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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.

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 Firefox/44.0.

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

frequently.

Username: Password:
tcausey sesssesesesasenne

<< 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://opd.doa.alaska.gov/opd

3. The Online Position Description Login page should display.
4. Enter your LDAP Username and Password in the text boxes.
5
6

. Click the Login button or press enter.
. 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, or email at doa.dop.classification@alaska.gov
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HOMEPAGE
Users with Approver, Use this link to turn off the automatic
Reviewer, or Reporter email notices. Users with Approver or
authority will see this link. || Reviewer authority will have the “Reassign

Submission” option to reassign active
'E)The Online Position Description System - Mozilla Firefox PCNS W|th | n th elr DlVlSlon

File Edit ‘iew History Bookmarks Tools elp

<: - - @ & O https:;’p’do\p\.yita.ak.us;‘opd,l’opdDD,iindex‘cFm?Fuseaction=homa.ma\n | ' Google
Lj PoT Admin () workpad O por 4 Res Lj poF N taw Q17 € Emal || ALDEWU wea (Gl Google O o015 O oro O pocs

Welcome Kim - Reports Tools & Settings Help Logout Public Position Descriptions

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 to)edit a position Use this feature to track the
t a pasition contral | |progress of a submission
fram origination to
finalization,

My Submissions description ar to req
Full Position Descriptiofs 24 change.

Position C.Un.trul Char?g _S Wby would T select this opNgn?
Study Position Descripfions 0 Wwhat is a full position descripNjon edit? Submission's PCN:

Monpermanent What is a position contral change?

Search for Submission

Supervisor

Full Position Descriptigns 12 .

. 1. Create a new position
Study Position Descrigtions 0 Select this option to create a position
Monpermanent 0 description for a new classified or

partially-exempt position.
Division
Why would T select this aption?

Use this field to
view approved
PDs, position
control changes,
and non-perms.

Use this field
to view the
status of
submissions
sent forward
in the
process.

Full Pasition Descriptipns 3
Paosition Control Charfges o * Enh.ancements to the
Study Position Descrptions i Duties Page
Hompermenent O || e hie ot e eraane B
o nonpermanent position request.
Use the links in this area to Why would T select this option? ST N
view submissions you’ve " e ZE e Mo
created or have been given Extend a nonpermpnent position it 4 full PO ’m
access to review. All users will \
see the One-Time Reviewer and Non-permanent (non-perm)
My Submissions lists. Users positions only: Select the links Permanent Positions
identified as a supervisor or “Request a nonpermanent only: All existing
supervisor designee will see the position” or “Extend a posit.ions have a PCN.
Supervisor submission list. nonpermanent position” inthe || \Jse this link to edit the
Users with approver or reviewer middle area to create a new non- || eyisting PCN
authority will see a Division perm position, or extend a non- '
and/or Department list. perm position. Once a
submission is created, it moves
to the “Manage Submissions”
area on the left.

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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POSITION PUBLIC RECORD

To access a public record position
description, type in the PCN here
(located in upper right corner of OPD),
and select go. This will take you to the
“Current Position Information” page.

?‘L)Tha Online: Position Description System - Mozilla Firefox =18]x
Fle Edt Yew Hstory Bookmarks Took Hep
</j B @ ﬁ 0 it st ks ope et hone man \ &ir B [Clrleonge 4 Pasition Description PCN: 086010 b akuslopd ion=publicPd p...

i roradn Q) woroed Qoo 4" Res [ 00F | taw Q11 4 emal | aomshaent ] wek G cooge OOTNOPD Quoocs

Welcome Kim Reports  Tools & Settings  Help Logout | Public Posigescriptions F— prsrr— p—
. - l rent Posit Last Full PO ‘ Poston sty ‘ tar rendly |‘ o th ‘
Hortepge ...........>
P, P, P, Position Control
Manage Submissions Create Submissions Track Submissions STATE OF ALASKA Number (PCN): 086010
One-Time Reviewer Current Position Information
. - o N . Recruitment Type: Normal
Position Descriptions 1| | Edit an existing position View a single submission ecruitment Type: Norma
Select this option to edit a position Use this feature to track the . - —
My Submissions description or to request a position contral || progress of a subission Class Title: Law Office Assistant I Code: P7502 Range: 11 |
Full Position Descriptions 24 || change. ;WT origation to ::;?_a'""'g General Government - Personal Leave 2:;:?'"'”5 Unit GP
inalization, i :
Positon Crtrl Changes L Why would T select this aption? Department: Commerce Community & Economic Development Department Number: 08 |
Study Positon Descriptions 0| | what i full poston description edit? Submission's PCN; Division: Regulatory Commission of Alaska
Nonpermangnt 1 || Whatis a position control change?
Regio‘nJ‘Sectlon Anchorage/Commission/Support
Unit:
Supervisor Search for Submission Loeation: Anchorage Location Code: EBA
Full Position Descriptians 12 . . - o
d ’ Create anew position :‘t::t:un Full Time/OMB Authorized 2::':'"' Type FACL
Sty Position Descriptions 01| Gelect this aption to create a position d :
Norpermangnt 0 || description for a new classified or FLSA Exempt: o S:rike‘ 3
partially-exempt position, Class:
Division What's New Position requires possession of a Commercial Drivers License (CDL): No
Full Pusitizn Descriptions 3 Why would T select this aption? Position requires possession of, or access to, firearms or ammunition: No
Position Control Changes 0 + Enhancerments to the AKPAY Organizational Routing Code: 08016001 ]
Study Pasition Descrptions Duties Page Physical Work Address: 701 W 8th Ave, Ancharage
Nompermanent 7 | | Request a nonpermanent position Work Phone: 907-276-6222 -
Select this option to create a Supervisor Information
Technical Services nonpermangnt postion request. How Do L.. PCN: 086017  Title: Law Office Assistant 11
Management Services Why would | selct tis option? Physical Work Address: 701 W Bth Ave Anchorage
Employee Services T filed positon up to Work Phone: 907-263-2155
Classification the next level?
... flex & vacant position? . -
Extend a it position adit 3 fill BN? Last action effective: | 02/06/2014
Die Type of last action: M Update
Last full PD effective: | 02/06/2014 )

