OPD User’s Guide
Login

5*.3 HR Forms | OPD | WorkPlace Alaska | Employee Call Center Search DOP&LR l:l find

Department of Administration > Division of Personnel = Home

Online Position Description Login

Enter your SOA username and password in the text boxes below. In most cases, your SOA username
and password are the same as your email login. If they are not, or if you don't know what your SOA
password is, contact your department's IT staff for assistance.

If you experience any problems with the Online Position Description (OPD), please feel free
to contact Tres Causey (Tres.Causey@alaska.gov) at 465-2945 or Kathy Peterson
(Kathy.Peterson@alaska.gov) at 465-4078.

Compatible browsers for the Online Position Description System are Mozilla 1.6 or greater
and Internet Explorer 6.0 or greater. You are currently using MSIE 10.0.

Notice: Users are automatically logged out after 2 hours of inactivity. Remember to save
frequently.

Username: Password:

<< Login >>

State of Alaska Search DOP DOP Webmaster Photo Credit

To Login:
1. Use Mozilla 1.6+ or Internet Explorer 6.0+ as the browser.
2. Go to https://dop.state.ak.us/opd
3. The Online Position Description Login page should display.
4. Enter your LDAP Username and Password in the text boxes.
5. Click the Login button or press enter.
6. The Online Position Description System Homepage should display.

Note: This system uses pop-up windows. Your browser preference setting
must allow pop-up windows from the dop.state.ak.us site in order for some
functions to work correctly.

Questions? Problems?

Try the online screen instructions, the online help feature, or contact the
Classification Services Operations Team at 465-5646 or 465-8427 for
assistance.
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OPD User’s Guide

Homepage
Users with approver, .
reviewer, or reporter Use thf!fS ::nk to
authority will see this link. turn off the
automatic
email notices.
E}The Online Position Description System - Mozilla Firefor USG thIS field tO
File Edit ‘iew History Bookmarks Tools Pelp H
! view approved
<j - - @ ﬁ O https:;’fdon}%a.ak.usJ‘opd,l’opdDD,iindex‘cFm?Fuseaction=hoW ayl v | B ' Google PDS pOSItIOﬂ
| POT Adwin () warkpad ODOPI %W 'ReB [ | DOF kLaw Q1 @ emal | AL%EN L] wea |G| sangle O(.tnrs QC.)PD ODOC.S : Cont,rol ChangeS,
Welcome Kim Reports Tools & Settings Help Logout Public Position Descripti

and nonperms.

PCMN:

Homepage

Manage Submissions Create Submissions Track Submissions

One-Time Reviewer

Position Descriptions 1 Edit an existing position view a single submission

Select this option togedit a position Use: this feature to track the Use this f|e|d
My Submissions description or to requist a position control progres_s_ofe_l subrmission .
Full Position Descriptiofis 24 | | change. from origination to to view the
Position Control Changes 1 finalization.
- .g . Why would I select this opNan? Status Of
Study Position Descripkions 0 What is a full position descriNion edit? Submission's PCN: L.
Monpermanent 1 What is a position control chadge? \ Subm|SS|onS

sent forward
in the
process.

Supervisor

. L Search for Submission
Full Position Descriptigns 12

o 1. Create a new position

Study Position Descriptions 0 Select this option to create a position
Monpermanent 0 description for & new classified or
partially-exempt position.

Division

why would T select this aption?

Full Position Descriptfons 3
Pasition Caontrol Chagges a * Enhancements to the
Study Position Descptions ] Duties Page
Monpermanent 0 Request a nonpermanent position
Select this option to create a
nonpermanent position request,
Use the ||nks |n th|S area to why would I select this option? I .
. .. , . flex filed posXjon up to
view submissions you've A th%;::t\}gg?;t N
Created or have been given . Extend a nonpermanent position et 4l DD‘?p I ’m
access to review. All users will
see the One-Time Reviewer and Use the links in the middle
!\ély f»_l;brglssmns lists. Users area to edita PD, create a PD Most PCNs have an
aentitie ag aguperV|§|()|r or h for a new position, and existing public record in
SSUperrV'_SOVr eSblflnf}ee_V\;]l I'Stee e request or extend a nonperm OPD, called a system
UUIOe VIS_?h submission list. position. Once a submission startup action. Use this
sers wih approver orreviewr | | 1s created, it moves (0 the ink to edit the systern
authority Wifl see a LIvIsion Manage Submissions” area startup record for these
and/or Department list. on the left. PCNs

The OPD Homepage contains areas to create, manage, and track submissions
for partially exempt and classified positions. Submissions are requests
created and processed through the system and require department and
Division of Personnel approval before becoming part of the public record.

The public record is accessible through the upper right field of the homepage.
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OPD User’s Guide
Public Record

Use this Use this button to view

button to more detail about

view the position control changes

entire PD. and other actions taken
_HfPosition Description PCN: 081 104 - Mozilla On the pOSition ;Iilil
. File Edt Wew Go Bookmarks Tooks ‘Window Help /

Q, O O O |'\.- http:/dop.state.ak.us/opdfopd00 nde:. cim?f 71 tion=currentFormBcurrentld=7628viewl | [C\Sear:h ] Qso
-

o ‘3 Home | [JBookmarks “ PDT i POT Admin . Workpad i DOP ”\f/ﬁ&B SR Sy state "\.-Ijél:e “elaw e IT Sy Emal S wPA S Google

‘ Current Position H LastFuYPD || Position Esww || Printer friendly

Return to the Ii
Home Page

Information Version

Position Control
STATE OF ALASKA Number (PCN): 081104
Current Position Information

Recruitment Type: Normal

Class Title: Human Resource Specialist IV Code: P1413 Range: 22
Bargaining Unit: Confidential Unit Bargaining Unit Code: KK
Department: Administration Department Number: 02

Division: Personnel

Region/Section/Unit:

Location: Juneau Location Code: aWa
Position Type: Full Time/OMB Authorized Position Type Code: FACL
FLSA Exempt: Yes Strike Class: 3

Position requires possession of a Commercial Drivers License (CDL): Mo
Position requires possession of, or access to, firearms or ammunition: No

AKPAY Organizational Routing Code: 02012002
Physical Work Address: 333 willoughby 10th Fl, Juneau
Work Phone: 207-465-4431

Supervisor Information

PCN:  Title:
Physical Work Address:
Work Phone: ..

