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The following reminders are for OM Authorization/Security Assigners and OM Processors.  This and all future OM Alerts can be found on the IES HR/Payroll

 website under the section titled “Alerts.”  

 

OM PA Monitor Structural Authorization Assignment Report:

It is essential to make sure all the necessary steps are completed when adding roles to positions.  If any of the necessary steps are missed, the person in the position will not be able to perform the necessary tasks.  An OM PA Monitor Structural Authorization Assignment report runs daily to alert us when structural authorizations may not have been set up properly on organizations and positions.  If any positions in your agency appear on this report, an email is sent to your central Human Resources Office.  Positions remain on this daily report until they are corrected and the report runs overnight.

Adding roles to positions:

Following are reminders on how to add roles to a position:    
As soon as a non-supervisory position becomes a supervisory position, the following must occur:

· Relationship Infotype:
Assign the B007 YPC>ESS_SUPERVISOR_**** Role to the supervisory position.

· PD Profiles:
Create a PD profile using ZAGENCY_ORG and if the position is in Cumberland or Dauphin County also add ZTCP_813021. 

HR/Traveler Roles:

· Relationship Infotype:
Assign the appropriate B007 YPC>**** Role to the position.

· Relationship Infotype:
Assign the appropriate AZ02 Organizational Unit (This is the highest level org unit the holder of this position should perform work for with the roles assigned.

· PD Profiles:
Create a PD profile with the appropriate structural profile.  See list below.

	Structural Authorizations Profiles (IT 1017)
	Conditions/Results

	ZAGENCY_ORG
	Assigned to positions with any HR/Payroll/ Travel roles that should not have enterprise wide access. Set up an A Z02 relationship on IT 1001 to the Organization/Agency for which they are responsible.

	ZAGENCY_ORG
	Assigned to Supervisor positions with subordinate relationships B 002. (You only need to set up A Z02 relationship on IT 1001, if they have other HR/Payroll/Travel roles.)

	ZTCP_813021
	Assigned to Supervisor positions in Dauphin and Cumberland Counties, in addition to ZAGENCY_ORG

	Z00011000
	Assigned only to Central HR positions in Governor’s office with agency wide access.

	ZTRANSFER
	Assigned to positions with HR Service Representative, HR Administration Advisor, or OM Processor role in addition to ZAGENCY_ORG.  This will allow these positions to establish relationships or complete actions for interagency transfers.

	Z_DEF_POS
	Assigned to positions with HR Service Representative, HR Administration Advisor, HR and Payroll Reporter, Time Advisor, or Travel Arranger role in addition to ZAGENCY_ORG.  This will allow these positions to complete actions or run reports for employees in 99999999 positions.

	ZNATNL_GUARD
	Assigned to positions in Military and Veterans Affairs with HR Administration Advisor role in addition to ZAGENCY_ORG.  This will allow these positions to do actions for National Guard. 


If you have any questions regarding this information, please contact your Central Human Resources Office for assistance.  

