Department HR Services OPD Guide
(Department Human Resources/Workforce Services and Employee Relations)
OVERVIEW

This guide is for Department Human Resource Staff (DHRS) responsible for using the Online
Position Description System (OPD) to research and/or change position control information via a
Position Control Change (PCC) application.

DHRS must have OPD “Department Human Resources/Workforce Services or Employee
Relations (DHR/WS)” access in order to use the features described in this guide. The
department Human Resource Business Partner (HRBP) or Employee Relations (ER) supervisor
will send a request to the Classification Services Operations Team authorizing this access.
NOTE: There are other HR sections that are not delegated PCC authority but are authorized to
have Employee Relations permissions to access reports and use as a research tool.

o Agency Division Approvers have the authority to approve single PCC actions for
supervisory and home unit changes.

o Users with access to the Department Human Resources (DHR)/Workforce Services
(WS) Homepage may process the PCC actions listed below:
e Vacant location changes.
e Filled location changes: These changes are initiated by the agency*
e Changes in levels for vacant flexibly staffed and multiple class positions. Note: The
agency does not take action in OPD to flex vacant positions. DHR/WS completes all
vacant flex actions in OPD.

o Users with access to the Employee Relations (ER) Homepage may create PCC
submissions for the following:

e Changes in levels for filled flexibly staffed and multiple class positions. Note: The
agency does not take action in OPD to flex filled positions. Employee Services
completes all filled flex actions in OPD.

o Classification Services (CLS) has full authority to process full position descriptions,
non-permanent positions, position inactivations, bargaining unit changes, edits to all PCC
actions processed by DHRS staff, FLSA changes and updates, and “super” position
control changes (changes to the Position Control Information (PCI) page), and other
special services as needed. CLS will also approve the following:

Position type changes

Transfers between divisions and departments with no change in duties.

Multiple PCC actions.

CLS make changes due to error(s) or unforeseen circumstances when identified.

CLS inputs all actions into the Integrated Resource Information System (IRIS).

Special services as assigned or needed such as troubleshooting and initiating work

orders.
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To Login:

1. Go to https://opd.doa.alaska.gov/opd/

2. The Online Position Description System Login page should display.

3. 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 email login.
Click the Login button or press enter.
The Online Position Description System Homepage should
display.

vk

‘QQ% HR Forms | OPD | WorkPlace Alaska | Employee Call Center

Department of Administration > Division of Personnel > Home

Online Position Description Login

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

Support

If you have questions concerning the system or require assistance, please contact the appropriate
Classification Staff (PDF) using the linked contact sheet.

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/129.0.

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

Username: Password:

| << Login >> |

State of Alaska Search DOP DOP Webmaster Photo Credit

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.


https://opd.doa.alaska.gov/opd/
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Header 1: Department
HR/Workforce Services

Functions and Instructions
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ACCESS TO DHR/WS HOMEPAGE

Use the “Reports” link to
view a draft submission’s
status.

File Edit View History Bookmarks Jools Help

== a X
(5 | @R Mail - Causey, Tres (DOA) - X IR Calendar - Causey, Tres (DC X () The Online Position Descri € Ciassification DOPLR - OPL X (i Diagrams - Screenshots for X () 1OPD-1044] PCC Restructur X () The Online Position Descriy X+ v
3 J o8 ) alaska.gov, ! B ® @ & =
8% signin to Outiock () Online Position Descri.. € IRISAdvanced - Sign In @ Calendar - Causey, Tre. Classification, Division... () State of Alaska €@ Classification DOPLR @ Job Class Studies & G.. @ Notebooks - OneDrive » [ Other Bookmarks

Welcome Tres Reports  Tools & Settings Help Logout Public Position Descriptions

PCN: RS ST SER'

Homepage

Create Submissions Track Submissions

One-Time R U th. f Id t
Position De: 0 Edit an existing position View a single submission Se Is Ie O
Select this option to edit a position Use this feature to track the
My Submissions description or to request a position control | |progress of a submission
et s, 7 | o ron view approve
3 finalization.
Position Control Changes 0 || P ———
e e ick here for Instructional videos on e o e e
Sty poston Descrtions 0 ||| RSO SE e erUon (G ||| submission's pc: PDs and to check
Nonpermanent 6 Position Description (OPD)
Inactivate PCNs Projects 0 What the Current
Supervisor sC Search for Submission N
0 is a position control change? ” t d I I
B allocated level IS
0
Create a new position What's New ol or a PCN.
Select this option to create a position
o || description for a new classified or partially- o T nenided
exempt position. nenqe
ntrol Changes 0 ment Language
position Descriptions 0 | | Why would T select this option? Updated # X
G « Updating the
Supervisor Process ¢
Department Request a nonpermanent position rmanent
Full Position Descri 0 || Select this option to create a Tnactiats
osition Control Chang 0 || nonpermanent position request x
y P Descriptions 0
Why would I select this option? s of 2
nent 0 Drivers
Inactivate Pcns Projects 0 License (CDL)
Language Change ¥
Department HR/Workggrce Extend a nonpermanent position x
Services Select this option to request an extension « Labor Distribution
of a nonpermanent position.
Employee Relations o ek Code - Limited Entry #
Classification (Individual) Why would I select this option? x
Classification (Studies)

Click on the DHR/WS link to
process a change in level for a
vacant flexibly staffed or multiple
class position.

As a user with access to the DHR/WS or ER queues, you have a Reports link
on your homepage. Most OPD users will NOT have this link. See Reports
Access section of this guide for more information.
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|
=]
X

Use this field to change
the allocated level of a
filled flexibly staffed
position. This creates a
submission that is added
to the “New submissions”
list.

Jor - Causey, Tres (DOA) - X @ OneDrive X B Classification DOPIR - PDWo X Q) The Online Position Description X+

<

i-test doa.alaska.gov/opd/opd00/index.cim?fuseaction=es ma B © @38

bAdvanced - Signin & Calendar - Causey, Tre... @ Classification, Division... Q) State of Alaska @ Classification DOPLR -.. € Job Class Studies & G... @ Notebooks - OneDrive arks

> [Dother Bookm:

Welcome Tres Reports Tools & Settings Help Logout ‘ Public Position Descriptions
|

PCN:

Use this field to
| view or research the
current PCN history.

mepage > Department HR/Workforce Services Homepage

Department HR/Workforce Services
Click on the type of submission you would like to see from the list below.

New i and i igi by Dep.

HR/

Submissions forwarded from other DOP sections

— = = = Change class levels
TEST SERVEK TEST SERVER S
EST SERVE SERVE = Search for the Position Description you want to edit.

TEST SERVER TEST SERVER

Click here to view

the submission list

- = 8 of position control

T — B changes forwarded

from departments,
and to view draft
“change in class

g e — dl level” submissions

Use this field for — — = created by DHRS,

<< Search >>
TEST SERVER TEST SERVER

‘Change location
Search for the Position

TEST SERVER TEST SERVER
TEST SERVER TEST SERVER TEST SERVER TE SERVER TEST SERVER TEST SERVER TEST SERVER

TEST SERVER TEST SERVER

vacant location
changes.

DHR/WS staff have responsibility for selective individual PCCs. DHR/WS
users will need to check the list for new submissions each day (an email is
not sent). The following actions are automatically routed to DHRS:

* Location changes (Filled and vacant)
» Vacant flexibly staffed or multiple class positions.
Changing levels for recruitment purposes
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Department Human Resources/Workforce Services Actions

All users with access to the DHR/WS Homepage will see the same list. Submissions will
be displayed by the department group (i.e. General Group, Transportation, Public
Protection, Resources, etc..), with the submissions for the appropriate departments listed
below the department group header.