This is an example of what a completed position
PCN will look like for the “Current Position
Information” page. When selecting the “Last Full
PD” option, all fields should contain the most
accurate information. Positions that don’t are
called System Startups.
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POSITION 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_ == x|
. Fle Edit view Go Bookmarks Tools Window Help /

Q, Q @ Q I"\r http:/dop.state.ak.usjopd) ',l cfm?f f tionmcurrentFormecurrentld=7628viewltd | [ Search | c:go
-

. 4 Home [JBookmarks “ PDT " PDT Admin “ Workpad “ DOP ’\,,Lm SR Sy state ’\}74“ Selaw e IT SeEmal S wea S Google

‘ CL::E)r:m!:g:'m ‘ ‘ Last FuYPD || Position gstorv || Pr\n\t'reerrsfgenndhcr Rﬁg:“r: }?ag;e E
Position Control
STATE OF ALASKA Number (PCN): 081104

Current Position Information
Recruitment Type: Normal

Glass 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): No
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: 907-465-4431

Supervisor Information
PCN:  Title:
Physical Work Address:

Work Phone:
I'his 1S an example ot a
Last action effective: 12/23/2005 SyStem Startup reco rd .
Type of last action: System Startup The “Last Full PD” will
Last full PD effective:
be mostly blank for
0 & O [t oy 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

ostio 0 =18l

{1} | O wtmsfdep st stpciptin s« it sschcreteneman 5 v| ) [C] o0

L pomadtir Qweoesd Q0P 4 Re3 [ 0aF [ Lew O @ nail (] AlceRshars2t || wea [Claoece O ors O e O pocs
Welcome Kim Reports Toals & Setfngs Help  Logout

Public Position Descriptions

PCN: Q3

After choosing the “Edit an existing

Homepaze

Manage Submissions Create Submissions Track Submissions

One-Time Revievrer

position” selection the below screen will

Fosit on Dascriptiors L || Edit an existing position . e i
Salect this option -0 edt 2 acsPh Use i feature tc trazk te . .
Wy submissions derplamr t raqueet o postan centre | pagrss o a subizien be displayed. You type in the actual
Ful Fosit on D3scrpeiors 24 || change “fem arigination <o
Fositon Contral Changes L1 by weud 1 select tis option” e H
Study Pasitior Cesciptions 3| | whas is a full position descr ptior edit? Submission's PCN: PC N yO u n ee d tO ed |t . N OTE . P I ea Se
Honoemanert 1 || wha: is a pasition centrel charge?
sanor . S i read the information above the Search

Create a naw position

Study pasitior Cescptions 3| | Salect this aption -0 create a pasition
Nonaemanert 3 || deszrptian for a new classified or
partislly-sserpt position

Division What's New

Ful Fositon Dascrp-iors Why weuld T select tis option®
Fosit on Cantral Changes
Study Psitiar Ceseiptions
Nonaermiaert

boxes first to determine what kind of
position you need to edit. There are

« Enzncenents to the
Dutes Page

Request o position
Sslect this aption o create a

Tachnical Services novpermanent position requast. How Do L.

Management Services Why weuld T select tis option®
Employee Services fles Flled position ua to
Classification e nzt leve t

two options; only choose one.

flex = vacat positiar?

Extend a position ori- a il a0

Tﬁ The Online Position Description System - Mozilla - |5|5|
. Fle Edit “ew Go Bookmarks Tools Window Help

@Q O O O ‘ http:Jidop. state. sk.usfopdfopd00findex.cFm?fuseaction=createSub. editFull StepOne | [Q Search ] go
a

. 5 Home | E3Bookmarks S PDT %% PDT Admin S Workpad 5 DOP S RaB 3 LR S state %% Finance ¢ Law S 1T %% Emal S WPA 5% Google

Welcome Kim Reports Tools & Settings Help  Logout Public Position Descriptions

PCN: | go’

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 Contraol Information, Duties, Other Work Detail, work Demands, and Supervisory
autharity. & revised staffing chart is required befaore this type of submission may be forwarded to the Division
of Persannel.

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 PCN is werified, a new submission is created.

Mote: There may be only one full position des

<< Search >» |

Ton for a PCH in the system at a time.

Edit position control information

This aption is used primarily by Management Services and department administrative staff when changes to
only the Position Control Information page are necessary. Position 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 contral change.

To create a position control change 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.

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

of the PD.

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

PCN . << Search >>

@ =2 & EJ [pone

Once the PCN is searched for and verified, a submission management page is
displayed. (Illustrated on the Next Page)
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SUBMISSION MANAGEMENT PAGE

[$ The Online Position Description System - Mozilla

. File Edit Yew Go Bookmarks Tools indow Help

QQ o O O |% https:)fdop. state. ak.usfopdfopd00findes. cFm?fuseaction=EditedSubmissions, main®Subld=39025

TBackmarks % PDT 5 PDT Admin % Workpad 3 DOP %y RBE Sy state %y Finance S5 Law 3 IT S Emal S WPA % Google S DOP Tracking ... S OFD

o 4% Home

=Tk

| [CRSearch l ﬁo

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 Reports  Tools & Settings Help Logou

t

Public Position Descriptions

Homepage = Full Position Descriptions > Submission Management

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 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 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

—

PCN: | gor

Click here

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
Hurnan Resource Specialist I

..

Quick Data: Icon Definition to make
# st hments: o | X = Remove B save
¢ requiramants laft: 3 requested
# ona-time raviewars: 0
This section is used only when you need to add or remove another job class for Changes to

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

Frequently Asked Questions

the PCN.

Why does “Mot Yet Selected”
display?
wWhy would I add another job class?

How do I add another job class?

do I see the different PDs for
3 flexibly =
multiple class position?
How do I remove a job class?
Why would I remove a job class?

This field is
updated

automatically

¥ nNormal
” coupled Class

Recruitment Type

Check the recruitment type the position should be,

" Flexibly staffed
[T Multiple Class

when information
on the form is
changed.

Requested Actions

Request an Action

|
/ Add Action
| _—

[

Frequently Asked Questions

.-+

-

How do 1 remove an action?

How do 1 add an action?

why are the requested actions
important?

when do I request “Update” as an
action?

