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Online Position Description System

State of Alaska ® Department of Administration = Division of Persannel * Online PD System

Online Position Description Login

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

Gompatible browsers for the Online Position Description System are Mozilla 1.6 or greater and

Internet Explorer 6.0 or greater. You are currently using Mozilla/5.0.

Username: Password:
<< Login >>

Please contact the Employee Call Center at 465-3009 or employeecallcenter@admin.state.ak us for
assistance with questions or problems regarding the system.

wiorkPlace Alaskas WorkPad Departrnent of Administration Homepage

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.
The Online Position Description 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
Employee Call Center at 465-3009 or employeecallcenter@admin.state.ak.us
for assistance.
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Homepage

Users with approver,
reviewer, or reporter

authority will see this link.

Use this link to
turn off the
automatic

lz.)The Dnline Position Description System - Mozilla Firefox

Fle Edit ‘ew History Bookmarks Tools

email notices.

Use this field to
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view approved
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PDs, position
control changes,

Welcome Kim

Homepage

0One-Time Reviewer
Position Descriptions

My Submissions

Full Position Descriptiofs
Paosition Control Changps
Study Position Descripfions
Honpermanent

Supervisor
Full Position Descriptigns

Honpermanent

Division

Full Position Descriptions
Paosition Control Charjges
Study Position Descrjptions
Monpermanent

Use the links in this area to

Reports  Tools & Settings  Help

Manage Submissions

oo o w

Logout

PCM:

Public Position Descripti

and nonperms.

Edit an existing position

Select this option toggdit a position
description or to requist a position control
change,

Why would I select this opNan?
what is a full position descriNion edit?
wWhat is a position control chaNge?

Create a new position
Select this option to create a position

Create Submissions Track Submissions

¥iew a single submission
Use this feature to track the
progress of a submission
fror origination to
finalization,

Submission's PCN:

Search for Submission

status of

in the

description for 8 new classified or
partially-exempt position.

why would T select this option?

Request a nonpermanent position

& Enhancements to the
Duties Page

process.

Select this option to create a
nonpermanent position request,

wWhy would I select this option?

view submissions you’ve

Extend a nonpermfpnent position

Lo flew filled posNion up to
the next level?
A .oflex a vacant poNjtion?
...edit_a full Py

created or have been given
access to review. All users will
see the One-Time Reviewer and
My Submissions lists. Users
identified as a supervisor or
supervisor designee will see the
Supervisor submission list.
Users with approver or reviewer
authority will see a Division
and/or Department list.

Use the links in the middle
area to edit a PD, create a PD
for a new position, and
request or extend a nonperm
position. Once a submission
Is created, it moves to the
“Manage Submissions” area
on the left.

\ dop.state.ak.us &%

Most PCNs have an
existing public record in
OPD, called a system
startup action. Use this
link to edit the system
startup record for these
PCNSs.

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 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
[ Position Description PCN: 081104 - Mozilla on the pOSition. (=]
. File Edt Wiew Go Bookmarks Tools ‘Window Help
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Position Control 081104
STATE OF ALASKA Number (PCN):

Current Position Information
Recruitment Type: Normal

Class Title: Human Resource Specialist 1Y 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: AWwa
Position Type: Full Time/OMB authorized Position Type Gode: FACL
FLSA Exempt: Yes strike Glass: 3

Position requires possession of a Gommercial Drivers License {GDL): Mo
Position requires possession of, or access to, firearms or ammunition: Mo

AKPAY Organizational Routing Code: 02012002
Physical Work Address: 333 willoughby 10th FI, Juneau
work Phone: 907-465-4431

Supervisor Information
PCN:  Title:
Physical Work Address:

work Phone: .
This is an example of a
Last action effective: 12/23/2005 system startup record.
Type of last action: System Startup The uLaSt FU” PDH Wl"
Last full PD effective:
be mostly blank for
b= & Waiting For dop.state ks, 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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Edit an Existing Position
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Public Position Descriptions

PCM: I go

Welcome Kim Reports  Tools & Settings  Help Logout

Haomepage = 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: Pasition Control Information, Duties, Other York Detail, Wwork Demands, and Supervisory
Authority. 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 submission is created,

MNote: There may be only one full position desc

<< Search »> |

1on for a PCN 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 Pasition Control Information page are necessary, Position control changes may be submitted for
simple changes to location, arganizational routing code, pasition 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 pasition to edit and
click the search button, Once the PCH is verified, a new submission is created.