Eile Edit View Hi Bookmarks ook Help

- a x
) | &R Mail - Causey, Tres (DOA) - Out X [l Calendar - Causey, Tres (DOA) - X 4% OneDrive X (3 Qassification DOPLR - OPDWo X (©) The Online Position Deseription X § v
« c o8 = ) alaska.gov,
&% sign in to Outiook () Online ¢ scri.. @ IRISAdvanced - Sign In @@ Calendar - Causey, Tre... @ Classification, Division... {Q) State of Alaska ¥ Classi

@ Job Class Stu
5

7 Descriptions

Pu

Reports  Tools & Setfings Help Logout

« 29 = L = e PC
G roup ge > Department HR/Workforce Services Homepage > New Submissions
headerS Wl I I 1 = = = New Submissions
Click on the PCN you would like to manage.
appear above -
.. Transportation Group

submissions - PON  Class Title tncumbent  Dept _ Division

- 253779 Engineer/Architect 2 Lauren Staft 25  Facilities 02/13/25
rece'ved for‘ Engineer/Architect 3 Services

M Requested Action(s):

the SpeCiﬁC ‘ . .‘ . Public Protection GI.DIJP

121985 si 12 Alaska State 05/07/25

group. E v e nctonte: et
Examples: e e [ : o
Transportation, IR . Acton(s):
Protection, and

General
groups.

and

Pretri
Probatior
Parol

1
Criminal Justice
ician 2

Technicia

e

Requested Action(s): Location Change

Click the PCN of the submission youwanttoprocess. (@& = € @ & & ¢ & ~ e Qom o
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CLS can route PCCs to the DHR/WS queue. each other if a change in routing
is necessary. NOTE: This function is rarely used and always with prior
coordination between CLS and the HRBP. A humber will display when
forwarded - see below:

File Edit View Higtory Bookmarks Tools Help - a x
{5 | i Mail - Cousey, Tres (DOA) - Out: X () The Online Positon Description X [ Calenagausey x Q) The Oniine Postion Descrption X
> C [ alaskagov, T . @ ws o @ @ B

Change class levels
Search for the Permanent Position Description you want to edit,

PCN
<< Search >>

Change lacation
Szarch for the Permanent Position Description you want to edit.

Fle Ed View Higlory ookmarks Jools Hel 7 x

) @ Mail - Cousey,Tres (00A)- Our X ) The Oniine Position Description X [ Calendar - Causey, Tres (D0A) - X ) Th Oriine Positon Description X+

The queue displays L P e e e

position actions in this pome Zom tn ey

format. You either =

approve or return 10 CLS B "5 e s s
using the Forward button, [l S s i i e
To forward, click the : ]

selection box to the left of [l "™ ™" amiw it v e 2z

the PCN. Then select CLS
from the drop-down box.
Click the “Forward”
button to route the
submission to the selected
DOP section. NOTE:
This function is rarely
used and always done by
CLS - prior
coordination is required.

Once a submission is finalized in OPD, Classification Services uses a report
from OPD to enter changes into the IRIS position control screen starting the
following business day.
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epartment Human Resources/Workforce Services PCCs
(Review/set final actions on Submission Management Page)

To process position control changes:

Verify that the OPD public record and the IRIS position control screens for
the PCN match to ensure the system information is correct before taking
action. If they do not match, contact the CLS Operations Team.

Click on the "New Submissions and submissions originated by Department
HR/Workforce Services” or “"Submissions forwarded from other DOP
sections” link, as appropriate.

A list of submissions currently at the DHR/WS step should display.
Click on the PCN of the submission you want to process.
The Submission Management page for the PCN should display.

If you see a message in red font at the top of the screen stating: "Note:
Another submission (Full Position Description) for this PCN is
currently at the Approver step with Classification." notify CLS of the
action you're taking prior to approving. The notice will always tell you
where the PCN is currently located. Take the following action based upon
the location of FPD:

a) Origination step: Process

b) Supervisor/Supervisor Designee step: Process

c) Division step: Look up the PCN in the PCN History. Insert an
Internal Note stating what the PCC action was taken. NOTE: Just a
simple note telling us is all that's needed, not a resume. Process
the same day you place the Internal Note.

d) Department step: Same as above.

e) Classification step: Do not process. Contact Classification first
so they can modify the FPD before you process. This is so we don't
overlay the action you're taking. Once this is done, then you may
process. NOTE: The reason CLS must be notified is to prevent the
PCC action from being overridden whenever the full position
description is finalized.

Click the "Go to Form” button to review the requested changes.

When the review of the form is completed, select "Return to the
Submission Management page.”

Enter the effective date of the change (mm/dd/yyyy). See guidance for
effective dates on the CLS resources webpage at:
http://doa.alaska.gov/dop/classification/resources/

10.
11.

07/1/2025

Select a final action and click the “Add Action” button.
Click the “Save” button.
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12. Complete the email notification section: add an LDAP user’s name by
using the email search function; create an email by selecting the
“Submission Approved” message and clicking the “"Create Email” button.

13. Before closing out a submission, you may use the “"Public Preview”
function on the submission management page to review the draft
changes.

14. Once all the requirements are met, click the Close-out button.
15. View the public version of your closed out submission to ensure
information is displayed correctly.

Note: If a submission needs to be returned/withdrawn, input the
reason why in the Comments section before sending the
submission back.
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Department Human Resources/Workforce Services PCCs
(Review/set final actions on Submission Management Page)

The following screen shots display the screens a user will see and the
instructions for processing a PCC

Click to view what — J[=

requirements are left before
the SU bm iSSiOI’] may be 0/findesx. cfm#fuseaction=ipccsubmissions. mainéSubId=26579 I [Q Search ] ‘:-'fgo
Closed out (See page 12) | R&E S LR Sy state S Finance S Llaw S IT S Emal % WPa % Googls

ools & Settings Help  Logout Public Position Descriptions

PCM: go =k

Homepade > Management Services Homepage > New Submissions > Submission Management

Subission Managment for PCN 075998

Click to check

if another Butich below. s she quick dars nks on he Mt scs Lo visw what requiramants are necessary befors s Click to
.. b i h h in th : i leted, th i
Sme|SS|on fOI’ Eﬂtgssﬁiﬂ ;?:;aye;te?;eti;ttir:e;c; ts;spp;ng; e process, Once reguirements are completed, the appropriate review the
the PCN isin coTororm | ¢ Position
progress (see o e — Control
page 8). (ot © g X = Romoue B save Information
dqe-time reviewars: 0 FM page.
am Page Employment Security Analyst 11
i Ion History
CIICk to EftN stor:' Recruitment Type
create Comments
- omments Normal
emai I (See NDop l.ntern.al Nn.tes
ail Notuf\c.atmn i
Page 8). et | ET— o
Puljic Preview Effective Date: / mm/dd/yyyy
Click to review what Requested Actions
Organizational Routing Code Change
th_e request_ed changes Select a
WI” IOOk Ilke once the Final Actions f|nal aCtIOH
submission is closed o «— | andclick
Out Set a Final Action ! e
. | j Add Action | the Add
Action”
button
Type in the reason for this request in the form field below,
The org routing code changed to 07200537,
Click the

save button

Bsee 4— | f0save
page data.

Return/Withdraw / Delete

W o 0 T e, The Close-Out button will appear | Pe———ia
here when all the requirements are
07/1/2025 met, and the submission is ready Page 11
to be finalized.
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[ Position Description - Position Control Information - Mozilla

File Edit ¥iew Go Bookmarks Tools ‘Window Help

OQ o G O |% http:fidop.state, ak.usfopdjopd00findesx .cFm?fuseaction=ipccSubmissions pdFormemodAction=Page 1 &id=3769 ‘ [C'LSearch ] ng

. 4% Home | EJBookmatks % PDT % POT Admin % Workpad S DOP %3 RBE %3 LR %y state % Finance - Law S IT % Emal % wPa % Google

_(0x

Requested Class Tite:
Employment Security snalyst 11

Return to Submission
Management Page

Position Control Number (PCN): 0759398

This is the
“snapshot” of
the public
record at the
time the
submission
was created.
Shaded areas
cannot be
changed.