(Screen print continued on next page)
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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
field, click the

h Save button on
Use this field either the top or
only if the PD bottom of the
needs tO be 4 submission may be added to a study by selecting from the list below. If the page
added to a % Slmssion I nckadad i that studye o e AR
study. <A =] | Addio study | -

Notice to the Division of Personnel {optional) Thls 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,
Reviewers, &

<« | | noteto
Division of
Personnel staff.

Approvers:
The “Return”

button will

display here.

Delete

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

Approvers: The
“Send Forward”

button will display
here when all
Reviewers: The requirements are met,
“Done With there are no active
Review” button one-time reviewers
will display here. listed, and the
submission is not part

of a group.

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

=lolz

=i TOME | JBTmRTEr TS 7 FOT ¢ FOT PO 7 WOTRpST 7 DUF 7 R0 7 (K 7 S8E  w TTae 7 LW 1T LA WA GOogE

Welcome Kim Reports  Tools &%gs

Help Logout Public Position Descriptions

Homepage > One-Time Reviewer Submissio

One-Time Reviewer Submi

PGN: I go ik

Click on either the PCN or class Mtle to review the submission, When you are done with your review, click the

"Done with Review" button by

PCN Class Title

Done with review Mew3988  Analyst/Programmer IV
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POSITION CONTROL INFORMATION

[&' Position Description - Position Contro! X ;rormation - Mozilla
. File Edit Yiew, Go _Beeft

0.0 O @ Cmimssswm

arks Tools ‘Window Help

. 45 Home [JBockmarks S PDT “\: PDT Admin S Workpad S D

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

=18l

] (@) <5, [

Requested Class Title:
Human Resource Specialist I

Page data is

Position Control Number (PEN): 100233

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

A

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 Control : Other Work Work Superviso Returh to Submission
‘ Information ‘ Duities ‘ Detail H Demands ‘ Authorityry H Manpgement Page
Position Control Information v
B save & Print View
1.1. Position Information
Information at Time of Request
Class Title: Human Resource Specialist 1 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: Yes Strike Class: 3
Position requires possession of a Commercial Drivers License (CDL): No
Position requires possession of, or access to, firearms or ammunition: No
AKPAY Organizational Routing Code: 02012002
i Requested Final Changes

1 Class Title / Class Code / Range
]Human Resource Specialist|-P1410-16 LI
Bargaining Unit/Code: | Confidential Unit-KK =l
Department: | Administration - 02 =l
Division: | Personnel R4
Region/Section/Unit: IManagementServil:es
Location/Code: IAnchorage~EE\A L]
Position Type/Code: [ Full Time/OMB Autharized - FACL |
Position requires possession of a Commercial Drivers License (CDL): C ves @ No
Position requires possession of, or access to, firearms or ammunition: C ves © No
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)

907-465-4368

(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.
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POSITION CONTROL INFORMATION

(Screen print continued from previous page)

1.2. Contact Information

Information at Time of Request

Physical Work Address:
550 W, 7th Avenue Suite 1120 (Street/Building)
Anchorage (city)

This position is: Yacant

Work Phone:
907-465-4368

An incumbent’s
name will
display here.

Requested Final Changes
f there is an incumbent's name listed and the position is currently vacant, click the red "X" to remove

Incumbent's First Name: |

<< Search >>

(Street/Building)

Incumbent's Last Name: I

Physical Work Address:
[550 w. 7th Avenue Suite 1120

|Anchorage (City)

This position is: Yacant

Work Phone:

[007" - [a65 - [4368

Updated
supervisor
information
will display
here.

A1
PCN: |071601 Class Title: |Human Resource Specialistlll

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

Information at Time of Request

Supervisor: Ima Worker Email: ima_worker@admin.state.ak.us

Work Phone:
907-465-5490

Physical Work Address:
450 Whittier St (street/Building)
Juneau (City)

Requested Final Changes

Supervisor: Ima Worker Email: ima_worker@adminstate.ak.us/

Work Phone: Physical Work Address:
907 - |465 - |[5490 [450Whinier8\ (Street/Building)
[Juneau (City)

If the supervisor's position is filled, enter in the supervisor's first and last name.

<< Enter>> \

Supervisor's First Name: ]

Supervisor's Last Name: ]

OR

If the supervisor's position is vacant, enter in the supervisor's PCN.

Supervisor's PCN: << Enter>> \

B save & Print View

Demands Authority Management Page

Position Control i
Information | ‘ Doties

I Supervisory H Return to Submission ‘

Other Work Work
Detail

[0 B2 &F EJ | Transfening data from dop.state.ak.us...

the incumbent. If the incumbent's name is incorrect, search for the incumbent by entering the first —1
last name in the fields below and clicking the "Search" button.

If the
incumbent’s
name is incorrect
or blank, enter
and search for
the correct name
here.

PCN: 071601 Class Title: Human Resource Specialist 111 //

Update these
fields as
necessary after
the name search
is completed.

If the supervisor
information is
incorrect or blank,
enter the correct
supervisor’s name.
-OR- Enter the
supervisor’s PCN
if the supervisor’s
position is vacant.

v

[ R P N

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 desighee may also be chosen if the supervisor is
otherwise unavailable to certify the submission.
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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.

DUTIES PAGE

Click here

Requested Class Title:

=

‘%’osition Control Number (PCN): Mewd 7350 =

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

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

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,

Each functional
area is a box
containing duty
statements. More
functional areas or
duty statement
boxes may be

2. Duties

show instructions B save |& Print Vie

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

2.2. Starting from the maost to the least important, list the functional areas assigned to the
position. Within each functional area, describe the duty statement ossocioted; estimate the
percentage of time spent performing the duties; and define each area as essential (E) or marginal

(M).

Percentage Total: 0%

[ Add a Functional Area Here ‘
>

‘ Remove this Functional Area ‘

= Move

Functional Area Title: |

‘ Add a Duty Statement Here ‘

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

/

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.

added by clicking
on the buttons in
the desired area.