This is an example of a
Last action effective: 1272372005 SyStem Startup record'
Type of last action: System Startup The “LaSt FU” PD" Wl”
Last full PD effective:

be mostly blank for

W= OF £ [ Waitog for dopsimakonne: startup records.

The “Current Position Information” page reflects a combination of the last full
PD on record and any position control changes made to the position. Use the
buttons at the top of the page to navigate to the various records needed.

Note: If the position is anything other than a normal recruitment type, more
than one class title, code, range, and FLSA exemption will display. For these
types of positions, an indicator marks the level the position is currently
allocated.
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OPD User’s Guide
Edit an Existing Position

- The Online Position Description System - Mozilla — =] x|

. File Edit Wiew Go EBookmarks Tools Wwindow Help

@Q O O O [ ko cdop. state. sk usfopdjopdnn index. crmafussaction=cresteSub, editFulstepOne | [y search | d-’ 2
B

. 8 Home | E3Bookmarks % PDT S PDT Admin S Workpad S DOP S5 R&B % LR %5 state S5 Finance S Law 53 1T S Email S WPA S5 Google

Welcome Kim Reports  Tools & Settings  Help  Logout Public Position Descriptions

PCN: | goik

Homepage > Edit a Position Description

Edit a full position description

Use this option to edit a full position description for a position. The full position description includes the
following pages: Position Control Information, Duties, Other YWark Detail, Work Demands, and Supervisory
Autharity. A revised staffing chart is required before this type of submission may be forwarded to the Division
of Personnel.

Use this field to edit
the entire PD.

To create a full position description submission, enter the PCN {without dashes) of the position to edit and
click the search button, Once the PCH is verified, a new subrmission is created.

MNote: There may be only one full position des;

<< Search »> |

=son for a PCH in the system at a time,

Edit position control information

This option is used primarily by Management Services and department administrative staff when changes to
only the Position Control Information page are necessary. Pasition control changes may be submitted for
simple changes to location, organizational routing code, position types, and transfers between divisions and
departments that require no change in duties, It may be necessary to contact your Management Services

consultant to determine if it is appropriate to use a position control change.

Use this field to edit the
position control
information (first page)
of the PD.

To create a position control change submission, enter the PCH (without dashes) of the position to edit and
click the search button. Once the PCH is verified, a new subrmission is created.

MNote: There may be only one position control change submission for a PCN in the syster at a time.

&
PCN . << Search »>

=S

Once the PCN is searched for and verified, a submission management page is
displayed.
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Submission Management Page

[E£ The Dnline Position Description System - Mozilla
. File Edit Wiew Go Bookmarks Tools

OO o O O ‘% https: [ /dop. state. sk.usfopd/opd00/index . cFm?fuseaction=EditedSubrmissions. mainf:SubId=39025
N

. 4 Home [TBockmarks % PDT % POT Admin % Workpad % DOP S REB % state % Finance ¢ Law % IT % Emal % wPA % Google % DOP Tracking ... “ OPD

Window  Help

I (=]

| ) <,

Click here to see

Welcome Kim Reports  Tools & Settings  Help

Logout Public Position Descriptions

what requirements
are left before a
submission may be
sent forward.

Click the

Homepage = Full Position Descriptions > Submission Management

Submission Management for PCN 100233

This page is used to prepare the submission to send to the Division of Personnel. To edit the position
description and to change the requested class title, click the "Go to Farm" button below. Use the "Quick
Data" links on the left side of the page to view what requirements are necessary before a submission may be
sent to the next step in the process. The "Send Forward" button will display at the bottom of the page once
all requirerments are complete, there are no one-time reviewers, and the submission is not part of a group.

Until the submission is sent forward, you may exit this page and access it later through the "Manage

Submissions" area on the homepage.

GO TO FORM

PCN: | gor

Click here
.

“Attachments”
button to add a
staffing chart
and other
documents, such
as a flexible
staffing plan.

Click the “One-
time Reviewer”

Quick Data: Tcon Defnition tO make
#aMhments: o | X =Remove [H save
¢ requirements lofts 3 requested
# one-time reviewars: Class Titles
This section is used only when you need to add or remove another job class for Changes tO

Main Page the PCH.

Submission History
add or remove job classes.
Questionnaire

Current Class Title
Human Resource Specialist 1

One-time Reviewer
llow Template Use
Comments
Template
Revert Back
Public Preview

Requested Glass Title
Human Resource Specialist I

Read the FAQs on the right for more details on why you would need to

the PCN.

Frequently Asked Questions

+ Wwhy does “Not vet Selected”
display?
+ Wwhy would T add another job class?

How do I add another job class?

o I see the different PDs for
a flexibly =

multiple class position?
How do I remove a job class?
why would T remove a job class?

This field is
updated

-

automatically

button to give one
Or more users
access to the
submission.

Scroll down the list and
add the appropriate
actions(s).

¥ Normal
[T Coupled class

Recruitment Type

Check the recruitment type the position should be.

when information
on the form is
changed.

" Flexibly staffed
[T Multiple Class

Requested Actions

Request an Action

Frequently Asked Questions

* How do I remove an action?

|
Add Action
Pad
|~

-

How do I add an action?

