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          AKPAY CERTIFYING OFFICER AND USER AFFIDAVIT 
 
 

 

In accordance with AS 37.05.020 the Department of Administration requires documents to be certified by a certifying officer for that agency prior to 

processing.  A certifying officer is a department head (commissioner) or a responsible representative designated by a department head.  Each certifying 

officer will have a duly executed Certifying Officer's Affidavit on file with the Division of Finance, Department of Administration. 

 

The following statutes pertain to the certifying function and to the responsibilities of certifying officers in AKPAY.  Regulations implementing these statutes 

are found in the State of Alaska Administrative Manual.  If you have viewing authority in AKPAY, the following statutes apply:  11.56.860 and 39.25.080.  If 

you have update authority in AKPAY, all of the following statutes apply. 

 

Sec. 11.56.210.  Unsworn falsification.  (a)  A person commits the crime of unsworn falsification if, with the intent to mislead a public servant in the 

performance of a duty, the person submits a false written or recorded statement which the person does not believe to be true 

 (1) in an application for a benefit; or 

 (2) on a form bearing notice, authorized by law, that false statements made in it are punishable. 

 (b) Unsworn falsification is a class A misdemeanor.  (§ 6 ch 166 SLA 1978). 

 

Sec. 11.56.860.  Misuse of confidential information.  (a)  A person who is or has been a public servant commits the crime of misuse of confidential 

information if the person 

 (1) learns confidential information through employment as a public servant; and 

 (2) while in office or after leaving office, uses the confidential information for personal gain or in a manner not connected with the performance of official 

duties other than by giving sworn testimony or evidence in a legal proceeding in conformity with a court order. 

 (b) As used in this section, "confidential information" means information which has been classified confidential by law. 

 (c) Misuse of confidential information is a class A misdemeanor.  (§ 6 ch 166 SLA 1978). 

 

Sec. 37.10.010.  Disbursements.  The Department of Administration shall (1) disburse money only upon vouchers certified by the department, establishment, 

or agency concerned, or an officer or employee of it authorized in writing to certify the vouchers; (2) make an examination of vouchers necessary to ascertain 

whether they are in proper form, certified and approved, computed on the basis of the facts certified; and (3) be held accountable accordingly. (§ 12-3-1 

ACLA 1949). 

 

Sec. 37.10.020. Vouchers to be approved by administrative officer.  A voucher arising from the conduct of an office or administration of the state shall be 

approved by the administrative officer before reference to the Department of Administration for payment. (§ 12-3-2 ACLA 1949). 

 

Sec.  37.10.030.  Responsibility of officer or employee approving or certifying voucher.  (a)  The officer or employee approving or certifying a voucher 

 (1) is responsible for the existence and correctness of the facts recited in the certificate or stated on the voucher or its supporting papers and for the 

legality of the proposed payment under the appropriation or fund involved; 

 (2) shall give bond in the form and manner prescribed by AS 39.15 to the state, and approved by the Department of Administration, in an amount fixed 

by the head of the department, agency, or establishment concerned, under standards prescribed by the Department of Administration; the premium 

on the bond shall be paid from funds made available for the administrative costs of the department, agency, or establishment concerned; officers 

already bonded under other provisions of law for the faithful performance of their duties are not required to give additional bond; and 

 (3) shall be held accountable for and required to make good to the state the amount of an illegal, improper, or incorrect payment resulting from a false, 

inaccurate, or misleading certificate made by the officer or employee, or a payment prohibited by law or which does not represent a legal obligation 

under the appropriation or fund involved. 

 (b) In (a) of this section, an approval or certification of a voucher is effective when an authorized person uses a password assigned by the department if 

the certification or the voucher itself is prepared and recorded by using an electronic accounting device that is a part of the computerized state 

accounting systems.  (§ 12-3-3 ACLA 1949;  am § 3 ch 51 SLA 1985). 

 

Sec.  37.10.040.  Enforcement of liability.  The liability of a certifying officer or employee is enforced in the same manner as provided by law with respect to 

enforcement of the liability of a disbursing and other accountable officer.  (§ 12-3-4 ACLA 1949). 

 

Sec. 39.25.080.  Personnel records confidential; exceptions.  

(a) State personnel records including employment applications and examination and other assessment materials, are confidential and are not open to 

public inspection except as provided in this section.  

(b) The following information is available for public inspection, subject to reasonable regulations on the time and manner of inspection.   

(1) the names and position titles of all state employees; 

(2) the position held by a state employee; 

(3) prior positions held by a state employee; 

(4) whether a state employee is in the classified, partially exempt, or exempt service. 

