

PA BPP Tips and Tricks (Job Aid for BPPs) Added

New Hire Action (BPP) Added — Replaces Initiate New Hire and

Complete New Hire. Combines both
actions into one document

PA Workflow Approval (BPP) Updated

Separation Action (BPP) Added — Replaces Initiate Separation
Action and Complete Separation Action.
Combines both actions into one
document

Separation Pay Continuation Action (BPP) Added — Replaces Initiate Separation
Pay Continuation and Complete
Separation Pay Continuation. Combines
both actions into one document

Transfer Action (BPP) Added — Replaces Initiate Transfer
Action and Complete Transfer Action.
Combines both actions into one

document
Time Management
PA61 Shift Substitutions (BPP) Updated
Work Schedule Job Aid Updated 6.23.11
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