Why are the requested actions
important?

when do I request “Update” as an
action?

H

-

-
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OPD User’s Guide
Submission Management Page

(Screen print continued from previous page)

Reason for the Request

Briefly describe the reason for the request in the form field below. Once you’ve
completed this
P field, click the

Save button on
either the top or

Use this field

only if the PD bottom of the
needs tO be A submission may be added to a study by selecting from the list below. If the page-
i i ) ubmission i f udy. If ui i ,
added toa [ |frn e e e e of sy sty nama s
Notice to the Division of Personnel {optional} Thl-s IS an-
Enter a message for the Division of Personnel in the form field below. This message Optlonal fleld
does NOT become part of the public record, Used tO enter a
Supervisors, note to
Reviewers, & Division of
Approvers: Personnel staff.
The “Return”

- B save
button will -

display here. Approvers: The
Delete “Send Forward”
" button will display
Caution! Use this here when all

button to delete the Reviewers: The requirements are met,
entire submission. “Done With there are no active
(Note: This does Review” button one-time reviewers
not delete the will display here. listed, and the

submission is not part

public record.)
of a group.

_|ol>

One-Time Reviewers will see the “Done with Review” button on the one-
time reviewer submission list accessed through the homepage. facn) <5,

= O TOmE | JBO0RMaTRS w FOTf FOT BT WOrkpan & DU o RE6 o LR @ SMalE o TTaree. o Cam o 1T Emal o W o aongie

Welcome Kim Reports  Tools & Sgflings  Help  Logout | Public Pasition Descriptions

| PCN: gor

Homepage > One-Time Reviewer Submissio

One-Time Reviewer Submissi

Click on either the PCN aor classAftle to review the submission, When you are done with your review, click the
"Done with Review" button befQw,

PCN Class Title

Done with review Mew3988  Analyst/Programmer IY
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[EE Position Description - Position Contrn! Zuformation - Mozilla

. Fille Edit Wiew, Go

o % Home | EJBockmarks S PDT %% PDT Admin %% Workpad %y D

OPD User’s Guide

Position Control Information Page

etfhatks  Tools Window Help

button is clicked.

Data is not saved if the browser
buttons are used before the save

=181 x|

Page data is
saved whenever
a user navigates
between pages
using the top (or
bottom) row of
page buttons.

Requested Class Title:
Hurman Resource Specialist I

Position Control Number (PEN): 100233

> Position Control : Other Work Work Supervisol Returfp to Submission
‘ Information ‘ ‘ Duties ‘ Detail ‘ ‘ Demands ‘ Authcrltyw Manpgement Page
Position Control Information v
B save & Print View
1.1. Position Information
Information at Time of Request
Class Title: Human Resource Specialist [ Code: P1410 Range: 16

Bargaining Unit: Confidential Unit

Bargaining Unit Code: KK

Department: Administration

Department Number: 02

Division: Personnel

Region/Section/Unit: Management Services

Location: anchorage

Location Code: EBA

Position Type: Full Time/OMB Authorized

Position Type Code: FACL

FLSA Exempt: “es

Strike Class: 3

Each section has
a “Requested
Final Changes”
box. Changes
are selected and
displayed in the
“Requested Final
Changes” box.

Position requires possession of a Commercial Drivers License {CDL): Mo
Position requires possession of, or access to, firearms or ammunition: Mo
AKPAY Organizational Routing Gode: 02012002
. 4 Requested Final Changes
L1 Class Title / Class Code / Range

]Human Resource Specialist|-P1410- 16 ;_J
Bargaining Unit/Code: | Confidential Unit- KK |
Department: [Administration - 02 =l
Division: [Parsonnal |
Region/Section/Unit: |Management Serices

Location/Code: ]Aﬂchmage_EBA :_]
Position Type/Code: | Full Time/OMB Authorized - FACL |
Position requires possession of a Gommercial Drivers License {GDL): © ves @ Ng
Position requires possession of, or access to, firearms or ammunition: O yes & No

AKPAY Organizational Routing Code: |02012002

1.2. Contact Information

Information at Time of Request

This position is: Yacant Physical Work Address:
EEO W, Tth Awenue Suite 1120 (Street/Building)
wWork Phone: Anchorage (<ity)

Q07-465-4368

Ir

This page is divided
into three sections:
Position
Information, Contact
Information, and
Supervisor
Information. Each
section has a gray
box labeled
“Information at
Time of Request”.
The information in
the gray box is a
snapshot of the
public record at the
time the submission
was created.

(Screen print continued on next page)

Note: For system startup records, certain fields on the Position Control
Information and the rest of the form will be blank until the form is filled in
and submitted for an update or other classification action.

Rev. 08/27/13
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OPD User’s Guide
Position Control Information Page
(Screen print continued from previous page)

1.2. Contact Information

Information at Time of Request

This position is: Yacant Physical Work Address:
EE0 W, 7th Avenue Suite 1120 (Street/Building)
Work Phone: anchorage (City)

907-465-4368

Requested Final Changes If the

H 7
An |ncumbent S flf there is an incumbent's name listed and the position is currently vacant, click the red "x" to remove Incumbent7s

- the incurmbent, If the incumbent's name is incorrect, search for the incumbent by entering the first —1
name Wl” last name in the fields below and clicking the "Search" buttan, name |S InCOI’reCt
display here. ‘s : «— T
p y Incumbent's First Name: l or blank’ enter
Incumbent's Last Name: l << Search >>
and search for

This position is: Yacant Physical work Address: the Correct name
IEEEI W, Tth Avenue Suite 1120 ($traet/Building) here

Work Phone:

Ea-?- & F‘-gé- : FEEB_ iAnchDrage (City)