(5) the dates of appointment and separation of a state employee; and  

(6) the compensation authorized for a state employee. 

(c) A state employee has the right to examine the employee’s own personnel files and may authorize others to examine those files. 

(d) An applicant for state employment who appeals an examination score may review written examination questions relating to the 

examination unless the questions are to be used in future examinations. 
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AKPAY CERTIFYING OFFICER AND USER AFFIDAVIT 

This section to be filled out only by Department Human Resources (HR) or Division of Personnel, HR Service Center staff. Employee will be 

authorized to access or certify the transactions checked: 

Check One:   ___  Add   ___ Update  ___ Delete 

AKPAY Operator ID: _________________________________ 

Legal Name: _______________________________________ 

Employee ID #:  ___________________  
(6-digit # found in LDAP or AKPAY x12 screen) 

Department:  

HR Svc Center or Division: 

INQUIRY 

_____ Sign-off & Help 

_____ Time & Attendance 

_____ A91 Online Warrant 

_____ A21 Accrual Control, B21 Accrual Accumulator, & A41 Labor Dist. 

_____ 151 Phonetic Inquiry & X12 Employee Name Search 

_____ All Other Screens 

 

TIME & ATTENDANCE    (Provide Time & Attendance Group below 

   and select one ETV Group) 

_____ G13, G5B-N Header, Detail, Ded & Tax Overrides, Marine Hwys 

 

TIME & ATTENDANCE GROUP: ___________________________ 

 

ETV GROUPS    (Select only one) 

_____ ACE (Normal ETV Codes) 

_____ BIG (Normal ETV Codes plus Travel, Moving, Per Diem & AMHS) 

_____ CHG (ETV Codes for agencies entering Employer Charges) 

_____ WRN (ETV Codes for Gov Office and Leg Affairs – online wts) 

_____ BEN  /  SBS  /  DCP   (R&B use only – circle only one) 

_____ FIN (DOA/Finance use only) 

 

PAYROLL 

_____ A13 Payroll Base 

_____ A23 Accrual Control 

_____ A43 Labor Distribution 

_____ A53 Automatic Earnings 

_____ A63 Tax Control (Email DOF/Payroll Supervisor for approval) 

_____ A73 Deduction Control 

_____ A93 Online Warrant  (Leg Affairs, Gov Office & Finance only) 

GLOBAL ACCESS 

_____ Ability to update all State agencies 

 

HUMAN RESOURCE MAINTENANCE 

_____ 103 Employee Base & 123 Employee Base 

 

EMPLOYEE CONTACT INFORMATION 

_____ 75R Employee Whitepages 

 

POSITION CONTROL (Select only one) 

_____  Limited Access (AGY) Use - 613 Position Budget Control,

 623 Position Definition, & 633 Position Status 

_____  Wide Access (PNL) Use - 613 Position Budget Control 

 623 Position Definition, & 633 Position Status 

 

ADDRESS HISTORY 

_____ 273 Address History 

 

REPORTING   CICS Sign On or LDAP ID  

_____ Mobius – CICS Sign On    ________________ 

_____ Account Route Files – LDAP ID ________________ 

_____ *Payroll Reports – LDAP ID    ________________ 

*Payroll Reports are limited to HR Service Center employees as well 

as HR staff in Gov Office, Leg Affairs, Leg Audit, and Court System. 

MISCELLANEOUS 

_____ View Garnishments & Levies 

_____ AMHS Tables 

 

COMMENTS: 

 

I have read the attached Statutes that pertain to the certifying function.  I accept the duties and responsibilities of a certifying officer/user 

for the transactions and departments indicated.   

CERTIFYING OFFICER / USER (Employee Signature -- REQUIRED)   DEPT HR / HR SERVICE CENTER (REQUIRED) 

Certifying Officer / User Signature: Date: Technical Services / Human Resources Staff Signature: Date: 

Certifying Officer / User Name (Typed or Printed): Technical Services / Human Resources Staff Name (Typed or Printed): 

APPOINTING AUTHORITY (Delegated Authority only -- REQUIRED) DEPARTMENT APPROVAL  (OPTIONAL) 

Appointing Authority Signature: Date: Dept Approval Signature:  Date: 

Appointing Authority Name (Typed or Printed): Dept Approval Name and Phone number (Typed or Printed): 

 

Division of Finance Final Acceptance Signature: ________________________________ Date: __________________ 

Distribution:  Appointing authority sends form to Department HR / HR Service Center office for approval and forwarding to Division of Finance for 

review and approval. Division of Finance retains a copy.  
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