MNote: There may be only one position control change submission for 2 PCN in the system at a time,

PCN ) << Search »> |

s k= ]

[ &= & £3 [pone

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

Rev. 03/25/08 Page 4



OPD Guide
Submission Management Page
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Click here to see
what requirements
are left before a

submission may be

sent forward.

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

Click the “One-
time Reviewer”
button to give one
Or more users
access to the
submission.

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

Welcome Kim

Public Position Descriptions

Reports  Tools & Settings  Help Logout

PCN: | goir

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 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.

GO TO FORM

—

Quick Data:
# atifhments:

# requirements left:

# one-time reviewers:

Main Page
Submission History

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

Icon Definition

X = Remove

B save

Class Titles

This section is used only when you need to add or remove another job class for
the PCH.

Read the FAQs on the right for more details on why you would need to
add or remove job classes.

Current Class Title
Human Resource Specialist 1

Frequently Asked Questions

+ Wwhy does “Not vet Selected”
Requested Glass Title display?
Human Resource Specialist [ + why would T add another job class?
How do I add another job class?
do I see the different PDs for
a flexibly =
multiple class position?
How do I remove a job class?
Why would I remove a job class?

-

Rev. 03/25/08

|
/ Add Action
| _—

Recruitment Type

Check the recruitment type the position should be,

¥ Normal
T coupled Class

" Flexibly staffed
[T Multiple Class

Requested Actions Frequently Asked Questions

-

How do I remove an action?

How do [ add an action?

Wwhy are the requested actions
important?

when do I request “Update” as an
action?

Request an Action

-

|

-

-

Click here
to make
requested
changes to
the PCN.

This field is
updated
automatically
when information
on the form is
changed.

(Screen print continued on next page)
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Use this field
only if the PD
needs to be

study.

Supervisors,
Reviewers, &

Approvers:
The “Return”
button will
display here.

added to a q

OPD 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.

A

Classification Studies

& submission may be added to a study by selecting from the list below, If the
display is blank, the submission is not part of a study. If a study name displays,

MNotice to the Division of Personnel (optional)

Enter a message for the Division of Personnel in the form field below. This message
does MOT become part of the public record.

the submission is included in that study,
[ ™A 7| Addito study

« | | noteto

Once you’ve
completed this
field, click the
Save button on
either the top or
bottom of the

page.

This is an
optional field
used to enter a

Division of
Personnel staff.

Caution! Use this
button to delete the
entire submission.
(Note: This does
not delete the
public record.)

Reviewers: The
“Done With

Review” button
will display here.

Approvers: The

Delete “Send Forward”
/ \ button will display
here when all
requirements are met,
there are no active
one-time reviewers
listed, and the

submission is not part
of a aroup.

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

o] AN TOmE | L JBOORMERS S FOT o POT RO WOTFDad o DOF o RED o R o State o TTRIee o LW o 1T EMEl  WER o GO

_{ol>

e I )

Welcome Kim

Reports  Tools & Spffings  Help Logout Public Position Descriptions

PCN: I go i

Homepage > One-Time Reviewer Submissio

One-Time Reviewer Submi

Click on either the PCN or class Mtle to review the submission, When you are done with your review, click the
"Daone with Review" button bethw,

Done with review

Rev. 03/25/08
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Position Control Information Page

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

mifarks  Tools  Window Help

o] <, [

=181 x|

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

Requested Class Title:
Human Resource Specialist [

Paosition Control Number (PEN): 100233

I3

» Position Control : Other Work Work Supervisory Returth to Submission
‘ Information ‘ ‘ Guties ‘ Detail ‘ ‘ Demands ‘ Authority Manhgement Page
Position Control Information v
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 Gode: EBA

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

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.