1.3. Supervisor Information
How is the supervisary information used?
What if [ need to use a supervisor designee?

Information at Time of Request
|| Update these
Supervisor: Ima Worker Email: ima_worker@admin,state.ak.us fle|dS aS
PCMN: 071801  Class Title: Human Resource Specialist 111 // necessary after
Waork Ph 5 Physical Work Add 3
S7-455- 5400 455 Whitter St (sreawoutiing) the name search
L is completed
Requested Final Ghanges
Updated }pervisor: Irna Warker Email: ma_worker@admnstate.ak.u/
supervisor
. p - // PGN: 071601 Glass Title: !Human Fesource Specialist /Il
information .
R 3 Work Phone: Physical Work Address:
will d|sp|ay [e07 - [465 - [5430 450 Wihitter St (StreetfBuilding) If the supervisor
J (City)
here. = information is
If the supervisor's position is filled, enter in the supervisor's first and last name. InCOI’reCt or blank,
Supervisor's First Name: ] el’ltel’ the COH'eCt
Supervisor's Last Mame: | << Enter »> ! \ SUperViSOI"S name
oR -OR- Enter the
If the supervisor's position is vacant, enter in the supervisor's PCN. 1 4
Supervisar's PCN: I T e \ SUperVISOI' S PCN
i . . 5
—— if the supervisor’s
position is vacant.
Bl save | & Print View
Bl | o || st || ook || Summnee || pimmsbmsen |
M & S O [ Transkening data from dop.state ak.us... - e =

The supervisory information is used later in the workflow to route the
submission to the supervisor or supervisor designee. The name of a
supervisor designee should not be added to this section. There is an
opportunity to select a supervisor designee later in the certification process.
At that time, if the supervisor's position is vacant, the submission must be
sent to a designee. A designee may also be chosen if the supervisor is
otherwise unavailable to certify the submission.
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OPD User’s Guide
Duties Page

Click here
for more
detail about
functional
areas and
duty
statements.
Use Ctrl-P
to print
information
in a pop-up
window.

If the recruitment type is anything but
normal (e.g. flexibly staffed), a drop
down list displays to navigate between
the PDs required for each class title.

Requested Class Title:

-

‘%I’osition Control Number (PCN): MNew47350

I AnalystProgrammer Il j
Position Control Duties Other Work Work Supervisory Return to Submission
Infermation Detail Demands Authority Management Page

Note: Wwhen copying and pasting into the fields below, the formatting language from the ariginal document
may be displayed. Clicking the save button will remove the formatting language in most cases, To print the
text entered on this page, you must use the print view,

Each functional
area is a box
containing duty
statements. More
functional areas or
duty statement
boxes may be
added by clicking
on the buttons in
the desired area.

2. Duties

show instructions

2.2. Starting from the most to the least important, list the functional

2.1. In one or two sentences, state the main purpose of the position.
B I U S=E==|:izi=| | =8| o0 % o | 0l @ |
= | \ \ \

position. Within each functional area, describe the duty statement ossocioted; estimote the
percentage of time spent performing the duties; and define each area as essential {E) or marginal

Click here to
spell check text
entered into the
text box (save
text first).

B save |& Print Viewt+— |

To copy and paste
from a WORD
document into
OPD, use this tool,
or use Ctrl-C to
copy and Ctrl-V to
paste directly into
the appropriate
text box.

areas assigned to the

More than one

[, =

(M).
Percentage Total: 0%
g Add a Functional Area Here ‘
|
= | Remove this Functional Area ‘

Functional Area Title: |

> ‘ Add a Duty Statement Here ‘
% of
E/M Time Duty Statement
| % B r U | == % | B G & | F

duty statement
may be entered
here if the “E/M”
and “% of Time”
apply to all
statements.

|

Add a Duty Statement Here

B

Rev. 08/27/13
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To move a functional area, click
the drop-down arrow next to the
“Move” button, select the desired
movement, then click the “Move”

button.
™\

OPD User’s Guide
Duties Page

Add a Functional Area Here ‘

(Screen print continued from previous page)

'I Move

| Remove this

Caution! Click

Functional Area Title: |

| Add a Duty Statement Here ‘

Funcﬂow

this button only
if you want to
remove an entire

9%p of
B ||y |y St functional area
Al %|lezrujs=== == |s=eE ] = x|l | F ¥ and the duty
o | | | |
statements
within.

| Add a Duty Statement Here ‘

Percentage Total: 0%

[ Add a Functional

The system automatically
calculates the total percentage
as data is entered. The
percentage must be 100%
before a submission may be
sent forward to the next step.

B save

& Print View

Duties

Paosition Control
Information

Other Work
Detail

Work

Supervisory
Demands

Authority

Return to Submission
Management Page

When a functional area has more
“Move” feature appears for each

than one duty statement, the
duty statement box.

| Add a Functional Area Here | 4
'l Remove this Functional Area
| To move a duty
Functional Area Title:l Statement Wlthll’l a
functional area,
| Add a Duty Sﬁt{ment Here | Cllck the drop_
E/M _T_’;"m':g Duty Statement I =l ’_Aane | | Remove this Duty Statement | dOWn arrow next
[[HA % ru=s==|:=:=| |==| x x |G @| J Y to the “Move”
o= \ \ button, select the
desired movement,
// Ehen C|I’53k the
Move” button.
[ Adda Duty, Spafément Here /
|E/M _';f:’mo.: T — | =l[ Move ( [ Remove this Duty Statement || i

Rev. 08/27/13
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OPD User’s Guide
Certification

[EF The Online Position Description System - Mozilla — |31 x|
o File Edit View Go Bookmarks Tools Window Help |
@ O @ O % https://dop. skate. ak.usfopdfopd00 indes. cFm?fusea H H h c% .