B
|
% of
E/M Time Duty Statement

[T

I U |

x| @ % | I ¥

0y

[

il

—
[N

1

¥

mi

[, ®

|

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

Add a Duty Statement Here

=

(Screen print continued on n'ext‘pag'é)
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DUTIES PAGE

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

Add a Functional Area Here ‘

(Screen print continued from previous page)

'I Move

| Remove this

Functional Area Title: I

| Add a Duty Statement Here ‘

Funcﬂow

Caution! Click
this button only
if you want to

remove an entire

%9 of
el el e s functional area
[H % pzojss=s|:= = ==l x| BoE F¥ and the duty
1| \ \ |
- statements
within.

| Add a Duty Statement Here ‘

[ Add a Functional

Percentage Total: 0%

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

Other Work

Duties Detail Demands Authaority

Position Control
Information

‘ Work

Supervisory H

Return to Submission
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: I
| Add a Duty Sﬁt{ment Here |
% of = ’_‘
E/M (O | puty statement | || Move | | Remove this Duty Statement |
[[F % s ru|==s==|:=:=| == x x| w75 | W
= | | | |
| Add a Duty‘.‘:}mement Here /
|E/M _';f:’moef e — | =l| Move ( [ Remove this Duty Statement ||
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CERTIFICATION

[Bf The Online Pasition Description System - Mozilla |21 x|
. File Edit Wew Go EBookmarks Tooks ‘Window Help |

a @Q O @ Q |% https!//dop. state, ak.usfopdfopdO0finde: cfm?fusead CIle here for a ||St Of D &Q

. 48 Home | F3Bookmarks S PDT %3 POT Admin %% Workpad %3 DOP %3 R&B S state S approvers and reviewers WhO
may review, edit, or approve
meson mans| - the submission.

ks OFD

Welcome Kim Reports  Tools & Setting:

Homepage > Full Position Descriptions >

Certify Submission CMN 100233

This sul fon is currently at the Origination step,

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

¢~ Send the submission to the supervisor Amanda Holland.
forward. =— A _
OR << Send >> |
Search for
OR
and select a
desianee to Send for Supervisor Designee Approval
g If the supervisor's position is vacant, the submission must be sent to a designee. 4 designee may also be
Send the chosen if the supervisor is otherwise unavailable to certify the submission,
SmeiSSion 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
\ S

[ 6= & EJ [oone =8l

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 desighee 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.
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CREATING A NEW POSITION

The Grine Posion Description System

aFirefox PREIE|

B Ect Yew Bookraks o5 b

@& o-@ {1} 1O tpsfep o acstopefpdin ot szchcretene man 3 o] B [C]5000

L poradrir O vwiotead Qoo 3 Res [ Gk [ Lew Q1 4 Enai [ e shar=t ] wea [Glocde O ors C e Qpors
Welcome Kim Reports Took & Sattings  Help Logout | Public Position Descriptians

Homepaze

Manage Submissions Create Submissions

One-Time Revievier
Fosit on Dascriptiors

Edit an existing position view a single submission
S3lect this Jption <o edt a aceiticn Use tais feature tc trask te

wy submissions desrplin or to requast 3 psition centrol | progress of a submission
Ful Fosit an Descripiors 24 || change e oricination <o
ralzation

Fositon Cantral Chances 1|y i 1 seleet tris option”

Study Pasitor Coscptions 3| | ihaz s 3 ful positon descrptior =dit? | - Submission's PN

Nonsermaert 1 || what = 3 paston cenrel charger

T s » Search for Submission
Ul Fasiton Dzscripiiors = || create anevi position €

Study Pasitior Ceserptions 3 || Salect this aption -0 create a poian
Nonsemavert 3 || deszrption for a new clazsified ar
patially-ezempt position

Division

Ful Fosit on Dzscrip:iors
Fosit on Cantral Changes
Study Pasitior Cesciptions
Nonaemanert

What's New

« Enzncenents to the
Dites Page

Why weuld T seleet tis option”

Request a position
Salect this aption o create 3

Technical Services nopermanent position fequst How Do L.,

Management Services Why weuld T select this option”
Ernployee Services fles Flld position ua to
Classification he nait leve ?
fles 2 vacant pasitiar?
Extend a position ani- A fll o0

After choosing the “Create a new
position” selection the below
screen will be displayed. Select the
appropriate type of position you
need to create and select
<<Continue>>. NOTE: Please read
the information. There are four
options; only choose one.

) The Online Position Descript ,.\ Class Specifications | Sorted | % ] N[om\rlmigm—wu;’ x| +

€ DA n o5.alaska.gov/op index.cm?ft createNen
&) Most Visited () PCN History {O) Online Position Descri.. Dictienary.com €@ Alaska Dﬂun of Per
Welcome Tres Repolyl Tools & Settings

& DOPE&LR | Classification &) ALDER Overview | Divi.. ™ Class Specifications | ... €@ Retirement and Benefits

B ¥ A9 =

E1 ¢

Help Logout Public Position Descriptions

Homepage > Create a New Dusi%mﬁ

4

Create a new po:
This option is used whej

homepage. b/

Normal

Flexibly Staffed show definition
Multiple Class  show definition
Coupled Class show definition

<< Continue >>

)’a new position has been budgetarily authorized and a pesition description is necessary
to classify the pms\tm} Select the recruitment type for this new position and click the continue button. Once
the continue buttogis clicked, a submission is created and saved. You may exit the system at any time
throughout the folbwing steps and access the submission later by using the "Manage Submissions" menu on the

{ PCN: goli
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CREATING A NEW POSITION (CONT)

The next screen will look like the example below. OPD will automatically
generate a temporary position control number (PCN) to use for approval
documents. In the example below the temporary PCN is "New137008.”
Please note that the word “"New” is also part of the PCN. Once the position
arrives in Classification Services, a permanent PCN will be assigned.

Fill in all information in the form as above with “Edit an existing position”
instruction.

[Eile Edit View History Bookmarks  Iools  Help

' © The Online Position Descript -\r; Class Specifications | Sorted | % | ] NEOGOVInsight - MyHR x|+ %

-1 wBe ¥ A 9 =

8 Most Visited () PCN History () Online Position Descri... | =7 Dictionary.com & Alaska Division of Pers... €@ DOP&LR | Classification & ALDER Overview | Divi.. ™ Class Specifications | .. &g Retirement and Benefits >

@ @  https://opd.doa.alaska.gov/opd/opdld/index.cfmfuseaction=n: issions.main.

Public Position Descriptions

| PCN: goik

Welcome Tres Reports  Tools & Settings Help  Logout

Homepage > Full Position Descriptions > Submission Management

Submission Management for PCN New137008 New Position Tracking Number
An optional tracking number may

This page is used to prepare the submission to send to the Division of |be entered here to use in place of

Personnel. To edit the position description and to change the requested | the system generated PCN.