Position Type: Full Time/OMB Authorized Position Type Gode: 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

/ Requested Final Changes
Class Title / Class Code / Range
]Human Fiesource Specialist|-F1410- 16 _:_J
Bargaining Unit/Cade: [ Confidential Unit- kK =l
Department: | Administration - 02 =l
Division: [Personnel =]
Region/Section/Unit: |Management Services
Location/Code: XAnChDrage-EEA :_j
Position Type/Code: [ Full Time/OMB &uthorized - FACL =~
Position requires possession of a Commercial Drivers License {CDL): 0 yas & No
Position requires possession of, or access to, firearms or ammunition: © ves @ Ng

AKPAY Organizational Routing Code: |02012002

1.2, Contact Information

Information at Time of Request

This position is: Yacant Physical Work Address:
550 W, 7th Avenue Suite 1120 (Street/Building)
work Phone: Anchorage (city)

O07-465-4368

(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. 03/25/08

Page 7




OPD 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

A . b t’ Requested Final Changes If the
n mcumpents fif there is an incumbent's name listed and the position is currently vacant, click the red "x" to remaove H ’
% incumbent’s

name . ” the incumbent. If the incumbent's name is incorrect, search for the incumbent by entering the first_and t——
WI last name in the fields below and clicking the "Search" button. P
disolav h name IS Incorrect
ISpla ere. Incumbent's First Name: - T |
play | or blank, enter
Incumbent's Last Name: | << Search >>
and search for
This position is: Yacant Physical Work Address: the COITeCt name

IESD W Tth Avenue Suite 1120 [Street/Building) h
ere.

Work Phone:

[9-0—5- - ﬁé%_ " W |Anchorage (City)

1.3, Supervisor Information
How is the supervisory information used?
wWhat if I need to use a supervisor designee?

Information at Time of Request
|| Update these
Supervisor: Ima Worker Email: ima_waorker@admin.state ak.us f|9|d5 as
PCN: 071601  Class Title: Human Resource Specialist II1 // necessary after
Work Phone: Physical Work Address:
907-465-5490 450 whittier 5t (steat/Building) the name search
Juneau (City) -
is completed.
Requested Final Changes
Updated Supervisor: Ima Worker Email: maworker@admnstate.ak.us/
supervisor of
. p . // PCM: }n?mm Class Title: ;Human Fesource Specialist (Il
In:formatlon r\-'\_i_u_r_'k Plilg_rle: Physical Work Address:
WI” dIS |a 907 - [465 - [mas0 |450 whitlier St [straet/Building) -
: play B, o If the supervisor
ere. information is
If the supervisor's position is filled, enter in the supervisor's first and last name. |nCO|’reCt or blan k,
Supervisor's First Name: i enter the Correct
Supervisor's Last Name: Ent -
| | —— ||| supervisor’s name.
OR _OR_
If the supervisor's position is vacant, enter in the supervisor's PCN.
Supervisar's PCH: | R I \ Entel’ the
H b
— supervisor’s PCN
if the supervisor’s
e 5 mmves| | POSitiON is vacant.
Pasition Control ‘ ‘ Duties ‘ Other Work ‘ ‘ Work ‘ Supervisory ‘ ‘ Return to Submission ‘
Information Detail Demands Autharity Management Page
o & &F Transfeming data From dopstate ks . [ S

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 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:

=

IAnaIyste’Programmer 1] j

Work

Position Control i
‘ Duties Demands

Supervisory
Information

Return to Submission
Authority

Management Page

Other Work
Detail

Note: When copying and pasting into the fields below, the formatting language from the original 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,

Aﬁosition Control Number (PCN): Mewd 7350 =

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

(M).
Percentage Total: 0%

Add a Functional Area Here |

2.1. In one or two sentences, state the main purpose of the position.
B U SS=EE|=i=| | == % o | @ | I Y
= | \ | |

2.2. starting from the most to the least important, list the functional areas assigned to the
position. Within each functional area, describe the duty statement associated; estimate 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.

More than one

[, =

»
»
| | | Remove this Functional area |
Functional Area Title: |
y | AddaDuty Statement Here |
»
9o of
E/M Time Duty Statement
[z % Z U | | == %, o | @ G Al | F

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

prl

Add a Duty Statement Here

[~

Rev. 03/25/08
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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. .
N

OPD Guide
Duties Page

Add a Functional Area Here |

(Screen print continued from previous page)

I 'I Move

Functional Area Title: |

| Add a Duty Statement Here |

Caution! Click
this button only
if you want to

| Remove this Funcﬂw

remove an entire

9p of
E/M  |fime |DutyStatement functional area
[H| % prujssss|== =& xx|@@w| sy and the duty
A | | | |
= statements
within.