4 % | Click here for a list of )| o |l

o & Home | (GBookmarks %3 PDT 5 POT Admin %% workpad % DOP S R&B . state % fs OFD

approvers and reviewers who
may review, edit, or approve
mesien mana| - the submission.

Welcome Kim Reports Tools & Senig‘

Homepage = Full Position Descriptions =

Click here for a list of the approvers and reviewers who may review, edit, or approve the submission at the
division and department steps,

Click here to
send
forward.
-OR-
Search for
and select a
designee to

¢ Send the submission to the supervisor Amanda Holland,

<< Send >> |

OR

Send for Supervisor Designee Approval

If the supervisor's position is wacant, the submission must be sent to a designee. & designee may also be

Send the chosen if the supervisor is otherwise unavailable to certify the submission,
SmeiSSiOI’] Enter the first and last name of the designee in the fields below and click the search button.
to p Designee's First Name: |

Designee's Last Name: I

<< Search >» |

0 & D) ome =P

Certification pages will differ depending on a user’s authority. This is the
page an originator will see if the user is not the direct supervisor. If the
supervisor listed is not available, a supervisor designee may be selected.

Note: The incumbent’s signhature is not required; however, the supervisor,
division approver, and department approver signatures are required. A
user’s LDAP username and password is used to “sign” the submission.

Once the appropriate radio button is selected, click the “Send” button. Once
the “Send” button is clicked, the submission is removed from your
submission list and moved to the next step in the process.

An email is sent when a submission moves into a new step. These steps are

supervisor, division, department, and Division of Personnel. A final email is
sent when a submission is approved.
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OPD User’s Guide
Track Submissions View

=B ]

T_E' The Online Position Description System - Mozilla
. File Edit View Go Bookmarks Tools Window Help

@Q 0 O O ‘% https://dop. state. sk.usfopdfopdod/inde:. cfm#fuseaction=subStatus. main I [CL Search ] cfgo

.| 4 Home [EJBookmarks % PDT “:POT Admin % Workpad % DOP S R8B %% state S Finance ¢ Law S IT S Emal S WPA S Google %% DOP Tracking ... % OFD

Welcome Kim Reports  Tools & Settings Help  Logout Public Position Descriptions

PCN: 9ol

Homepage > Single Submission History

PCM Status Search Results

Click the K2 icon to view the submission’s workflow, reviewer, and comment histary.
Click on the PCH, Class Title, Section, Step, or Received Date to view a read-only version of the submission.

Click here for a list of the approvers and reviewers who may review, edit, or approve the submission at the
division and department steps,

Submissions found that have not been made public

PCN Class Title Incumbent Section Step P‘Eggrfd
B 100233 Human Resource Specialist 1 Management  Crigination 08/17/07

Services

Click this icon to quickly view the
submission’s history (i.e. who
signed it, who reviewed it,
comments made by the department
and DOP, etc.).

== 8] s

This page is accessed by entering the PCN of the submission into the “Track
Submissions” area on the homepage.
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OPD User’s Guide
Submission Lists

=]

[ The Online Position Description System - Mozilla
. File Edit Wew Go EBookmarks Tools indow Help

= =;
D O L) [ hetpayyedep.stabs sk usfopdopdnnindss. crivfussartion—division. shawFUlubmissions | [y search | Cﬁo

ETBaokmarks % PDT % PDT Admin “ Workpad % DOP ¢ R8E S LR % state % Finance Selaw S IT S5 Email S WPA % Google

A group of
submissions
may be created
by clicking on
the box to the
left of each
PCN you

Welcome Kim Reports  Tools & Settings  Help Logow Public Position Descriptions

PCMN: I gorr

Homepage > Full Position Descriptions

In this example,
the name of a
division reviewer
who last finished

Full Position Descriptions FAQ
Click on the PCN or class title for the submission you would like to what is grouping?
manage. How do I group submissions?

How do I add another submission to 3

H group? .
would like to a review of the
group, and submission
then CIlelng T appears here
(13 7
the “Group i
PCN Class Title Incumbent Section Reviewed Received
button. By
251247 Human Resource Assistant Yacant Management Unreviewed 05/02/06
Services-Resources/General
Update 73 111
201070 Human Resource Assistant “acant Management  Micki Meal 01/05/06 Use the attaCh
Services - 113 7
Public Or Com ment
Groups appear Biiele button to add the
at the top of Ui | SRS opens | commert | e |, S o same attachment
submission et or comment to
i PCN Class Title Incumbent Section  Reviewed Received 1eQ]
lists. Use these o each submission
T 022056 Human Resource Specialist 1 ‘Vacant Southeast / Pamela Day 05/01/06 1 1
buttons to e within a group.
manage the Services
Reclass Down
group I~ 041019 Human Resource Technician II lane Doe Southeast / Unreviewed 05/01/06
Employee
Services
Reclass Up
I~ 110230 Hurnan Resource Technician II John Public Southeast / Unreviewed 05/01/06
Employee
Services
Update
T MNews555 Human Resource Technician II “acant Southeast / Unreviewed 05/01/06
Employee
Services
Mew Positian
[T 022018 Hurnan Resource Technician I “acant Southeast / Unreviewed 05/01/068
Employee
Services
Update
T 066158 Accounting Technician 11 Yacant Southeast / Unreviewed 05/01/06
Employee
Services
Reclass Up, Bargaining Unit Change
I~ 060453 Human Resource Technician I Ima Worker Southeast / Unreviewed 05/01/06
Employee
Services
Update
[~ 0Ooe0s22 Hurnan Resource Technician I “acant Southeast / Unreviewed 05/01/06
Employee
Services
Update

jin =02 o = =

Reviewers and approvers see the same submission list (the submissions do
not “move” within the Division or Department steps).
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OPD User’s Guide

Nonperm Positions

This screen

displays the last \
action taken to the
nonperm position.

