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OSC HR/Payroll Training — Welcome

Welcome to the Create and Maintain Employee Data
course.

* Introductions

+ Sign-in sheet

» Tent cards

* Rest rooms

* Breaks

» Parking Lots

+ Classroom etiquette

: “‘Ill]

— Cell phones off

— Quiet side conversations

l a1 ip E State of North Carolina
—— Office of the State Controller

The course introduction is an opportunity to get to know others
who are attending class as well as to agree on classroom
courtesy. The Instructor will inform you about the building
facilities and when breaks will occur.

Please make sure you receive credit for attending class by
signing the attendance sheet.
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Prerequisites

« BEACON Overview BC100
+ BEACON SAP Basic Navigation BC110
« Personnel Administration Overview PA200

« Personnel Administration Terms, Concepts, and Display
Data PA210

State of North Carolina
Office of the State Controller

There are five prerequisites that you must take before attending Notes
this course. Attending these prerequisites ensures that you are
adequately prepared with the new processes, concepts, and
terms that are needed for successful completion of the Create
and Maintain Employee Data course.

BC100, BC110 and PA200 are self-paced web courses that you
can take at anytime.

PA210 can be taken either virtually or through an instructor-led
classroom.

PA313 is a Virtual Class.
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HR Training Curriculum

BEACON Overview
BEACON SAP Navigation

Personnel Organizational Time Payroll Benefits
Administration Management Management Y

State of North Carolina
Office of the State Controller

The OSC HR/Payroall training program comprises several

courses and different modules. Based on your HR role, you will

attend courses in the Personnel Administration module.
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Personnel Administration Training Curriculum

‘ Personnel Administration Courses ‘

‘ PA Overview ‘

‘ PA Terms, Concepts and Display Data ‘

I

‘ Create and Maintain Employee Data ‘

I [ AUHR Roles
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Within the Personnel Administration module, there are several
courses. Your position determines which courses you may be
required to attend.
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Course Map

Lesson 1: Review of PA Infotypes

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into SAP

Lesson 4: Adjusting Salaries

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

Lesson 7: Entering Transfers

Lesson 8: Reviewing Additional Actions

Lesson 8: Course Review
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