The system automatically
calculates the total percentage

| Add a Duty Statement Here |

as data is entered. The
percentage must be 100%

Percentage Total: 0%

| Add a Functional

before a submission may be
sent forward to the next step.
|

B save | & Print View
Position Control Duties Other Work Work Supervisory Return to Submission
Information Detail Demands Authority Management Page

When a functional area has more than one duty statement, the
“Move” feature appears for each duty statement box.

To move a duty

statement within a
functional area,
click the drop-

down arrow next

to the “Move”
button, select the
desired movement,
then click the
“Move” button.

| Add a Functional Area Here |
'l | Remove this Functional Area
Functional Area Title: |
| Add a Duty Sﬁt{ment Here |
E/M _';f:’mo.: T — | = ’_lMDve | [ Remove this Duty Statement |
Al % ruj====:==| | =] o0 % o | @0 @ 4 | S W
= | | | |
| Add a Duty Statément Here /
|E/M _';f:’mo.: e — | =I[ Move +/ [ Remove this Duty Statement ||

Rev. 03/25/08
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OPD Guide
Certification

[ﬁ’ The Online Position Description System - Mozilla |21 x|
. File Edit Wew Go Bookmarks Tools Window Help |

" @Q O G Q |% https://dop.state, ak.usfopdfopdoofindes. cim?fusead C|iCk here for a Iist Of D &0

. 4 Home  [3JBookmarks S PDT % PDT Admin % Workpad S DOP S R&B % state % approvers and reviewers WhO
may review, edit, or approve
mission Manal - the submission.

I+ OFD

Welcome Kim Reports  Tools & Setting:

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. A 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: I

Designee's Last Name: |

\ oahss

b &4 &F E] |one == 8| 4

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 signature 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.

Rev. 03/25/08 Page 11



OPD Guide
Track Submissions View

8 [=] 1

[EE The Online Position Description System - Mozilla

. File Edit Yew Go Bookmarks Tools window Help

@Q O @ O |% https:/fdop. state. ak.usfopdfopdddfindex. cfm?fuseaction=subStatus.main | [Gk Search ] ﬂo
-

.| 48 Home | CJBookmarks % PDT % PDT Admin % Workpad S DOP %3 REBE % state % Finance ¢ Law G IT % Emal % WPa % Google % DOP Tracking ... % OPD

Public Position Descriptions

PCN: gor

Welcome Kim Reports  Tools & Settings Help Logout

Homepage > Single Submission History

PCN Status Search Results

Click the 9 icon to view the submission’s warkflow, reviewer, and comment history.
Click an 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

Received
Date

% 100233 Human Resource Specialist 1 Management  Origination 05/17/07
\ 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.).

PCN Class Title Incumbent Section Step

This page is accessed by entering the PCN of the submission into the “Track
Submissions” area on the homepage.

Rev. 03/25/08 Page 12



OPD Guide
Submission Lists

I_'ﬂ_f The Online Position Description System - Mozilla
. File Edit VMiew Go Bookmarks Tools Window Help

A group of
submissions
may be created
by clicking on
the box to the
left of each
PCN you
would like to
group, and
then clicking
the “Group”
button.

Groups appear
at the top of
submission
lists. Use these
buttons to
manage the

group.

m = &

=lalx|

O O O | http:fidop.state ak.usfopdfopd00finde:. cfm?fuseaction=division, showFullSubmissions

i [Q‘ Search l Q_go

[Bookmarks “ PDT - PDT Admin 5 workpad 3 DOP %3 RBE “¢ LR %y state Sy Finance Sy Law S IT S Emal % WP S Google

manage.

Personnel

251247

Update
4 201070

Update

Ungrou
i

PCN

| 022056

Reclass Down

Mew Position

Reclass Up, Bargaining Unit Change
[~ 060453

Update
[ Ds0522

Update

Click on the PCN or class title for the submission you would like to

PCN Class Title

Human Resource Assistant

Hurnan Resource Assistant

Human Resource Specialist 1

[ 041019 Human Resource Technician 11
Reclass Up

- 110230 Human Resource Technician II
Update

[T MewS555 Human Resource Technician II

[ 022016 Human Resource Technician I
Update
[T 0686158 Accounting Technician 11

Human Resource Technician I

Huran Resource Technician I

ion Descriptions

PCN: | go s

Welcome Kim Reports  Tools & Settings  Help  Logout Public Posit
Homepage > Full Position Descriptions
Full Position Descriptions FAQ

Wihat is grouping?