205 - Mozilla

[lools  Window Help

_{olz

Click here to view

hittp://dop.state.ak. us/opdiopd00/index. cfm?fuseaction=npPublicPd  pdamodaction=currenthpFormacurrent Lg=sq

< POT Adrmin 3 workpad S DOP "% REE LR % state S Finance S Law W Googld

the nonperm record.

Current Position
Information

™ |

‘ Position m ‘

Printer friendly
Version

Return to the

Home Page

STATE OF ALASKA

Current Pasition Information

Position Control
MNumber (PCND:

Start Date: 05/11/2006
End Date: 06/30/2006

11NO6205

Class Title: Fish and wildlife Technician IT

GCode: P6113  Range: 09

Bargaining Unit: General Government Unit

Bargaining Unit Code: GG

Department: Fish & Game

Department Number: 11

Division: Wildlife Conservation

Region/Section/Unit: Region II

Location: Juneau

Location Gode: AWa

Position Type: Short Term Project Classified

Position Type Gode: TICL

FLSA Exempt: No

Strike Class: 3

Position requires possession of a Commercial Drivers License (CDL):

Position requires possession of, or access to, firearms or ammunition:

AKPAY Organizational Routing Code: 11012011

Hours: Wil vary each week

Funding Source: 11552001-11552001

Superuisnr Infurma-tion

PCN: 112179 Title: wildlife Biologist I1I
Physical Work Address: 333 Raspberry Road
Work Phone: 907-267-2332

Type of Last Action: Establish Project Nonpermanent

Last Action Approved: 05/10/2006

Approved Recruitment Method: | Other/Job Center (short term)

Division of Personnel Section: Classification

62 & £3

L Eepee

W’ Position Description PCN: 11N06205 - Mozilla

.. File Edit

Wiew Go Bookmarks Tools

‘Window Help

=10l x|

@Q O @ O [ hitpsjidop.state.ak.usfopdjopd0njindex. cru?fuseaction=npPubiicPd. PaimodAction=npPdHistoryBeurrentld=48768:. | [C Search | Cgo
&

- & Home

E3Bookmarks % PDT < PDT Admin < Workpad % DOP S R&B S LR %5 state %% Finance %% Law 3 IT %% Emal S5 wPA S Google

Click on the type
of action to view
more details about
the nonperm
position (e.g.
duties, department
request and
certification).

—

Rev. 08/27/13

Current Position
Information

‘ Pasition History H Printer friendly H

Version

Return to the
Home Page

Position Control

. 11N06205
STATE OF ALASKA Number (PCN):
Fosition History Start Date: 05/11/2006
End Date: 06/30,/2006
Type of Action Start Date End Date
> Establish Project Nonpermanent 05/11/2008 06/30/2006

Page 14



Position Descri]

OPD User’s Guide

Nonperm Positions

on PCN: 11N06205 - Mozilla

. File Edit Vew Go Bookmarks Tools Window Help

@0 O @ Q ‘ http:f/dop.state, ak, us/opdfopd00/indesx. cFmzfuseaction=npPublicPd, pd&modaction=npForm1 BcurrentId=487a&yiew | [@\ Search] c:go
=

o 4% Home | [SBookmarks S PDT % POT Admin S Workpad 3 DOP Sy R8E Sv LR % state % Finance S Law S5 IT S Emal % wPA S5 Google

_{olz

=

Current Position it i Printer friend Return to the
‘ Information ‘ Pasltion Histary ‘ ‘ ersion W Home Page
Position Control Department Request <
ition Control . epartment Reques|
Information ‘ Duties and Certifcation

STATE OF ALASKA
Class Title:
Fish and wildlife Technician 1T

Position Control
Mumber (PCN):

11NO6205

Start Date: 05/11/2006
End Date: 06/30/2006

Use these buttons
to navigate within
the pages of the
nonperm record.

1. Position Control Information

Class Title: Fish and wildlife Technician II

Gode: PG6113 Range: 09

Bargaining Unit: General Government Unit

Bargaining Unit Code: GG

Department: Fish & Game

Department Number: 11

Division: wildlife Conservation

Region/Section/Unit: Region 11

Location: Juneau

Location Code: AWA

Position Type: Short Term Project Classified

Position Type Code: TICL

FLSA Exempt: Mo

Strike Class: 3

Position requires possession of a Commercial Drivers License (CDL):

Position requires possession of, or access to, firearms or ammunition:

B Ui p LU s UL I Ui U Gt s Lol r LU e e s e

Mo

AKPAY Organizational Routing Code: 11012011

Hours: Will vary each week

Funding Source: 11582001-11582001

Supervisor Information

PCN: 112179 Title: wildlife Biologist 111
Physical Work Address: 333 Raspberry Road
Work Phone: 907-267-2332

Type of Action: Establish Project Nonpermanent

Effective Date: 05/11/2006

Approved Recruitment Method: | Other/Job Center (short term)

Division of Personnel Section: Classification

Reviewed By:

Patrick Morrissey, Human Resource Technician 11, on 05/09/2006

Approved By:

Aaron Gelston, Human Resource Specialist 1, on 05/10/2006

Closed out by:

Patrick Morrissey, Human Resource Technician 11, on 05/11/2006

=2 & £3

L EepeE

Rev. 08/27/13
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OPD User’s Guide
Tools & Settings
and
Reports

T$ The Online Position Description System - Mozilla
. Fle Edt “iew Go Bookmarks Tools ‘Window Help

_[=3

" @Q O Q O ‘% http!/{dop.state,ak, us/opdfopd00/index, cfm#fuseaction=tools, main I [ck search ] c:go

. 4 Home | EJBookmatks % PDT % PDT Admin % workpad 3 DOP % RBE % LR % state Sy Finance % Law 3 IT % Emal 3 WPA %y Google

Public Position Descriptions

PCN: | go i

Welcome Kim Reports  Tools & Settings Help Logout

Homepage > Tools & Settings

Tools & Settings

Personal Settings
Do you want to receive email notifications from the system for actions concerning you?