Position Control Information

& Print View
1.1. Position Information
Information at Time of Request
Class Title: Employment Security Analyst 11 Code: P4660 Range: 17

Bargaining Unit: General Government Unit

Bargaining Unit Code: GG

Department: Labor & Workforce Development

Department Number: 07

Division: Employment Security

Region/Section /Unit:

Location: &nchorage

Location Code: EBA

Position Type: Full Time/OMBE Authorized

Position Type Code: FACL

FLSA Exempt: Yes

Strike Class:

3

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

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

No
Mo

AKPAY Organizational Routing Code: 07200575

The “Final
Changes”

/W Department:

Requested Ghanges

—

Region/Section/Unit: 20/37

AKPAY Organizational Routing Code: 07200537

Final Changes

These are the
changes the
department
requested. They are
always shaded.

| Labor & Workforce Dewvelopment - 07

Division: IEmpIUymentSecurity
Region/Section/Unit: |2n,'3? <4

Watch for this type of error—this
should be a name, not a number, and
should be changed to the correct

areas are i . ; ;
Location/Code: [Anchorage -EBA name (i.e. Anchorage Midtown or
where DHRS Pasition Type/Cade: [Full Time/OMB Autharized - FACL Intake Unit. not 20/37).
Can make Position requires possession of a Commercial Drivers License {(CDL): T ves @ No
Changes |f Position requires possession of, or access to, firearms or ammunition: © vas & No
H
necessary AKPAY Organizational Routing Code: ID?ZDDSE?
1.2. Contact Information
Information at Time of Request
Incumbent: Susan Brenner
Email: susan_brenner@labor.state.ak.us
This position is: filled Physical work Address:
3301 Eagle St (Street/Building)
Work Phone: Anchorage (City)
007-269-4757
3
m &= & Waiting for dop.state akeus.., =
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Department Human Resources/Workforce Services PCCs
(Review Position Control Information)

n Control Information - Mozilla - 1ol x|

. Ele Edt View Go Bookmarks TIools Window Help

QQ O @ O [ S nttpisidop. state. ak.usjopdjopd0n index .cm?fussaction=ipccSubmissions. poF armémodsction—Page18id—=3763.4 | [Cly Gearch | Cgo

- 4% Home | EJBockmarks %% PDT %% PDT Admin %% Workpad %% DOP %3 R8E % LR %% state % Finance %% Law % IT %% Email % wPA % Google
Requested Changes

-

Mo Data to display

Final changes

> Incumbent: Susan Brenner

Email: susan_brenner@labor.state.ak. us

If there is an incumbent's name listed and the position is currently vacant, click the red "=" to remove
the incumbent. If the incumbent's name is incorrect, search for the incumbent by entering the first and
last name in the fields below and clicking the "Search" button.

Incumbent’s First Name: I

Incumbent's Last Name: I << Search >> I

This position is: filled Physical Work Address: 1
[3301 Eagle St (Street/Building)

work Phone:

[a07 | - [e6a | - [a757 [anchorage (o

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: Email:

PCM: cClass Title:

Wwork Phone: Physical Work Address:
(Strest/Building)
ity =

Requested Changes

Supervisor: Bradley Gillespie  Email: brad_gillespie@labar.state.ak,us

PCN: 075147 Class Title: Employment Service Manager 1Y

work Phone: Physical Work Address:

907-269-1081 PO Box 107024 (Street/Building)
Anchorage (city)

Final Changes

Supervisor: Bradley Gillespie  Email: brad_gillespie@labor.state.ak.us

PCN: ID?51 47 Class Title: |Emp|0yment Service Manager v

Work Phone: Physical Work Address:
07 - IEEE - IT 081 Po Baox 107024 (street/Building)
Anchorage (ityl

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

Supervisor's First Mame:
Supervisor's Last Name: << Entar »>

0OR

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

Superwvisor's PCM: I << Enter »> |:

B save & Print View

Return to Submission
Management Page

I S8 B £ | wating for dop state sk . E=n
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& c

B2 Signiin to Outlook () Online Position Descri

Department HR Services OPD Guide
(Department HR/Workforce Services and Employee Relations)

Help

08

Click here

to view

this page.

This displays a
list of prior
actions taken.

(© The Online Position Description X

o Calendar - Causey, Tre.

alaska.gow,

[E Calendar - Causey, Tres (DOA) - X (O The Online Position Description X +

@ Job Class Studies & G.
Public Position Ds

@ Classification, Division.. () State of Alaska  @@% Classification DOPLR -

Welcome Tres Reports Tools & Setings  Help  Logout

Department HR/Workforce Services Homepage > Submission Management,

Submission Management for PCN 021674

This page is used to prepare the submission for finalization. Use the quid
what requirements are necessary before a submission may be closy
the Close-out button will display on the bottom of the page.

inks on the left side to view
ce requirements are completed,

Note:

Another submission (Full Position Description) for this ¥EN is currently at the
Origination step.

Active Submissions
Effective Type of
Action
=

— From O Status or Step

et 4

¥ Accounting
Technician 3

Accounting [ FPD
Techni

Origination

Wain Page "9
PCN History PCC Employes
Altachments Services
Comments
Dop Internal Notes
Email Natification
Fublic Notice Non Active Submissions
Public Preview Effective Type of From To Record | Status or Step
Action Type
Title Accounting _+ Accounting | PCC Public
Chang ician I11 « Technician 3
Supervisory o0 Fublic
Change
ONLY
Reclass Up + Accounting * Accounting|
Technician 11 Technician L1
02/05/2016 Organizational 02011601 02011604 PCC Public
c
i)
)
12/23/2005 | System Startup 55
Delete

fﬁ' The Online Position Description System - Mozilla

. File Edt Yew o Bookmarks Tools ‘Window Help

QQ O O O |% http: jfdop.state ak.usfopdfopd00/index.cfm?fuseaction=ipccSubmissions. viewRequirements&subld=26579 | [QSearch ] ':i]JQ

| A% Home

When the “Note” displays red
highlighted message that another
submission is in the workflow, check the
PCN History to view the other
submission in workflow. This screen
shows a full PD submission at
origination. It also shows a PCC that is
pendina on the DHR/WS list.

Click on Record
Type or Step to see a
read-only version of
the submission,
which has a link to
the submission’s
history information.

=101 x]

[JBookmarks ¢ PDT % FDT Admin % Workpad - DOP %3 R&E %3 LR % state % Finance “¢Law 51T % Emal % wPA %% Google

Welcome Kim

HReports  [Tools & Seftings  Help  Logout |

T OGO STOOTT DS TIPS

| PCN: gokr

Homepage » Management Services Homepage » Mew Submissions = Submission Management

Submission Managment for PCN 075998

This page is used to prepare the submission for finalization. To edit the form, click on the "Go to Form"
button below, Use the quick data links on the left side to view what requirements are necessary before a
submission may be sent to the next step in the process. Once requirements are completed, the appropriate
button will display at the bottom of the page,

GO TO FORM

Quick Data:
# attachments:
# requirements left:

# one-time reviewers:

4
a

Main Page

Check the Syste

Submission History

PCN History

Requirements page

Attachments

to see what items

Comments

Dop Internal Notes

are left to

Email Notification

Public Notice

complete before

One-time Reviewer

Public Preview

closing out.

System Requirements for Position Control Change Submissions
Below is a list of of the system reguirements that must be completed before a
submission may be moved to the next step, The indicator next to each item shows

whether or not the requirements are completed.

PD Form
Position Control Information Page: complated

&l the fields on this page are required, except for the organizational routing code,
The organizational routing code is required only at the department step.

Final Action: not completed
Set at least one action,

Reason for the Request: not completed
Provide the reason for the request.

