Title: Position_Background_Check (PO13)

Position — Background Check

Purpose
Trigger
Prerequisites

End User Roles

Use this procedure to indicate a position requires a background check.
Perform this procedure when a background check is required for a position.
e The position identified as requiring a background check.

In order to perform this transaction you must be assigned the following role:
Organizational Management Processor

Change History

Date Change Description

7/28/2009 New procedure created.

Menu Path Human Resources - Organizational Management = Expert Mode - Position
Transaction Code PO13

Helpful Hints N/A

State of Washington
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Title: Position_Background_Check (PO13)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

Example: Q Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: _®_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

@ (Enter) to validate and proceed.

Confirmation

0,

Example: & Save your entries.

Action: Perform the required action to proceed.

State of Washington
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Title: Position_Background_Check (PO13)

Procedure
1. Start the transaction using the above menu path or transaction code PO13.

=4
| Position Edit Goto Utilities(M) Settings System Help

|& | 100 e CHE DDA BIE OFE

Maintain Position

v (81|24 | %) ) el s 1 S

Plan version |01 Current plan a|

Position
Abbr.

 MIETR Pianned | Submitted | Approved | Rejected

Infotype Name IE | Time period
Object [«] | @ Period
:Relatinnships @ From a7/22/2009| tp 12/31/9999
Description — O Today O Current week
:F’Ianned Compensation O Al 2 Current month
| [Vacancy O From curr.date O Last week
| JAcct. Assignment Features OTo current date O Last month
| [Work Schedule O Current Year
Employee Group/Subgroup
_|PD Profiles = [E= p— |
Cost Distribution [~]

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

that one individual fulfills in an organization.

witha 7.
Example: 71000101

Position R This is a specific and concrete description of the responsibilities

: State of Washington Position’s object id number begins

State of Washington
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Title: Position_Background_Check (PO13)

Click ﬁ (Enter) to validate the information.

Click to box to the left of | pﬂb Altributes to select.

=4
Position Edit Goto Utilities(M) Settings System Help

@ 1 dH CEe LHE DL FR @
Maintain Position

v |75 6] Sl ] P
El=||s]E]E |
Find by |
< 8 Position ion [01 Current plan
[ Search Term Position 71000101 IN TRAINING 05
{H} Structure Search T
Infotype Mame E Time period
IC Web Client Profi [+]|| @Period
Budgeting Rule (PBC) | From |67/31/20809] to [12/31/99399
Job Index Attributes O Today O Current week
Job Index O Al O Current month
Rt =i O From curr date O Last week
I] | NobAwdbutes TP Ll OTocurentdate OLast month
Spec. Fostion Chars O Current Year
Command & Control Support
Operation/Exercise Relatn = FEI Salect. |
MNATO Information [+]

Click

(Copy) to copy and continue.
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Title: Position_Background_Check (PO13)

=
Infotype Edit Goto View System Help

@ T i0 eee LHE Chos DR @B
Copy Job Attributes

BB

[SIETETE] Start date! 01/01/2008] to 12/31/9998] [&r  Change Information
Find by |
< @ Position Job Attributes 01S 71000101 1
{H} Search Term RIF Attributes
fl Structure Search Competitive Area
Competitive Level
Security
Position Sensitivity
Security Clearance |T|
Duty Station
Country/State - Washington
County 34 | Thurston County Duty Station WA 34
City

- ~

Other Federal Position Attributes ‘
S 1

6. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Start date 0] This is the date on which a record begins.

@ For this transaction you may change the Start date if the
position requires a background check on a specified date OR
leave the start date as is.

Example: 07/01/2009

Security R This indicates the position requires a background check.
Clearance Example: 1 (Background Check Required)

Click ﬁ (Enter) to validate the information.

|
Click (Save) to save.
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9. III?'anAttributes Create

Previous record will be delimited
@ at end. Do you want to save?

Yes H Mo || * Cancel |

10 (liek Yes ‘ (Yes) to confirm and continue.

11. You have completed this transaction.

Results

You have updated the position to indicate a background check is required.

Comments

@ The Personnel Administration may indicate a new task type of 06-Background Check Completed in

the employee’s Monitoring of Tasks (0019) infotype.
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