How do I group submissions?
How dao [ add another submission to a

group?

Incumbent Section

Vacant Management
Services-Resources/General

Yacant Management
Services -

Public

La:
Reviewed Received

By
Unreviewed 05/02/06

MNicki Meal 01/05/06

In this example,
the name of a
division reviewer
who last finished
a review of the
submission
appears here.

Use the “attach”
or “comment”
button to add the

Ungroup | Attach Send
Selected | Document Submission

Class Title

Incumbent Section

‘Yacant Southeast /
Etnployee
Setvices

lane Doe Southeast /
Etnployes

Services

John Public Southeast /
Efnployee

Services

acant Southeast /
Employee

Services

“acant Southeast /
Employes

Services

Vacant Southeast /
Employes

Services

Ima \Warker Southeast /
Etnployee

Services
wacant Southeast /
Efnployee
Services

Last

Reviewed Received
By

Pamela Day 05/01/06

Unreviewed 05/01/06

Unreviewed 05/01/06

Unreviewed 05/01/06

Unreviewed 05/01/06

Unreviewed 05/01/06

Unreviewed 05/01/06

Unreviewed 05/01/06

same attachment
or comment to
each submission
within a group.

== E

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

Rev. 03/25/08
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OPD Guide
Nonperm Positions

This screen

displays the last [
action taken to the
nonperm position.

205 - Mozilla

lools  Window Help

_lol>

http:)Jdop. state. ak.us/opdfopd00/index .cfm?fuseaction=npPublicPd pdamodaction=currenthpFormacurrent Id=sa7

[ POT Admin %% Workpad %3 DOP 3 R&B LR 5 state % Finance % Law I

a5 WP S Googld

Click here to view
the nonperm record.

Current Position
Information

S ‘ ‘ Positicnm

Printer friendly
Version

Return to the

Home Page

Position Control

STATE OF ALASKA Number (PCN); 1 IN06209
Current Pasition Information Start Date: 05/11/2006
End Date: 06/30/2006
Class Title:  Fish and wildlife Technician IT Gode: 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 Code:

AYA

Position Type: Short Term Project Classified

Position Type Gode: TICL

FLSA Exempt: HNo

Strike Class: 3

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

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

Mo
Mo

AKPAY Organizational Routing Code: 11012011

Hours: Will vary each week

Funding Source: 11582001-11582001

S R .

g-u-pu;;visur Information

PCN: 112179 Title: wildlife Biologist I11
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/ob Center {short term)

Division of Personnel Section: Classification

=]

I L T

[5' Position Description PCN: 11N06205 - Mozilla

. File Edit Yiew Go Bookmarks Toals

Window  Help

=10l

@Q o O O [ htpjdop.state.ak.usfopdjopd0njindex. crm?fuseaction=npPublicPd. Pdimadction=npPdHistorybcunentld=48766: | [Cly Search | Cgo
i

~ A& Home

[E3Bookmarks % PDT S5 PDT Admin = workpad ¢ DOP S R&B %5 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. 03/25/08

Current Position
Information

‘ Pasition History H Printer friendly H

Version

Return to the
Home Page

Position Control

A 11N06205
STATE OF ALASKA Number (PCN):
Position History Start Date: 05/11,/2006
End Date: 06/30/2006
Type of Action Start Date End Date
P Establish Project Nonpermanent 05/11,/2006 06/30/2006

Page 14




OPD Guide
Nonperm Positions

n Description PCN: 11N06205 - Mozilla

. File Edit Miew Go Bookmarks Tools ‘Window Help

@O O O O | http:/idop. state, sk, usfopdfopdonfindes .cfm?fuseaction=npPublicPd. pd&modaction=npForm1 BcurrentId=48762yview | [C‘LSearch] go

o 4% Home | [JBookmatks % PDT S5 PDT Admin %% Workpad S DOP %3 RBE S: LR S state S5 Finance S Law ¢ IT S Emal S wWPA %% Google