Effective Date: not completed
Provide the effective date for this submission,

Email Notifications: not completed
Set the email that will be sent out when this submission leaves DOP,

[m =]

Dane
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r_ﬁ The Online Position Description System - Mo:

Relations)
EMAIL NOTIFICATIONS

zilla

. Flle Edt View Go Bookmarks Tools Window Help

=101

OQ o O O |§ hkkpifidop, state, ak.usjopdfopd00/inde:x . cFm?Fuseaction=ipcc Submissions, emals&modAction=viswisubld=265" | [Q Search l do
-

. 8 Home | CJBockmarks % FDT S PDT Admin

S Workpad % DOP - REB G LR S state % Finance % Law S IT % Emal S WPA %% Google

Welcome Kim

Public Position Descriptions

Reports  Tools & Settings  Help  Logout

Homepage > Managemen

submission may be se
button will display at

Submission Managment for PCN 075998

This page is used to prepare the submission for finalization. To edit the form, click on the "Go to Form"
button below. Use the quick data links on the left side to view what requirements are necessary before a

PCN: | gor

t Services Homepage > New Submissions > Submission Management

nt to the next step in the process. Once requirements are completed, the appropriate
the bottom of the page.

GO TO FORM

Quick Data:
# attachments: o
# requirements left: 4

# one-time reviewers: 0
Main Page
Submission History
PCN History
Attachments
Comments
Dop Internal Notes
Email Notification
Public Notice
One-time Reviewer
Public Preview

Select the
“Submission

click the
“Create Email”
button.

07/1/2025

[TSubject: |
Approved” Message:
message and 5z Ele o oxox | @@ S
|

Email Notifications

Select the recipients to notify when the submission is made public. If selected, the
recipients listed below will receive the email message drafted below. Search for
additional email recipients by first and last name.

Search for email recipient:

¥ Departrment spprover: Guy Bell
¥ Division approver: Kenneth Mil
Ird Originator: Manette Lathrop
¥ supervisor: Bradley Gilespie

<< Save >
Email Message

Create an email draft from the list below, Once created, the draft may be modified,

I/_/} j << Create Email »> |

First Name:

Last Name: I

<< Search »> I

Email may be
modified after
it’s created. If
modified, be
sure to click
the “Save
Email” button.

<< Save Email >> /

Return/Withdraw

Delete

The auto-generated email
the submission is closed out.

is sent when

Page 15
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To change a level for a FILLED flexibly staffed or multiple class
position:

1.

o v AW

16.

Verify that the OPD public record and the IRIS position control screens for the PCN
match to ensure the system information is correct before taking action. If they do
not match, contact the CLS Operations Team.

Go to the ER Homepage by clicking on the Employee Relations link on the OPD
homepage.

Type the PCN in the PCN field.
Click the “Search” button.
The Submission Management page for the PCN should display.

Use the PCN History button to see if another submission for the PCN is in progress
within DOP, coordinate processing of the submissions as necessary. (If this is not
done, your action may override the other action in progress.)

Click the radio button to the left of the level the position should be allocated to.

Enter the effective date of the change (mm/dd/yyyy). See guidance for effective
dates on the CLS resources webpage at:
http://doa.alaska.gov/dop/classification/resources/

Select a final action and click the “"Add Action” button.

9. Type in the reason for the request. The following standard comments are

10.

11.

12.

13.
14,

suggested: “The supervisor has certified the incumbent has successfully completed
the flex training plan and is prepared to perform the duties of the higher level. A
performance evaluation (if required by the department) recommending advancement
to the next level has been signed by all necessary parties and finalized by Dept HR
Services. The incumbent meets the minimum qualifications for the higher level.”

Click the “Save” button.

Complete the email notification section: add an LDAP user’s name by using the
email search function; create an email by selecting the “Submission Approved”
message and clicking the “Create Email” button.

Before closing out a submission, you may use the “Public Preview"” function on the
submission management page to review the draft changes.

Once all the requirements are met, click the Close-out button.

View the public version of your closed out submission to ensure information is
displayed correctly.

Note: Once a “"Change Class Levels” submission is created, the submission is added to
the "New Submissions"” list within the ER queue. You may exit the submission and
return to it later through the New Submissions list.

Note: Contact the CLS Operations Team to change the levels for intern positions.


http://doa.alaska.gov/dop/classification/resources/

Department HR Services OPD Guide
(Department Human Resources/Workforce Services and Employee
Relations)

EMPLOYEE RELATIONS - CHANGE IN LEVEL PROCEDURES
FOR A FILLED POSITION

===

[E£ The Online Position Description System - Mozilla
. Eile Edit Yiew Go Bookmarks Tools Window Help

| Eosme) | S,

OO O O O |% http:/{dop. state. ak.us/opdfopdO0findex. cfm?fuseaction=pccl evelChangeSubmissions. mainéSubld=4126

- 4 Home

E3Bockmarks % PDT % POT Admin % Workpad %3 DOP %3 R&B %3 LR S state %3 Finance % Law % IT % Email % wPa % Google

Welcome Kim

Reports  Tools & Settings Help Logout

Click to check

Public Position Descriptions

| PGN: | gorr

Homepage > Employee Services Homepage > Submission Management

Submission Managment for PCN 028063

This page is used to prepare the subrission for finalization. To edit the form, click on the "Go to Form"
button below. Use the quick data links on the left side to view what requirements are necessary before a
submission may be sent to the next step in the process. Once requirements are completed, the appropriate
button will display at the bottam of the page.

X = Remove
¢ = Edit

whether there
are other *attashﬂc;tz:ata:.

submissions in
the system for
this PCN (see

page 17).

PCN History
Attachments
Comments
Dop Internal Notes
Email Motification
Public Notice

Public Preview

Current Glass Title
analyst/Programmer I
analyst/Programmer 11
analyst/Programmer 111
analyst/Programme;

C Bnalyst/Programmer 1
 Analyst/Programmer 1T
" Analyst/Programmer 111
@ Analyst/Programrmer 1%

Click the radio button to
indicate the appropriate
level.

Click to add an

Flexibly Staffed

|_Enter the effective
date (mm/dd/yyyy).

email

Effective Date:

notification (see
page 17).

Final Actions

Set a Final Action

=] _dd Acton |
—_—

Select the appropriate
final action and click the

«

“Add Action” button.

Type in the reason for this request in the form field below,

Reason for the Request -

\.

Enter the reason for the
request. Standard

Click the
“Save”
button.

/B s

comments suggested
(*see checklist Item #9
on previous page).

Delete \

=

07/1/2025

The Close-Out button will appear here
when all the requirements are met, and
the submission is ready to be finalized.

Page 17
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Header 2: Department HR/Workforce Services

Functions and Instructions
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Relations)
ACCESS TO Department Human Resources/Workforce Services
HOMEPAGE

The following screen shots display the screens a user
will see and the instructions for the listed sections

Use the “Reports” link to
view a draft submission’s
status.

file Edit iew History Bookmarks Tools Help

) | @& Mail - Causey, Tres (DOA) - Out X ) The Online Position Description X [ Calend\iCausey, Tres (DOA) - X Q) The Online Position Description X ' [OPD-1044] PCC Restructure Q: X +

¢ > 08 == alaska.gov,

@ State of Alaska @ Classification DOPLR -... € Job Clas &G.. @ Notebooks
eports  Tools & Settings Help Logout | Public Position Descriptions

Welcom

Homepage

2 Manage Submissions

Create Submissions

dit 2
Select t |
description or to request a position control
change.

Click here for instructional videos on

Use this field
to view
approved PDs
and to check
what the
current
allocated level
Click on the Department is for a PCN.
HR/Workforce Services
link to process a change in
level for a vacant flexibly
staffed or multiple class
position.

238 PM
A e INER s

Note: As a DHRS user with access to the Recruitment Services (RS)
Homepage, you have a Reports link on your homepage. Most OPD users will
NOT have this link.

07/1/2025 Page 19
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Q": b bs @ /J\} O https:{fdop.state, ak.usfopdfopd00/index.cfm?fuseaction=es.main S| B @]v Google | =

Welcome Kim Reports Tools & Settings Help  Logout Public Position Descriptions CI'Ck here to VleW
PCN: Qqo] - -

\ a list of changes in

class levels that

Recruitment Services were prev|ous|y

Click on the type of submission you would like to see from the list below.

