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Welcome to OSC HR/Payroll PA210 - Terms, Concepts, and Display 

Data training course. 
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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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There are three pre-requisites that you must take before attending 

this class.  Attending these pre-requisites ensures that you are 

adequately prepared to learn the new processes, concepts, terms 

and data entry skills that are covered in this course.

You may also find it useful to take the Employee Self Service and 

Manager Self Service courses, although they are not required for the 

PA curriculum.  However, they are mandatory for other requirements.
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The OSC HR/Payroll 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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Within the Personnel Administration module, there are several 

courses.  Everyone attends this first course, Personnel Administration 

Overview.  Your position determines which additional courses you 

may be required to attend.

In addition to the above courses, there are several web-based courses 

available:

Å BEACON Overview

Å Basic Navigation

Å Personnel Administration Overview (PA200)
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All of the job aids and simulations used in this class are available on 

BEACON Help.  For the most up-to-date versions, you should 

always use the materials on the BEACON Help website. 
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This course is designed to provide you with general knowledge about 

Personnel Administration and how to display data. 
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