Note: Some emails you will get regardless.

on or off

@ Yes, I want to receive email notifications

© No, I do not want to receive email notifications

Department TD:IS_/ A rovers
Inactivate PCHs Use thlS tOOI
Feassign Submission tO request

PCN
inactivations.

Division & Department
Reviewers and Approvers:
Use this tool to reassign a
submission.

All Users: Use
this tool to turn

“movement of
submission”

<< Set Email Setting >> | De“artment emall notices.

[B The Online Position Description System - Mozilla

. FEile Edit View Go Bookmarks Tools ‘window Help by CIiCking the
e aewm| Reports link on the
L l

Welcome Kim Repul*lmuings Help  Logout ‘ Public Position Descriptions

Infarmation viewed in the reports listed below is contralled by the access level of a user. For instance, division . .
reviewers have access only to the division(s) they are assigned; department approvers have access to all thls Ilnk
divisions within their department.

PCN History
This report displays the submission history of 3 PCN, and gives access to a read-only version of each submission

This page is accessed

. 4 Home [JBookmarks S FDT % PDT Admin %% Workpad 3 DOP 3 R&E %% LR W% Email % WPA % Google homepage' DiViS'On

e[ w=f OF Department
Hemepage > Feports Reporters, Reviewers,

Reports or Approvers can view

on file for the PCM.

Submission Counts
This report displays the number of submissions currently in the OPD workflow, organized by submission type and
step, It also contains links to lists of all submissions associated with the type and step selected, These lists

contain links to the workflow history and read-only version of each submission.

Assigned Roles and Users
This report displays the roles and users assigned in OPD,

Allocation Grid
This report displays information from submissions that were made public within a specified date range. The

information is used by the Division of Personnel to enter finalized actions into the position control screens of
AKPAY,

TS allocation Grid
This report displays information from submissions that were made public within a specified date range. The
information is used by Technical Services to enter finalized actions into the employee screens of AKPAY.

Rev. 08/27/13
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OPD User’s Guide
Templating

The templating function allows the use of a public “Last Full PD” or a draft PD
as a template to copy the following pages to a new submission: Position
Control Information, Duties, Other Work Detail, Work Demands, and
Supervisory Authority.

Any “Last Full PD” in the public PD view may be used as a template. A draft
submission may be used as a template once access is given through the
"Allow Template Use" function.

Note: Templating may be used for submissions with more than one class title,
such as a flexibly staffed position. For example, within the same submission,
the work demands page from one PD may be copied to the work demands

page of another PD.

ig'lhe Online Position Description System - Mozilla Firefox _ =] x|
File Edit Wiew History Bookmarks Toaols Help
=" | Example of allowing template use for a draft submission.
|| POT Admi
Welcome Kim Reports  Tools & Settings  Help  Logout Public Position Descriptions =

If copying
from a
submission
that’s not
public, this
must be
changed to
“yes” in the
template
submission
(the one
you are
copying
from).

Dane

Rev. 08/27/13

Homepage > Full Position Descriptions = Submission Managerment

Submission Management for PCN NewTemplate

This page is used to prepare the submission to send to the Division of
Personnel. To edit the position description and to change the requested
class title, click the "Go to Form" button below. Use the "Quick Data"
links on the left side of the page to view what requirements are
necessary hefore a submission may be sent to the next step in the
process. The "Send Forward" button will display at the bottom of the
page once all requirements are complete, there are no one-time
reviewers, and the submission is not part of a group.

until the submission is sent forward, you may exit this page and access
it later through the "Manage Submissions" area on the homepage.

PCN: go

New Position Tracking Number

An optional tracking number may
be entered here to use in place of

the system generated PCN.
Set Number

GO TO FORM

ck Data:
# attachnmwgts: o
# requiremeantg left: 7

# one-time reviegers: 0

Main Page
Submission History

Template Users

The "allow Template Use" feature gives any OPD user access to copy the form pages of
this submission. Access may be allowed at any department step; however, it is reset to
"Mo" when a submission moves to a new step. Once a submission is made public the final
record may be used as a template by any user.

Do you want to give template access to all users?

Attachments
Questionnaire
One-time Reviewer
llow Template Use
Comments
Template
Revert Back
Public Preview

% wES, [ DO want to allow all users to use this submission as a template.

' NO, I DO NOT want to allow all users to use this submission as a template,

<< Set Template Use >> |

Delete

-

dop.state.ak.us &

Page 17



OPD User’s Guide
Templating

[E£ The Online Position Description System - Mozilla

S [=] ]

Example of the submission you are copying to.

o 43 Home | [JBockmarks ¢ PDT “y PDT Admin '~ Workpad - DOP ~ RBE - state v Finance - Llaw o IT ~ Emal - WPA - Google - DOP Tracking ... “w OFD

Welcome Kim Reports Tools & Settings Help Logout

Public Position Descriptions

PCN: | gor

Homepage > Full Position Descriptions > Subm

Submission Management for PCN 100233

Submissions" area on the homepage.

GO TO FORM

This page is used to prepare the submission to send to the Division of Personnel. To edit the position
description and to change the requested class title, click the "Go to Form" button below. Use the "Quick
Data" links on the left side of the page to view what requirements are necessary before a submission may be
sent to the next step in the process. The "Send Forward"® button will display at the bottom of the page once
all requirements are complete, there are no one-time reviewers, and the submission is not part of a group.