«———"_ | created and not

Submissions originated by Recruitment Services 4 f H
inalized.

Change class levels
Search for the Position Description you want to edit.

Use this field to change the allocated level of a
vacant flexibly staffed or multiple class position.
This creates a submission that is added to the
“Submissions originated by Recruitment Services”
list.

Homepage > Recruitment Services Homepage

<< Search >>

- & i ohttps:Hdop.state.ak.usIopd)’odeO[lndex.cfm?fuseactlon=es.not 4 ‘ AT

Group headers will appear
above submissions received
for each group.

Welcome Kim Reports Tools & Settingg

Homepage > Recruitment Services Homepage > New Suby

New Submissions
Click on the PCN you would like to man,

Resources Group
PCN j Incumbent Dept Division Received Due Date Rank
u 187203 * Environmyital Program ‘acant 18 Water 12/26/07

Envplnmental Program
Specialist 1T

General Group

082094 » Analyst/Programmer IV Yacant 08 Administrative 05/29/08
-8 Services
Analyst/Programmer II
analyst/Programmer III
| 030273 Paralegal 11 Vacant 03 Civil 05/06/08
Paralegal I ¢
0 082094  » Analyst/Programmer IV Yacant 08 Administrative 05/29/08
M Services
Analyst/Programmer 11
Analyst/Programmer 111
u 030273 Paralegal II Vacant 03 Ciwil 05/06/08
Paralegal I
- 031244 Yictim/Witness Paralegal II Frances Clay 03 Criminal 03/26/08

» Victim/Witness
Paralegal I

All users with access to the Department HR/Workforce Services queue
have access to the same list. Submissions are displayed by the department
group (i.e., Resources, General, Public Protection, etc....) with the
submissions for the appropriate departments listed below the department
group header.
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REVIEW PCN HISTORY

. |
Welcome Kim Reports Ty CI |Ck the PCN lic Position Descriptions

History link. : o

Homepage » Reports

Reports
Information viewed in thesdports listed below is controlled by the access level of a user, For instance, division
reviewers have acce: nly to the division(s) they are assigned; department approvers have access to all
divisions within theff department.

¥
This report displays the submission history of a PCN, 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 workflaw,
step. It also contains links to lists of all submissions associated with the type Enter the PCN
contain links to the workflow history and read-only version of each subrmission) .

and click the

“Search” button.

Welcome Kim Reports  Tools & Settings Help Logout (Ensure there are
Homepage > Reports > PCM History Search no hyphens or
Reports SpaceS)
PCN History
To view th v of a PCN, enter the PCM in the field below and click the search button,
<< Search >>
The Active Submissions area

| vens | shows that a full PD is with
Homepage = Reports = PCH History Search = PCN History Report | Classification Services. The
other fields on this line are
PCN History for PCN: D51500 blank until the PD is finalized.

Active Submissions
Effective Type of From To Record Status or Step -
Action Type

= === Click on the Record
_ - Type to see a read-
rlon AEEfEXt?vEmeISSI%r::i of From To Record Status or Step Only VerSion Of the
09/16/2006 AEC‘:IZ::’C Public Health Public Health Murse —LVCPCE Puhlic SmeiSSion’ WhiCh
G public Heaith Nurss 1 » Bublic Health has a link to the
06/01,/2006] System Startup S ] Public submission hiStOfy
information. Status
or Step indicates
where the
This area shows other submission is in the
submissions that have workflow.
been finalized (made
public), edited, returned,
and withdrawn.

Once a submission is finalized in OPD, CLS uses a report from OPD to enter
that day’s changes into the IRIS position control screens starting the
following business day.

07/1/2025 Page 21
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& - @

/I\ Ohttns:Hdop.state.ak.us,iopd;’apdtltl,l’lndex‘cfm?Fuseact|0n=pubI|cPd‘pd&modAct|0n=currentForm (v | [ IQ]- Google o - 8 X

The red
symbols
indicate the
allocated level
of the position
and the
corresponding
FLSA
indicator.

Current Position
Information

‘ Last Full PD H Paosition History H

Printer friendly
Version

Return to the
Home Page

STATE OF ALASKA

Current Pasition Infarmation

Position Control
MNumber (PCN):

Recruitment Type: Flexibly Staffed

061500

Class Title: Public Health Nurse 1

> Public Health Nurse 11

Code:

PE132
P5133 21

Range: 19

\Bargaining Unit: General Government Unit

Bargaining Unit Code: GG

Department Number: 06

[Nartment: Health & Social Services

Di on: Public Health

RegionX§ection/Unit:

Lucatiun:\(etchikan

Location Code: ACA

Position TV'N Full Tirme/0OME Authorized

Position Type Code: FACL

FLSA EKBmpt:\ Mo

Yes

Strike Class: 3

Position requires possession of a Gommercial Drivers License {(GDL):

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

Mo

AKPAY Organizational Routing Code: 06010112

Physical Work Address: 3054 Fifth ave, Ketchikan
Work Phone: 907-225-4350

Supervisor Information
PCN:  Title:
Physical Work Address:
Work Phone:

Last action effective: 09/16/2006

This is the public notice area. A

Type of last action: Salary Range Change

Last full PD effective:

public notice may be added by

CLS staff before a submission is

<
[Executive Salary Range Change <«

finalized.




Department HR Services OPD Guide

(Department Human Resources/Workforce Services and Employee Relations)

Department Human Resources/Workforce Services
CHANGE IN LEVEL PROCEDURES

To change a level for a VACANT flexibly staffed and/or multiple class
position:

1.

07/1/2025

Verify that the OPD public record and the IRIS position control
screens for the PCN match to ensure the system information is
correct before taking action. If they do not match, contact the CLS
Operations Team.

If you see a message in red font at the top of the screen stating:
"Note: Another submission (Full Position Description) for
this PCN is currently at the Approver step with
Classification." notify CLS of the action you’re taking prior to
approving. The notice will always tell you where the PCN is
currently located. In this instance, the full position description (FPD)

is in Classification. Take the following action based upon the location of
FPD:

a) Origination step: Process

b) Supervisor/Supervisor Designee step: Process

c) Division step: Look up the PCN in the PCN History. Insert
an Internal Note stating what the PCC action was taken.
NOTE: Just a simple note telling us is all that's needed, not
a resume. Process the same day you place the Internal
Note.

d) Department step: Same as above.

e) Classification step: Do not process. Contact
Classification first so they can modify the FPD before you
process. This is so we don't overlay the action you're taking.
Once this is done, then you may process. NOTE: The reason
CLS must be notified is to prevent the PCC action from
being overridden whenever the full position description is
finalized.

If a change in level is needed, go to the Homepage and click the
“Department HR/Workforce Services” link.

Type the PCN in the PCN field within the Department
HR/Workforce Services queue.

Click the “Search” button.
The Submission Management page for the PCN should display.

Click the radio button to the left of level the position should be
allocated to.

Page 23



10.

11.
12.

13.

14.

15.
16.

Department HR Services OPD Guide
(Department HR/Workforce Services and Employee Relations)

Enter the effective date of the change (mm/dd/yyyy). See
guidance for effective dates on the CLS resources webpage at:
http://doa.alaska.gov/dop/classification/resources/

Select a final action and click the “"Add Action” button:

a. If the change is for a flexibly staffed position, choose “Flex
Up” or “Flex Down”, as appropriate.

b. If the change is for movement between an unlicensed and
licensed level within a multiple class position, choose
“"Multiple Class Level Change”.

Type in the reason for the request: “"Hire made at the (title) job
class.”

Click the “Save” button.

Complete the email notification section: add an LDAP user’s
name by using the email search function; create an email by
selecting the "Submission Approved” message and clicking the
“Create Email” button.