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 T

necessary before a submission may be sent to the next step in the M‘

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.

I

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: Icon Definition
# attachments: 0 | X =Remove B save
# requirements left: 7

# one-time reviewers: 0

Class Titles
This section is used only when you need to add or remove another job class for

the PCN.
Submission History
Attachments Read the FAQs on the right for more details on why you would need to
Questionnaire add or remove job classes.
z‘;‘::;:;;:fﬁ:; q ed Class Title Frequently Asked Questions
Not Yet Selected i
Comments ® Why does “"Not Yet Selected”
Dop Internal Notes display?
Template @ Why would T add another job class?
Revert Back « How do I add another job class?

® How do I see the different PDs for
a flexibly staffed, coupled, or
multiple class position?

« How do I remove a job class?

® Why would T remove a job class?

Public Preview

Recruitment Type

Check the recruitment type the position should be

Y| Normal Flexibly Staffed
Coupled Class Multiple Class
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TRACK SUBMISSIONS VIEW

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

1) The Online Position Description Systam - Mozilla Firefox.

e Edt Mew Hstory Bookmarks Toos Help

@-o- - (1 O itpsicop.stateak.

Sy | | [Cl|coode

Lf PoT adhnin O Warkpad Q) DoP 4 *R&8 | DOF || Law O 11 € Emal || ALDER SharePt || wPh [C] Google O o1s O opp Q) pocs

Welcome Kim

Homepage

Manage Submissions Create Submissions Track Submissions

One-Time Reviewer
Position Descriptions

My Submissions

Full Position Descriptions
Position Control Changes
Study Position Descriptions
Nonpermanent

Supervisor

Full Position Descriptions
Study Position Descriptions
Nonpermanent

Division

Full Position Descriptions
Position Control Changes
Study Position Descriptions
Nonpermanent

Technical Services
Management Services
Employee Services

Reports  Tools & Settings  Help  Logout

1 || Edit an existing position
Select this option to edit @ positian

24 | | change.
Why would T select this option?

1 || what is a position control change?

Create a new position

0 | | description for a new classified or
partially-exempt position

Why would T select this option?

description or to request a position control

What is a full position description edit?

Select this option to create a position

Public Position Descriptions
PCN;:

view a single submission
Use this feature to track the
progress of a submissian
from arigination to
finalization

Search for Submission

go

Submission’s PE:

. to the

Request a position

Duties Page

Select this option to create a
nonpermanent position request.

why would T select this option?

. flex filed position up to

Track Submissions View.
From this selection, the
below page will appear. If
the page does not appear,
then the position is not in
workflow or has not
reached Classification.
Check with your
Supervisor, Division or
Department.

Classification the next level?

flex a vacant pasition?
et A full PD?

Extend a position

Done dopstatedkus @

i
1
1
1
v

r_ﬁ’ The Online Position Description System - Mozilla

=1olx]|

. File Edit View Go Bookmarks Tools ‘window Help

@O O O O |% https:/{dop.state. ak.us{opdfopd00/indesx. cfm?fuseaction=subStatus. main | [GLSEar(h l cﬁo
-
.| 4 Home | E3Bookmarks S PDT %% PDT Admin 5 Workpad S DOP 3 RBE S state S Finance ¢ Law 3 IT S Emal 5 WP %5 Google %% DOF Tracking ... i OPD

Public Position Descriptions

PCM: go

Welcome Kim Reports  Tools & Settings  Help  Logout

Homepage > Single Submission History

PCM Status Search Results
Click the K2 icon to view the submission’s workflow, reviewer, and comment history.

Click an the PCH, Class Title, Section, Step, or Received Date to view a read-only wversion 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

PCH Class Title Incumbent Section Step Rett;slt\;ed
% 100233 Huran 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.).

=== S
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SUBMISSION LISTS

[EF The Online Position Description System - Mozilla
. File Edit Yiew Go Bookmarks Tools Window Help

=l8lx|

O O I http:/{dop.state.ak.usfopdfopd00findex. cfm?fuseaction=division.showFullSubmissions

I [c\Search ]

<, [

A group of

EJBookmarks - PDT S PDT Admin v Workpad S DOP S R&8 LR N state S Finance S Law S IT N Emal S WPA \ Google

submissions

may be created
by clicking on
the box to the
left of each
PCN you
would like to
group, and

manage.

then clicking
the “GI’Ollp” Personnel
button PCN Class Title
. 251247 Human Resource Assistant
Update
201070 Human Resource assistant
Groups appear tpdate

Ungroup
A

at the top of

submission

lists. Use these PCN Class Title
buttons to [~ 022056 Human Resource Specialist I
manage the Reclass Down

group. [T 041019 Human Resource Technician II
Reclass Up
[~ 110230 Human Resource Technician II
Update
T NewSS555 Human Resource Technician II

New Paosition

[~ 022016 Human Resource Technician I
Update
[T 066158 Accounting Technician 11

Reclass Up, Bargaining Unit Change

[~ 060453 Human Resource Technician I
Update
[T 060522 Human Resource Technician I
Update

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

Incumbent

Yacant

Services-Resources/General

Yacant

Incumbent

Vacant

Jane Doe

John Public

Vacant

WVacant

Vacant

Ima Worker

Vacant

Public Position Descriptions

PCN: gor

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

What is grouping?

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

group?

Section
Management
Management

Services -
Public

La:
Reviewed Received
By
Unreviewed 05/02/06

Nicki Neal 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

Section

Southeast /
Employee
Services

Southeast /
Employee
Services

Southeast /
Employee
Services

Southeast /
Employee
Services

Southeast /
Employee
Services

Southeast /
Employee
Services

Southeast /
Employee
Services

Southeast /
Employee
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 D5/01/06

Unreviewed 05/01/06

same attachment
or comment to
each submission
within a group.