Current Position
Information

‘ Pasition History H Printer friendly H

Version

Return to the
Home Page

Department Request

Position Control :
Duties and Certifcation

Information

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

~

Position Control
Mumber (PCMN):

11N0O6205

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: P5113 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: a'Wa

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 G BEALE L s AU 3 3L 3L Uy U LD 33 Ly 1L R U LR e,

Mo

AKPAY Organizational Routing Code: 11012011

Hours: Wil vary each week

Funding Source: 11582001-11582001

Supervisor Information

PGCN: 112179 Title: wildlife Biologist I11
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 II, on 05/09/2006

Approved By:

Aharon Gelston, Human Resource Specialist I, on 05/10/2006

Closed out by:

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

=]

I L T

Rev. 03/25/08
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OPD Guide
Tools & Settings
and
Reports

[ﬁ' The Online Position Description System - Mozilla =[8]2
. File Edit Wiew Go Bookmarks Tools Window Help

N OO O 0 O |% http:{jdop. state, ak, usjopdfopdonjfindex . cfm?fuseaction=tools, main | [CL Search ] C-:JJO

o 48 Home | EJBookmarks %% PDT S5 PDT Admin %% Workpad % DOP 3 RBE S LR Sy state S Finance S Law ¢ IT S Emal % WPA % Google

Welcome Kim Reports  Tools & Settings  Help  Logout Public Position Descriptions

PCN: | go’

All Users: Use
this tool to turn
on or off
“movement of

o Mo, 1 do not want to receive email notifications SmeiSSion"
<< Set Email Seting >» | Department email notices.
beportmenttos ] Approvers:
Inactivate PCNs Use this tOOI
Reassign Submission tO I‘equest

PCN
inactivations.

Homepage > Tools & Settings

Tools & Settings

Personal Settings
Do you want to receive email notifications from the system for actions concerning you?
Mote: Some emails you will get regardless,

& vyes, [ want to receive email notifications

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

This page is accessed

% The Dnline Position Description System - Mozilla

~He £ Yow o Gooknats Took Wi by clicking the
Oo O O O [ S hitp:jfdop.state .k, usjopdiopdonjindex, cmefuseaction=reports. main | [Cy search RepOI’tS ||nk on the

. 48 Home | Bookmarks S FDT S POT Admin S Workpad S DOP S REE % LR W Emal S WPA S Google ivisi
_ = wm:men:n - F:pmﬂi%ﬁngs Help Lngnut%‘ EU‘J“D?“S““?DEiniP““"S l:)?rlggpage Division
| eon: [ gow pal’tment
Reporters, Reviewers,
or ApprOVGrS can view
this link.

Homepage > Reports

Reports

Information viewed in the reports listed below is controlled 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
divisions within their department.

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

on file far the PCH,

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 3 specified date range. The
information is used by Technical Services to enter finalized actions into the employee screens of AKPAY.

E=ESFp
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public,

If copying

from a This page i= used to prepare the submission to send to the Division of | hg entered here to use in place of
Personnel. To edit the position description and to change the requested | the system generated PCH,
H H class title, click the "Go to Form" button below. Use the "Quick Data" I
SmeISS|0n links on the left side of the page to view what requirements are
that’S nOt necessary hefore a submission may be sent to the next step in the Set Nurnber

OPD 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.

.\'::}The Online Position Description System - Mozilla Firefox =7 ﬂ

Fle Edit ‘iew History Bookmarks Tools  Help

-9 Example of allowing template use for a draft submission.

L | PDT Admi

Welcome Kim Reports Tools & Settings  Help  Logout Public Pasition Descriptions =

PCN: 9ol

Homepage > Full Position Descriptions > Submission Management

Submission Management for PCN NewTemplate New Position Tracking Number
&n optional tracking number may

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.

this

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

changed to
“yeS" in the GO TO FORM
template

.. Nck Data: Template Users
SubmlSSlon . o ¢ The "allow Template Use" feature gives any OPD user access to copy the form pages of

# requirementg left: 7 | this submission. Access may be allowed at any department step; however, it is reset to
(the one # one-time revidwers: 0 | 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.

r
you are Do you want to give template access to all users?
Copying Submission History . B

Attachments & wES, 1 D0 want to allow all users to use this submission as a template,

fro m) . Questionnaire

I\ One-time Reviewer MO, I DO NOT want to allow all users to use this submission as a template.