Until the submission is sent forward, you may exit this page and access it later through the "Manage

Quick Data:
# attachments: ¢ Template Search
# requirements laft: z

Click this

Attachments

(13
the Template Questionnalre used as a template until it is made public.

One-time Reviewer

Comments
Template
Revert Back

PD.

Public Preview Search for the Position Description you want to use as a template.

PCN:I << Search >> |

#one-time reviewers: 0 © The tomplating function allows the use of a public or draft PD form as a template to
copy the following pages to the new submission: Position Contral Infarmation,
Duties, Other Work Detail, Work Demands, and Supervisory authority, If you want to
Submission History template from a draft PD, you must be given access through the "allow Template
bUtton tO see Use" function. A draft PD may be used as a template while it is at the department
steps only. Once a draft PD is within the Division of Personnel steps it may not be

7
SearCh area. Allow Template Use Mote: Templating may be used for submissions with more than one class title, such
as a flexibly staffed position. For example, within the same submission, the work
demands page from one PD may be copied to the work demands page of the other

Delete

DR B

Enter the PCN of the
submission or public record
you would like to copy, and
click the “Search” button.

- 8

The search results will display:

GO TO FORM

CQuick Data:
# attachments: o Templating Search Results

# one-time reviewers:

search again or continue to use the current form,

Submission History ;. e
Draft Position Descriptions

- Mew45251
(NewTemplate)

<< Use as Template >>L
\J

Attachments
Questionnaire
One-time Reviewer
Allow Template Use

Comments
Template
Revert Back

Public Preview PCN:

Search Again?
Search for the Position Description you want tg

<< Search »> |

Rev. 08/27/13

#requirementsleft: 3 Sglact the position description you would like to use as a template from the results
below. If the position description you want to use is not in the results, you can

P1135 - Administrative Clerk IIT

Click this button to
copy from the
selected submission.

Page 18



OPD User’s Guide
Templating

ion System - Mozilla ] 79
. File Edit View Go Bookmarks Tools Window Help

@O O O O ‘% https://dop. state. sk.usfopdfopd0d/inde: . cFm#fuseaction=editedSubmissions. templatingfmodaction=matchupgsubl I [Q Search l Cgo

. 8 Home [OBockmarks % PDT S POT Admin S Workpad %3 DOP 53¢ REB %5 state S Finance Sp Law S 1T S Email S WPA S5 Google S DOP Tracking ... ¢ OPD

Welcome Kim Reports Tools & Settings Help  Logout Public Position Descriptions

PCN: | gol

Homepage > Full Position Descriptions > Submission Management

Submission Management for PCN 100233

This page is used to prepare the submission to send to the Division of Personnel. To edit the position
description and to change the requested class title, click the "Go to Form" button below. Use the "Quick
Data" links on the left side of the page to view what requirements are necessary before a submission may be
sent to the next step in the process. The "Send Forward" button will display at the bottom of the page once
all requirernents are complete, there are no one-time reviewers, and the submission is not part of a group.

Until the submission is sent forward, you may exit this page and access it later through the "Manage
Submissions" area on the homepage.

GO TO FORM
Quick Data:
# attachments: o Template Selection
# requirements left: 7
# one-time reviewers: Choose the pages
Choose the items you want to copy from PCN 201020 . you Wal’lt to Copy
Submission History r Position Contral Information Page X
Attachments :Z Du:es Pag; | and CI'Ck the
Questionnaire v Other Work Detail Page o -
One-time Reviewer ¥ Work Demands Page SmeIt bUttOﬂ.
Allow Template Use I Supervisory Authority Page
Comments T all of the above
Template M
Revert Back
Public Preview

[ &) & E1 | Done = |

Description System - Mozilla gl x|
. File Edit Wew Go Bookmarks Tools Window Help

GQ O @ O [ S httpsiffedop. stete. ak.usfopdjopdan/index. chmiFuseaction=edtedSubmissions. templatingBmodiction=searchasubldid | [Cly Gearch | @-;O
|

. 4 Home [TBockmarks % PDT % POT Admin % Workpad % DOP S REB % state % Finance ¢ Law % IT % Emal % wPA % Google % DOP Tracking ... “ OPD

Public Position Descriptions

PCN: | gor

Welcome Kim Reports  Tools & Settings Help Logout

Homepage = Full Position Descriptions > Submission Management

Submission Management for PCN 100233

This page is used to prepare the submission to send to the Division of Personnel. To edit the position
description and to change the requested class title, click the "Go to Form" button below. Use the "Quick
Data" links on the left side of the page to view what requirements are necessary before a submission may be
sent to the next step in the process. The "Send Forward" button will display at the bottom of the page once
all requirernents are complete, there are no one-time reviewers, and the submission is not part of a group.

Until the submission is sent forward, you may exit this page and access it later through the "Manage
Subrmissions" area on the homepage.

GO TO FORM

This message
Quick Data: displays when

# attachments: o Template Search

# requirements left; 2 the templating

# one-time reviewers: You have successfully templated this submission with information from <€¢——— .
another submission or public position description. IS Complete,

Submission History The templating _function allows the use of_a p_ublic ar d_raft PD form as a template to
copy the following pages to the new submission: Position Control Information,

Attachments Duties, Other Work Detail, Work Demands, and Supervisory Authority, If you want to
Questionnaire template from a draft PD, you must be given access through the "allow Template
One-time Reviewer Use" function. & draft PD may be used as a template while it is at the department
Allow Template Use steps only. Once a draft PD is within the Division of Personnel steps it may not be
Comments used as a template until it is made public,

Template

Mote: Templating may be used for submissions with more than one class title, such
Rewvert Back

- as a flexibly staffed position. For example, within the same submission, the wark
Public Preview demands page from one PD may be copied to the work demands page of the other
ory

[ = &F £7 [oone 2
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