[ =R ]

==

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

The Online Position Description System - Mozilla Firefox =2 x|
Eic Edt View Hstory Bockmarks Jook Hep
@ - < (2 | © nitps:fraon. state.ok. useaction=home.main &\ x| B [Clzsooge =Y

L) poT Admin O wiorkpad O DoP % Res [ | DOF [ | Law (O 17 4> Email [ | ALDER SharePt || wra Googe O 015 O oro O pocs

Welcome Kim

Homepage

Manage Submissions Create Submissions

One-Time Reviewer
Position Descriptions

My Submissions

Full Position Descriptians
Position Control Changes
Study Position Descriptions
Nampermanent

Supervisor

Full Position Descriptians
Study Position Descriptions
Nampermanent

Division

Full Position Descriptions
Position Control Changes
Study Position Descriptions
Nanpermanent

Technical Services
Management Services
Employee Services
Claesifionti

Rep

coow

orts  Tools & Settings  Help  Logout

Public Position Descriptions

go

Edit an existing position

Select this option to edit 3 position
description or to request a position contral
change

view a single submission
Use this feature to track the
progress of a submission
fram origination to
finalization

why would T select this option?

What is 3 full position description edit?
what is 3 position control change?

Search for Submission

Create a new position

Select this option to create a position
description for a new classified or
partially-exempt position

* Enhancements to the
Duties Page

flex filled position up to

why would I select this option?

Request a nonpermanent position
Select this option to create a
nanpermanent position request,

why would I select this optior?

the next level?

.flex a vacant position?

Extend a nonpermanent position edit a fiull P07

Done

dop.state.ak.us &

This screen

displays the last
action taken to the
non-perm position.

lools  Window Help

205 - Mozilla

To view a non-permanent
position PCN, type the PCN
into the Public Position
Description box located in
the upper right corner of
OPD. This will bring up the
Current Position
Information page. Example
located below.

]

_|ol»

| hitp:fidop state. ak.us/opd/opd00findex.cfm?fuseaction=npPublicPd. pdamaodaction=currenthpFormecurrentId=ds4

Click here to view

[ POT Admin % Workpad S DOP S:RaB LR %y state %y Finance Sy Law 5 I 3l WPA S Googld

the non-perm

record.

Current Position

5 Printer friendly
Information

Version

™ |

‘ Position m ‘ ‘

Return to the

Home Page

STATE OF ALASKA

Current Pasition Information

Position Control
Number (PCMN):

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

11MN06205

Class Title: Fish and wildlife Technician I1

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 Code: AWA

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:

AKPAY Organizational Routing Code: 11012011

Hours: Will vary each week

Funding Source: 11582001-11552001

Supervisurlnformaiinn

PCN: 112179  Title: wildlife Biologist 11T
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

=]

. Rl
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NON-PERM POSITIONS

Click on the type of action to view more details about the non-perm position
(e.g. duties, department request and certification). Clicking “Establish Project

Nonpermanent” will display the page (exampled with second diagram on this
page) with additional buttons to select. Selecting “Extension of End Date” will
only display the most current information concerning the position.

Current Position

Printer friendly Return to the
Information i

Version Home Page

Position Control
STATE OF ALASKA Number (PCN):

Position History

11n06205

Start Date: 05/11/2006
End Date: 09/07/2006

Type of Action Start Date End Date
~
~ Extension of End Date 05/11/2006 09/07/2006
> Establish Project Nenpermanent 05/11/2006 06/30/2006

[B¥ Position Description PCN: 11ND6205 - Mozilla

I =1

. FEile Edit Wiew Go Bookmarks Tools Window Help

@o O @ Q [ hitpi/sdap. state. ok usjopd/opdon/index cFm?Fuseaction—npPublicPd pdémodiction=ngFarm L Bcurrenkld—a7eawviev.d | [Clg Search | ﬁo

- 4% Home | C3Bookmarks %% PDT %% PDT Admin % Workpad 5% DOP S RBB %% LR %% state S Finance = Law % IT 5% Emall % wPa %% Google

‘ Current Position H Position History || Printer friendly H Retum to the Use these buttons
esion Cormail | || epartment fequest | % to navigate within
Information Dutles and Certifcation
the pages of the
Position Control 11NOB205 non-perm record
STATE OF ALASKA Number (PCN): .
Class Title: -
Fish &nd wildlife Technician II Start Date: 05/11/2006

End Date: 05/30,/2006

1. Position Control Information

Class Title: Fizh And Wildlife Technician II Code: P&112 Range: 09

Bargaining Unit: General Government Unit Bargaining Unit Code: GG

Department: Fish & Game Department Number: 11 il

Division: wildlife Conservation

Region/Section/Unit: Region II

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): No
Position requires possession of, or access to, firearms or ammunition: No
S OIS TEQUITES PO O OV Ot T TIEahs o omnunittn st

AKPAY Organizational Routing Code: 11012011

Howurs: 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

b =2 & £3 —— ]
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TOOLS & SETTINGS

) The Online Position Description System - MozillaFirefox: ]

Fle Edt Vew Hatory Bookmarks Took tep

A Slalb Gl 0

L potacinin O workpad Q) 0op 4" Res [ 00F i Law Q11 @ emal [ atoeR sharept || wea (Gl cooge O 015 O o O nocs
Welcome Kim

s .
i} Q) bt dop.stte. ok, o, e

Public Position Descriptions

PCN: [

Homepage

Manage Submissions Create Submissions

One-Time Reviewer

The tools and settings page is

Position Descriptions 1 || Edit an existing position View a single submission

Select this option to edit a position
My Submissions

Full Pasition Descriptions 24
Pasition Cantral Changes 1
Study Position Descriptions 0
Nonpermanent 1

change.

Why would T select this option?
What is a full position description edit?
What is a position control change?

Supervisor

Full Position Descriptions 12 -
Create a new position

Study Position Descriptions 0 || glect this option to create  position

Honpermanent 0 || description for a new classified ar
partially-exempt position.

Division

Full Positian Descriptions Why would T select this option?

Position Cantral Changes

description or to request a position contral

Use this feature to track the
progress of a submission
fram origination to
finalization,

Submission's PCN:

Search for Submission

What's New

o En

to the

Study Position Descriptions

Duties Page

Request a nonpermanent position
Select this option to create a
nonpermanent position request,

Nanpermanent

Technical Services
Management Services
Employee Services
Classification

... flex filled position up to

the next level?

. flex a vacant position?
adit A fill N7

Why would T select this option?