Additional comments about the request may be added to the OPD
internal record by using the "DOP Internal Notes” or "Comments”
areas.

Before closing out a submission, you may use the “Public
Preview"” function on the submission management page to review
the draft changes.

Once all the requirements are met, click the “"Close-out” button.

View the public version of your closed out submission to ensure
information is displayed correctly.


http://doa.alaska.gov/dop/classification/resources/

Department HR Services OPD Guide
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Department Human Resources/Workforce Services
CHANGE IN LEVEL PROCEDURES

Deleting a submission due to an unexpected change or circumstance.

1. Scenario: You started a submission and couldn’t complete it.

2. Once you have created a submission, OPD automatically saves it
into the work queue labeled "New Submissions and
submissions originated by Department HR/Workforce
Services.” Click on it to access a position that is currently in
workflow but was not completed.

3. Locate and click on the PCN you want to delete.

4. Scroll down to the bottom of the page and click on the Delete
button.

5. You will receive the following message in a separate Java
window "Click OK if you are sure you want to remove the
Submission for the PCN "XXXXX".

6. Click OK.

7. The next screen after clicking OK should take you back to the
Recruitment Services Homepage and display the following at the
top of the page in red font: "The submission has been
successfully removed."

8. You're done! As always, if you have any questions or run into

problems, please feel free to reach out to Classification Services
Operations staff. Thank you!

07/1/2025 Page 25
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File Edit View History Bookmarks Tools Help - o Xx
(5] ©R Mail - Causey, Tres (DOA) - Out X () The Online Position Description X [l Calendar - Causey, Tres (DOA) - X (O The Online Position Deseription X 0 [OPD-1044] PCC Restructure Q1 X + ~
&« C QO 68 = opd 1 alaska.gov/of nd actior B % % 2 @ 8 =

B signinto Outlook () Online Position Descri.. GJ Calendar - Causey, Tre... @) Classification, Division... () State of Alaska & Classification DOPLR -.. @ Job Class Studies & G.. % Notebooks - OneDrive % Standard Occupationa.. 2 [ Other Bookmarks

Public Position Descriptions
PCN; 9033}

Welcome Tres Reports Tools & Settings  Help Logout

Homepage > Department HR/Workforce Services Homepage

Department HR/Workforce Services
Click on the type of submission you would like to see from the list below.

New Submissions and submissions originated by Department HR/Workforce Services 7
Submissions forwarded from other DOP sections

Change class levels 5
Search for the Permanent Position Description you want to edit.

7 . .

“Submissions originated by New

change ocation Submissions and submissions originated
selor e pemmen e et py Department HR/Workforce Services.”
This is the area where all Recruitment
PCNs that were not finalized are saved. You
can access them later to delete or finalized.

PCN

<< Search >>

<< Search >>

B Qs L dz-.cofEe A . Qaw AN
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RECRUITMENT SERVICES - CHANGE IN LEVEL PROCEDURES

G- - @

This is the
main
submission
management
page for this
PCN. Use
these buttons
and links on
the left to
navigate to the
other pages.

/;j Ohttps:[,fdup.state.ak.us,fopd)’odeD,l’index‘cfm?Fuseaction=pcheve!ChangeSubmissions‘rnain&su SIRAR' 3 [C}"f:x»""l‘t‘ 54 - 8 X

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

PCN: go

Homepage > Recruitment Services Homepage > New Submissions > Submission Management

Submission Management for PCN 031244

This page is used to prepare the submission for finalization. Use the quick data links on the left side to view
what requirements are necessary before a submission may be closed out. Once requirements are completed,
the Close-out button will display on the bottom of the page.

i g B save . .
i Click the radio button to
e 1| Dt indicate the appropriate
Main Page Fiictim/Withess Raralegal 14 level. Note: the FLSA
PCN Histor inal cl itl indi
AttachmenZs F:'r']a\/iftian’lsfs\lv‘li-;;:ss |nd|cat0r DOES NOT
Comments TEhim/Witness Paralegal 1 Change with the level

Dop Internal Notes

Email Notification

selected — this must be

Public Notice

reviewed.

Public Preview

Flexibly Staffed

Effective Date

Effective Date:

Enter the effective
date (mm/dd/yyyy).

Final Actions

Set & Final Action Select the appropriate

- Add Action . . -
! L | final action and click the
Reason for the Request “Add AC'[iOIl” button.

Type in the reason for this request in the form field below.

Type in the Reason for the
Request here.

Click the
“Save” / B save

button.

Delete

This button deletes the entire

PCN history report view.

/ \

submission for the PCN. A The Close-Out button will appear here
record of the deleted when all the requirements are met, and
submission is retained on the the submission is ready to be finalized.

07/1/2025
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When the “Note” displays that another submission is
in workflow, check the PCN History to see what the
Homepags > Recruitment Services Homepage > - g lhmission is. This screen shows a full PD

Submission Management for PCN| submission at origination. It also shows a PCC that
IS pending on the Recruitment Services list.

(;?I hd - @ ﬁ} Ohttps:j!dop.state‘ak.usfopd/odeD/index.cfm?fu

Welcome Kim Reports  Tool:

This page is used to prepare the submi
what requirements are necessar
the Close-out button will di

on the bot

Note:
Another submission (Full Position Description) for this PCN is currently at the
Origination step.
here ] . Active Submissions ré
Q:'Ck D?ta. Effective Type of From To Record |PStatus or Step
to #arachmentss Action Type
i # requirements left: 4 PCC EMRIGyEE
View Services j
this Fiain Page Feo [ omanation B8 Click on Record
paqe Attachments Type or Step tosee a
Comments

read-only version of
the submission,
which has a link to

Non Active Submissions

Effective Type of From To Record | Status or Step
Email Notification Action Type

Public Notice 03/06/2008 Flex » victim/Witness | PCC Public
Public Preview Down  Victim/Witness Paralegal 11

Dop Internal Notes

T e the submission’s
e i T i T history information.
This displays a list
of prior actions
taken.
Delete

~ - LRSI S S I g S R

I I e e o)

Welcome Kim Reports  Tools & Settings Help Logout Public Position Descriptions

Homepage > Recruitment Services Homepage > New Submissions > Submission Management

Submission Management for PCN 031244

Click
here to

view this ———
Quick Data: , System Requirements for New Position Submissions

page e en‘; left: 4 | Pelow is alist of of the system requirements that must be completed before a Th'S page d|sp|ays

submission may be moved to the next step. The indicator next to each item shows

whether or not the requirements are completed. the I'e(]U"'ementS
P’g:‘:zsrey Final Action: not completed Ieft to Complete

Set at least one action,

Attachments before closing out

Comments Reason for the Request: not completed
Dop Internal Notes Provide the reason for the request. a Subm|SS|On
Email Notification '

Public Notice

This page is used to prepare the submission for finalization. Use the quick data links on the left side to view
what requirements are necessary before a submission may be closed out. Once requirements are completed,
the Close-out button will display on the bottom of the page.

Allocation Level: not completed

The number of job classes in the submission must be appropriate for the type of
Public Preview action requested and/or for the recruitment type selected. For example, if the
recruitment type is flexibly staffed, there must be at least two job classes indicated.

Effective Date: not completed
Provide the effective date for this submission.

Delete
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Department HR/Workforce Services — EMAIL NOTIFICATIONS

VQJ,

() O https:{fdop.state. ak.usfopdfopd00findex.cFm?fuseaction=pccLevelChangeSubmissions. emailsér

S x| B [Clz|coogle

Welcome Kim

Reports Tools & Settings

Help Logout

Submission Management for PCN 031244

Public Position Descriptions ]

PCN: 9ol

Homepage > Recruitment Services Homepage > New Submissions > Submission Management

This page is used to prepare the submission for finalization. Use the quick data links on the left side to view
what requirements are necessary before a submission may be closed out. Once requirements are completed,
the Close-out button will display on the bottom of the page.

Click
here to
view this

page.