Allow Template Use
Comments << Set Template Use »> |
Template
Revert Back

Public Preview

Delete

-

dop.state.akous &%

Rev. 03/25/08 Page 17



OPD Guide
Templating

[E£ The Online Position Description System - Mozilla -3 x|

Example of the submission you are copying to.

JBookmarks 5 PDT % PDT Admin “5 Workpad S DOP %3 R&B % state % Finance ¢ Law 3 IT “ Emal % WPA % Google “% DOF Tracking ... i OFD
Public Position Descriptions

PCN: | goi

4 Home

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 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.

GO TO FORM

CQuick Data:
# attachments: o Template Search
# requirements left: 2

#ene-tme reviewers: 0 The templating function allows the use of a public or draft PD form as a template to
Cllck thlS copy the following pages to the new submission: Position Contral Information,
Main Page Duties, Other Work Detail, Work Demands, and Supervisory Authority. If you want to
Submission Histary template from a draft PD, you must be given access through the "allow Template
bUtton to see Attachments Use" function. & 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

the “Templa.te Questionnaire used as a template until it is made public,
Search,, area One-time Reviewer

Allow Template Use

Mote: Templating may be used for submissions with more than one class title, such
as a flexibly staffed pasition, For example, within the same submission, the work

demands page from one PD may be copied to the work demands page of the other
FD.

Comments

Template

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

PCN:I << Search »»

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

mE=C g

The search results will display:

GO TO FORM

Quick Data:
# attachments: o Templating Search Results
#requirementsleft: 3 | Splact the position description you would like to use as a template fram the results
# one-time reviewers: below. If the position description you want to use is not in the results, you can
search again or continue to use the current form,

Submission History

Attachments
Questionnaire [

Draft Position Descriptions
MNew45251

(NewTemplate) P1135 - administrative Clerk IIT

One-time Reviewer

<< T late >>
Allow Template Use Seos empate L‘

Comments

Search Again?
Template Search for the Position Description you want tg

Revert Back Click this button to
Public Preview PCN:
copy from the

<< Search »> | Selected SumeSSIon

Rev. 03/25/08 Page 18



OPD Guide
Templating

[E% The Online Position Description System - Mozilla =13l x|
. File Edit View Go Bookmarks Tools ‘window Help

@Q O O O |% https:/fdop.state. ak.usfopdfopd00findex. cFm?fuseaction=editedSubmissions. templatingfmodaction=matchupgsubl | [C‘L Search ] Cfgo

o & Home  F3Bockmarks S PDT %% PDT Admin S Workpad S DOP ¢ RBE S state %% Finance S Law S IT S Emal S WPA S Google ¢ DOP Tracking ... S OFD

Public Position Descriptions

PCM: I 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 requirerents 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
Ghoose the items you want to copy from PGN 201020 .
Submission History r Position Contral Information Page yOU Want tO Copy
Attachments P Duispage and click the
Questionnaire v Other Work Detail Page « .
One-time Reviewer 3 Work Demands Page Submlt button_
Allow Template Use I Supervisory authority Page
Comments - All of the above
Template M
Revert Back
Public Preview

[0 &) &F £3 [pone

[EE The Online Position Description System - Mozilla gl x|
. File Edit Yew Go Bookmarks Tools window Help

GQ o @ O |% https: fdop. state. ak.usfopd opd00findex. cFm?fuseaction=editedSubrmissions. kemplatingfmodaction=searchiSubld: | [Gk Search ] ﬂo
-

.| 48 Home | CJBookmarks % PDT % PDT Admin % Workpad S DOP %3 REBE % state % Finance ¢ Law G 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 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 he
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
This message
b displays when
:a““f'"“e“'zl o 2 Template Search h play lati
requirements left:
# one-time reviewers: You have successfully templated this submission with information from <€¢—— F € temp atlng
another submission or public position description. IS Complete
Submission History The templating function allows the use of a public or draft PD form as a template to
Attachments copy the following pages to the new submission: Position Control Information,
Duties, Other Work Detail, Work Demands, and Supervisory Authority, If you want to

Questionnalre 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
Revert Back

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

Public Preview demands page from one PD may be copied to the wark demands page of the other —
o

ST A

[ = &F £ [oone
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