Extend a position

Done

[BE The Online Position Desci

ion System - Mozilla
Wiew G0 Bookmarks Tools

. File Edit window  Help

accessed by clicking the “Tools and
Settings” link on the homepage.

dopatateskus §

_1=13

@o O O O |%http:”dDD‘StatE.ak‘Us,l'UpdepdDUﬁ'\ndex.Efm?fuseactiun=tuu\5‘ma\rl
-

~ A% Home

| @) S5,

E3Bookmarks % PDT %5 PDT Admin < Workpad S DOP S:R8B %% LR % stste % Finance % Law 5 IT %3 Email S WPA % Google

Welcome Kim Reports  Tools & Settings

Help  Logout Public Position Descriptions

Homepage > Tools & Settings

Tools & Settings
Personal Settings

Mote: Sorme emails you will get regardless,
& vgs, [ want to receive email notifications
s Mo, I do not want to receive email notifications

<< Set Email Sefling >>

Department Tools

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

PCN: | gol

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

- email notices.

Inactivate PCNs <€

Reassign Submission

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

Department Approvers: use this tool
to submit a PCN Inactivation request.

Department Reviewers: Have access
to initiate the request, but only the
Approver can send forward to
Classification.

Page 20 of 26



OPD User's Guide

REPORTS

n System - Mozilla
. Flle Edt Wiew o Bookmarks Tools Window Help

GQ O O O [ % httpifdop state. ak.usjapdfopd0nindex. crm?fuss action=reports,main | [Eysearch

. 4 Home [JBookmarks S PDT % PDT Admin % Workpad % DOP %% R3& S LR Wsmau S WPA %% Google
Welcome Kim Repol Bols & Settings  Help Logout | Public Position Descriptions

| PCN: gorr

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 PCH, and gives access to a read-only version of each submission
on file for the PCN.

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
infarmation is used by Technical Services to enter finalized actions into the employee screens of AKPaY,

This page is accessed by clicking the
“Reports” link on the homepage.
Division or Department Reporters,
Reviewers, and Approvers can view
this link.

== ==l =
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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. Lisix|
@ €6 B G SEI5) [Chle-s :

[ por adnin O Werkpad Q0P & Ra6 L 0oF L Law O 1T € Ened L] AloeR shaert L] weA [G] ook © 015 O 0p0 O 00cs

Welcome Kim Reports Tools & Settings  Help Logout | Public Position Descriptions
PON: g0

Homepage

Access Submission Management Page:

Manage Submissions Track Submissions
. One-TiME Reve N\
First access the PD through your Pasion escrpros 3+ anoistngposiion iew o singie submission
Select this option to a position Use this feature to track the
ﬂ Submissions d:scnplmn or ta request a position control | |progress of a submission
“ . . ” . PR Position Descriptions change.
Manage Submissions” section to Poston Conteet counas 1

Why would I select this option?
What is a ful position description edit?
Nonpermanent 1 || what is a position control change?

Study Position Descriptions 0 Submission’s PCN:

access the Submission Management
Page. If you have not edited the PD,
use the “Edit an existing position” to

Supervisor

Full Position Descriptions 12 || G oate anew position

Study Position Descriptions 0| | Select this option to create a position

Nonpermanent 0 || description for a new classified or
partially-exempt position.

Search for Submission

Division
Full Position Descriptions
Position Control Changes
Study Position Descriptions.
Nonpermanent

Why would I select this option?

* Enhancements to the
Duties Page

Request a position
Select this option to create 3
nonpermanent position request.

access the Submission Management

Why would I select this option?

flex filled position up to
the next level?

flex a vacant position?
Extend a nonpermanent position edit 2 full P2 ~|
Done: dop state.skus &

page below.

o Description System - Mozilla
Go ookmarks Tools Window Help

okmarks % PDT % PDT Admin  Workpad “-DOP G R&B i state S Finance i Law G IT “-Emal S WPA S Google - DOP Tracking ... % OPD

Welcome Kim Reports  Tools & Settings  Help  Logout | Public Positian Descriptions
PCN:

goir

Homepage > Full Pasition Descriptions > Submissian Managemert

Submission Management for PCN 100233

This page is used to prepare the submission to send to the Division of Fersonnel. Ta edit the position
description and to change the requested class title, click the "Go to Form" button below. Use the "auick
Data" links on the left side of the page to view what requirements are necessary before a submission may be
sent to the rext step in the process, The "Send Forward® button will display at the bottam 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 submissian is sent farward, you may exit this page and access it later through the "Manage
Subrmissions" area on the homepage.

GO TO FORM

Teon Dafinition

e e e — — ——— Quick Data:

# attachments: o X =Remove B save
# requirements left: 3
# one -time reviewers: 0 Class Titles

This section is used only when you need ta add or remove anather job class for

Main Page the PCN
Submission Histol
v Read the FAQs on the right for more details on why you would need to
Attachments add or remove job classes.
Questionnaire
One-time Reviewer (Current Glass Title Frequently Asked Questions
Allow Template Use Huran Resource Specialist [
© Why does “Not Yet Selected”
Comments .
ol Requested Class Title display?
emplate Human Resource Specialist 1 © Why would [ add another job class?|
.  How do [ add another job class?
Public Preview & How do I see the different PDs for

5 fleibly staffed, coupled, or
multiple class position?

© How do I remove a job class?

* Why would I remove a job class?

Recruitment Type
Check the recruitment type the position should be.

M Normal I” Flexibly Staffed
" Goupled Glass I multiple Glass
Actionhs
Requested Actions Frequently Asked Questions
Request an Action « How do I remove an action?
w =] ¢ Howdoladd an action?
« Wwhy are the requested actions
. |Add Action impartant?
* When do I request “Update” as an
action?
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File Edit W¥iew History Bookmarks Tools Help

Dl Example of allowing template use for a draft submission

[ PDT Admi

Welcome Kim Reports Tools & Settings  Help  Logout Public Position Descriptions

PCM: gork

Homepage = Full Position Descriptions > Submission Management

Submission Management for PCN NewTemplate New Position Tracking Number

If copying

an optional tracking number may

f This page iz used to prepare the submission to send to the Division of | he entered here to use in place of
roma Personnel. To edit the position description and to change the requested | the system generated PCH,
R class title, click the "Go to Form" button below. Use the "Quick Data"
submission 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 Set Number |
that’s not process. The "Send Forward" button will display at the bottom of the
page once all requirements are complete, there are no one-time
H H reviewers, and the submission is not part of a group.
public, this P areup
Until the submission is sent forward, you may exit this page and access
must be it later through the "Manage Submissions" area on the homepage.
changed to GO TO FORM

“yes” in the

Template Users

template o i 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
su bmission "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.