Quick Data:
# attachments:
# requirements left:

Main Page
PCN History
Attachments
Comments

| DOR Internal Notes
Ei

&4 Notification
Public Notice
Public Preview

Select the
“Submission
Approved”
message and
click the
“Create Email”
button.

07/1/2025

o
4

Email Notifications

<< Save >>

Recipient List

Select the recipients to notify when the submission is made public or
returned/withdrawn. If selected, the recipients listed will receive the email message
drafted below. Search for additional email recipients by first and last name.

Search for email recipient:
First Name:

Last Name: g
<«

<< Search >>

@alaska.gov

<< Yerify Email >>

Email Message

Create an email draft from the list below. Once created, the draft may be modified,

Message:

Msubject: I

E

x| G | S Y

Email may be
modified after
it’s created. If
modified, be
sure to click
the “Save
Email” button.

|- &

-

Search for email
recipients here (for
example, the name
of the hiring
manager).

<< Save Email >» |

—

Delete

The system sends the
email when the
submission is closed
out.

Page 29
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ﬂ‘j Ohttps:/ldup.state.akAuslopdfodeDp’index.cFm?Fuseactiun=pcheveIChangeSubmissions.cummen S| B C]' Go

Welcome Kim

Reports Tools & Settings  Help

Logout

Public Position Descriptions

Comments

Homepage > Recruitment Services Homepage > New Submissions > Submission Management

Submission Management for PCN 031244

This page is used to prepare the submission for finalization. Use the quick data links on the left side to view
what requirements are necessary before a submission may be closed out. Once requirements are completed,
the Close-out button will display on the bottom of the page.

are viewable
by the
department
users through
their read-
only views;
DOP Internal
Notes are
not.

Quick Data:
# attachments:

# requirements left:

Main Page
PCN History
Attachments
Comments

Dop Internal Notes
Email Notification
Public Notice
Public Preview

o
4

Icon Definitions
X = Remove
§ = Edit

Comments

There are no comments

Make a Comment

Type in the comment you would like to
make and click the button labeled "save
comment", These comments will not
display on the public version of the
submission; however, they are viewable
at all steps of the process. They may
be deleted or edited only by their

authar.,

Comment:

Save Comment

Delete

ﬁ“; O https:{{dop.state. ak.us{opdfopdo0findex.cfm?fuseaction=pccLevelChangeSubmissions. commen =3 | ¥ | [ [C]'

Welcome Kim

Reports Tools & Settings  Help

Logout

Public Position E)escriptions

Submission Management for PCN 031244

PCN: gox

Homepage > Recruitment Services Homepage > New Submissions > Submission Management

This page is used to prepare the submission for finalization. Use the quick data links on the left side to view
what requirements are necessary before a submission may be closed out. Once requirements are completed,
the Close-out button will display on the bottom of the page.

Quick Data:
# attachments:
# requirements left:

Main Page
PCN History
Attachments
Comments

Dop Internal Notes
Email Notification
Public Notice
Public Preview

0
4

Icon Definitions
X = Remave
¢ = Edit

Comments

EsClassifier

This is a test comment.
Kim Garrett - 06/03/08
x

The author of the
comment may
delete or modify
it by clicking the
“remove” or

Make a Comment

Type in the comment you would like to
make and click the button labeled "save
comment". These comments will not
display on the public version of the
submission; however, they are viewable
at all steps of the process. They may
be deleted or edited only by their
author,

Comment:

_Seve Commen |

“edit” icon.

Enter your
comment here
and click the
“Save
Comment”
button.
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Department HR/Workforce Services
PUBLIC VIEW OF PD

/|‘ Ohttps:,i,idnp‘state.ak.us,l’opd,iondDDJ‘index.cFm?fuseaction=pub\icPd.Pd&modnctian=deistory&c S RANS IQ' Google by - 8 X

Current Position
Information

‘ Last Full PD ‘ ‘ Position History ‘ ‘

Printer friendly Return to the
Version Home Page

STATE OF ALASKA

Pasition History

Position Control

Number (PCN): 031244

Recruitment Type: Flexibly Staffed

CI |Ck on Effective Type of From To Record
. Action Type
anythlng WGQDDB Flex Down Victim/Witness Paralegal II Wictim/Witness Paralegal II PCC
bl . h Wictim/Witness Paralegal I Yictim/Witness Paralegal I
ue In t e /06/01,/2006 System Startup 55
record line
you would
Ilke to o /I‘ O https:/jdop. state. ak.usfopd/opd00findex. cm?fuseartion=publicPd. PdamodAction=pecForm & 55| 7 | [@ Q' Google | - 8 X
view. Current Position - Printer friend Return to the 2l
Information Last Full PD s tion Higgg Version W Home Page
Position Control | | Department Request
Information and Certifcation
STATE OF ALASKA
Paosition Control Change
Class Title: Position Control
Number (PCNY 031244
Go to: Recruitment Type: Flexibly Staffed
I\/ic:timNVitness Faralegal | j ThIS Screen
— . shows what
1. Position Control Information | I th
Class Title: F Victim/Witness Paralegal I / Code: »P7108 Range: » 14 eve t €
Bargaining Unit: General Government Unit Bargaining Unit Code: GG posltlon Was
Department: Law Department Number: 03 a”ocated to
Division: Criminal
Region/Section/Unit: When the_flex
Location: Dillingham Location Gode: Daa dOWﬂ aCtlon
Position Type: Full Time/OMB Authorized Position Type Gode: FACL was taken
FLSA Exempt: No strike Class: 3
Position requires possession of a Gommercial Drivers License {CDL): Mo
Position requires possession of, or access to, firearms or ammunition: Mo
AKPAY Organizational Routing Code: 03336559
Physical Work Address: Choggiung Bus. Ctr, Dillingham
Work Phone: 907-842-2482
Supervisor Information
PCN:  Title: |_— The deta”
Physical work Address:
Work Phone: abOUt Who
finalized the
Type of Action: Flex Down & SmeISSIon
Effective Date: 03/06/2008 appears here
Division of Personnel Section: Employee Services '
Closed out by: T N , Human Resource Technician I, on 03/06/2002
ame
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- @

/I‘ Ohttps:,l’,l’dop.state‘ak.us;’upd,fopdtlu,imdex‘cFm?Fuseact\on=pubthd‘pd&modAct\on=pchorm2&c w| v [ |G‘|' Google

Cc.

Current Position
Information

‘ Last Full PD ‘ ‘ Position History ‘ ‘ Pri"'\t‘,eeg'i";“dw ‘ ‘ Retum to the

Home Page

Position Control

Department Request
Information

and Certifcation

STATE OF ALASKA

Pasition Control Change

Class Tite:
Victim/Witness Paralegal 1
Victim/Witness Paralegal 11

Position Control
Mumber (PCMN);

031244

Recruitment Type: Flexibly Staffed

2. Department Request & Certification

Information at Time of Request

Class Title: » ¥ictim/Witness Paralegal 11

Victim/witness Paralegal [

Code: P7109 Range: 16

P7108 14

Bargaining Unit: General Government Unit

Bargaining Unit Gode: GG

Department: Law

Department Number: 03

-

Division: Criminal

Region/Section/Unit:

Location: Dillingharm

Location Code: DAa

Position Type: Full Time/OMB Authorized

Position Type Code: FACL

FLSA Exempt: No

Strike Class: 3

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

AKPAY Organizational Routing Gode: 03336559

Physical Work Address: Choggiung Bus. Ctr, Dillingham
Work Phone: 907-842-2482

Supervisor Information
PCN:  Title:
Physical Work Address:
Work Phone:

Requested Changes

Requested Actions

Reason for the Request

Paosition was hired at the lower level,

Certification

Submission originated on 03/06/2008 by the Division of Personnel.

by DOP staff.

This certification statement
appears on submissions created

This screen
shows the
information at
the time of
request, the
reason for the
request, and the
certification.