(the one you Do you want to give template access to all users?
Submission History

are copying Attachments & YES, 1 DO want to allow all users to use this submission as a template.
Questionnaire
from).

1\ One-time Reviewer © NO, 1 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.ak.us B
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n Description System - Mozilla

8 [= 1]

Example of the submission you are copying to.

o 4% Home

JBockmarks " PDT " PDT Admin v Workpad - DOP " REB - state - Finance v Law - IT . Emal - WPA v Google - DOP Tracking ...

% OFD

Welcome Kim

Reports Tools & Settings Help Logout Public Position Descriptions

PCN: | goxr

Homepage > Full Position Descriptions > Subm

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

Click this
button to see
the “Template
Search” area.

(=S

# one-time reviewers: 0

Quick Data:
# attachments: Y Template Search
# requirements left: 2

The templating function allows the use of a public or draft PD form as a template to
copy the following pages to the new submission: Position Contraol Information,
Duties, Other Work Detail, Work Demands, and Supervisaory suthority, If you want to
template from a draft PD, you must be given access through the "allow Template
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
used as a template until it is made public,

Submission History
Attachments
Questionnaire
One-time Reviewer
Allow Template Use
Comments
Template
Revert Back

Mote: Templating may be used for submissions with more than one class title, such
as a flexibly staffed paosition. For example, within the same submission, the wark
demands page from one PL may be copied to the work demands page of the ather
PO,

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

PCN: I << Search >> |

Delete

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

The search results will display:

GO TO FORM

# one-time reviewers: 0

Quick Data:
# attachments: o Templating Search Results
#requirements left: 3 | gplect the position description you would like to use as a template from the results

below. If the pasition description you want to use is not in the results, you can
search again or continue to use the current form,

Main Page
Submission History
Attachments

Questionnaire o

Draft Position Descriptions
Mew4E5251
(NewTemplate)

<< Use as Template >>L
N

P1135 - Administrative Clerk IIT

One-time Reviewer

Allow Template Use
Comments
Template

Search Again?
Search for the Position Description you want tg

PCN:
<< Search »> |

Revert Back
Public Preview

Click this button to
copy from the
selected submission.
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[5' The Online Position Description System - Mozilla

. File Edit

GQ o Q O |% https:/idop. state, ak.usfopdiopdO0findex, cim?fuseaction=editedSubmissions, templatingmodAction=matchupisubl | [GLSearch l go

EJBookmarks S PDT % PDT Admin % Workpad S DOP %3 R&B S state S Finance % Law S5 IT S Emal % WPa %% Google %% DOP Tracking ... S OPD

- & Home

Wiew Go Bookmarks Toals

Window Help

Welcome Kim

Reports  Tools & Settings  Help  Logout Public Position Descriptions

PCN: | go’

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 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:
# attachments:
# requirements left:
# one-time reviewers:

Main Page
Submission History
Attachments
Questionnaire
One-time Reviewer
Allow Template Use
Comments
Template
Revert Back
Public Preview

o
7
o

Template Selection

Choose the items you want to copy from PCN 201020 .
- Position Contral Information Page

~ Duties Page

~ Other Work Detail Page

I~ work Demands Page

v Supervisary Authority Page

r &ll of the above

submit

0 & ) o

=10lx|

Choose the pages
you want to copy
and click the
“submit” button.

SE=TE A s

[E% The Online Position Descl

. File Edit

@O o O O |% https:/{dop.state. ak.usfopdfopdo0findex. cFm?fuseaction=editedSubmissions. kemplatingfmodaction=searchiSubId? | [CLSEar(h l Cgo

.| 4 Home | E3Bookmarks S PDT %% PDT Admin 5 Workpad S DOP 3 RBE S state S Finance ¢ Law 3 IT S Emal 5 WP %5 Google %% DOF Tracking ... i OPD

View Go Bookmarks Toals

on System - Mozilla

Window Help

Welcome Kim

Reports Tools & Settings  Help  Logout Public Position Descriptions

PCM: I gor:

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:
# raquirements left:

# one-time reviewers:

Submission History
Attachments
Questionnaire
One-time Reviewer
Allow Template Use
Comments
Template
Revert Back
Public Preview

Template Search

You have successfully templated this submission with information from «———
another submission or public position description.

The templating function allows the use of a public or draft PD form as a template to
copy the following pages to the new submission: Position Control Information,
Duties, Other Work Detail, Work Demands, and Supervisory &uthority, If you want to
template from a draft PD, you must be given access through the "allow Template
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
used as a template until it is made public.

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
[n]n]

[0 &) &F £3 [pone
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This message

displays when

the templating
is complete.

-
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ONLINE POSITION DESCRIPTION (OPD) QUICK START GUIDE

Login
1. Use Mozilla 1.6+ or Internet Explorer 6.0 as the browser.
2. Goto: https://opd.doa.alaska.gov/opd/
3. The Online Position Description Login page should display.
4. Enter your LDAP Username and Password in the text boxes. NOTE: Some departments have
separate Idap login for their computer and Outlook. If the Idap login you use for your computer
does not work, use your Outlook login.
5. Click the Login button or press enter.
6. The Online Position Description System Homepage should display.

Homepage
The OPD homepage contains areas to create, manage, and track submissions. Go to the Create a

Submission area to:
e edit an existing position
e create a position description for a new position
e request a nonpermanent position, or
® request a nonpermanent extension.

Go to the Manage Submissions area to:
® review,
e edit, and/or
e approve a submission.

Go to the Track Submissions area to:

¢ track the progress of a submission from origination to finalization. NOTE: This option only
works for positions that are actively in workflow.

Submission Management Page

All submissions have a Submission Management Page. Use the GO TO FORM button on this page to
enter information into the form. To see what requirements are needed before a submission may be sent
forward, click the # requirements left link below the Quick Data header on the left side of the
Submission Management Page. Once the requirements are met, the Send Forward button will display
at the bottom of the Submission Management Page.

Certification Page

The certification page will display when the Send Forward button is clicked. Different options
display depending on the authority of the user and the submission’s step. Once the
certification is complete, the system routes the submission to the next step.

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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