LOCATION CHANGE FOR VACANT PERMANENT PCN WITH AN
ACTIVE RECRUITMENT

The following provides instructions on how to process location position control changes
(PCC) within the online position description (OPD) for vacant permanent positions
with an active recruitment. Prior to using this function, the following criteria must exist
to use the Recruitment Services PCC option to change the location for a position:

e The position control number (PCN) for the position must be in the classified,
excluded or partially exempt service.

e The PCN must have been vacant at the time of the effective date action.

e Delegation is through the agency Human Resources Business Partner (HRBP) or
Workforce Services Manager (WSM) for staff within their sections. The HRBP or
WSM identifies personnel to Classification Services that are authorized OPD
Recruitment access to perform the action.

A. CHANGING THE POSITION LOCATION.

1. Once you have logged in you will see your introductory homepage. OPD will
display your name in the upper left-hand corner of the screen welcoming you into
OPD.

2. From the OPD Homepage, under the Manage Submissions section, select
“Department HR/Workforce Services” link near the bottom of the section.

Ele Edit View History Bookmarks Woks Help 8 %

) | R Mail - Causey, Tres (0OA) - XY BB Calendar - Causey, Tres (D X () The Online Position Descriy X (b Clas

ion DOPLR - OPC X Diagrams - Screenshots o X (€9 [OPD-1044] PCC Restructur X () The Oniine Position Descry X

« 8 = ) alaska.gov, B v @ @ &8 =

8% signin to Outiock () Online Position Dfkcri.. € IRISAdvanced - Sign in @ Calendar - Causey, Tre... (@) Classification, Division... (Q) State of Alaska € Classification DOPLR @ Job Class Studies & G... @ Notebooks - OneDrive » [ Other Bookmarks

Welcome Tres Reports Tools & Settings Help Logout

Public Position Descriptions
PCN: PRRSY ST SERVER

Homepage

Manage Submissions |~ Creste Submissions | “Track Submissions |

0 Edit an existing position View a single submission
Select this option to edit a position U € to track the
My Submissions description or to request a position control r ubmission

Full Po: change.

Click here for instructional videos on
how to perform operations in the Online
Position Description (OPD)

Inactiv

Supervisor
Fu

Create a new position

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

Division
0
0
0 | | Why would T select this option?
0

Department

osition
n extension

Employee Relations
Classification (Individual)
Classification (Studies)
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3. Inside the search box underneath the title "Change Location.” Type in the PCN
needing to have the location change (no dashes or spaces). Click <<Search>>

4. You should now be on the Submission Management page. Fill in the following

fields:

a)
b)

c)

d)

(Location/Code): Change the location to the location of the recruitment
(Salary Schedule): Input the salary schedule. NOTE: If you’re unsure of
what the salary schedule is, contact your supervisor or Classification
Services.

(Reason for the Request): Type in reason. Example: Recruitment hire
action to different location. This can also be department developed
and/or specific language, if desired.

(Effective Date): Insert effective date on or prior to when the incumbent
was approved for hire. For instance, if the employee was hired on
8/17/2024, use that day or the day prior 8/16/2024. NOTE: If you need to
backdate it more than one pay period due to a delay in creating this
location change, you must first contact Classification Services Operations
for approval.

. Sa
5. clic

6. On the left side of the screen under the header Quick Data. The "# requirements
left:" should say 0 requirements.

7. Click “loseout

. This will take you to the Approval screen.

8. Type in username/Password. Click on Make Public.

9. The next screen, after clicking Make Public should take you back to the
Recruitment Services Homepage and display the following at the top of the page:
"The submission has been successfully made public."

10. You’re done!



SPECIAL ACTIONS WITHIN LOCATION CHANGES

1. Submission in Workflow (See below example): If you see a message in red font at
the top of the screen stating: "Note: Another submission (Full Position Description)
for this PCN is currently at the Approver step with Classification." The notice will
always tell you where the PCN is currently located. In this instance the full position
description is in Classification.

a) Copy the red notification at the top of the page and paste into the OPD

Internal Notes for the PCN.

b) Click Save Note.
c) Continue to process as normal.

a. NOTE: If the position is not in Classification such as at Origination,
Supervisor, Division, or Department step, the recruitment should not have
been posted. Contact your supervisor, Workforce Services and/or
Classification supervisor for guidance.

2. Submission in Workflow: If you type in a PCN and OPD displays in red “A
Submission is already in workflow for this PCN.” Contact the agency to have them
remove it from workflow or resolve its status. NOTE: Also, this PCN should not
have been recruited for unless it was in Classification workflow.
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% B Calendar - Causey, Tres (DOA) X (@) The Online Position Descripticr % | ) The Online Rosition Descriptior X |+

3tion DOPLR -.. @ Notebooks - OneDrive (D) Oline Position Descri—. [
Public
PCN:

Reports Tools & Settings  Help  Logout

Recruitment Services
Click an the type of submission you would like to see from the list below.

Submissions originated by Recruitment Services

A Submission is already in workflow for this PCN.

Change class levels
Search for the Position Description you want to edit
PCN

<< Search >>

Change location
Search for the Position Description you want to edit.

Deleting a Submission in Workflow: The following describes what to do if you
need to delete submission due to an unexpected change or circumstance.

a) Once you have created a submission, OPD automatically saves it into the work
queue labeled “Submissions originated by Recruitment Services.” Click on it
to access a position that is currently in workflow but was not completed.

b) Locate and click on the PCN you want to delete.

c) Scroll down to the bottom of the page and click on the Delete button.

it Yiew Higtory Bookmarks ook Help

usey, Tres (DOA) - Ou' % [ Calendar - Causey, Tres (DOA; % () The Online Position Deseriptic: X Q) The Online Position Descriptio X

Q8 alaska.qov @ % a @ mn g Hn =

Division... €@ Classification DOPLR - . @ Notehooks - OneDrive
| Ao

Type In the reason for this request in the form fleld below.




d) You will receive the following message in a separate Java window "Click OK if
_you are sure you want to remove the Submission for the PCN " XXXXX".

e) Click OK.
f) The next screen after clicking OK should take you back to the Recruitment
Services Homepage and display the following at the top of the page in red font:

"The submission has been successfully removed."
g) YOU’RE DONE!

B @R Mail- Causey, Tres (DOAI - O X [ Calendar - Causey; Tres (00A) - ¥ (D) The Online Position Descriptior % (Q) The Orvine Position Descriptic: ¥ | +

acefication DOPLR . 4k Notebooks - OneDrve. Q) Griine Pasition Descr

Reports Tools & Setfings  Help  Logout

Recruitment Se
Click on the type of

Submissi ginated by Recruitment Service:
Change class levels

Search for the Position Description y

PCN

<< Saarch >>

Change location
Search for the Position Des:

B. As always, if you have any questions, please feel free to reach out to
Classification Services Operations staff.
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OPD REPORTS

A. To View status of ALL Division Positions that are in Active

Workflow: 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. The lists contain links to the
workflow history and read-only version of each submission. You must have OPD
Management Services authority to access these reports.

1.

o

Please sign in to the OPD Homepage.

2. Click on the Reports menu at located at the top of the page.

3. Scroll down the page and select Submission Counts.

4,

5. A chart will appear showing the breakdown of how many positions are in the workflow

Select Show ALL.

in the Division and what step.

You may select any number corresponding to the status of those positions.

Once you do this, OPD will produce a spreadsheet of positions complete with numbers,
titles, etc....

If you need to find out additional information about a specific position such as who it is
currently assigned to, just select it and OPD will take you to that the Submission
Management page for that position.

B. To check the history of Individual Position: This report displays the
submission history of a PCN (including Inactivated positions) and gives access to a read-only
version of each submission on file for the PCN. OPD Management and Recruitment Services
have access to this report.

1.

Please sign in to the OPD Homepage.

2. Click on the “Reports” menu located at the top of the page.
3.
4. Type the PCN into the selection box and click Search NOTE: Do not use a hyphen when

Scroll down the page and select “PCN History.”

typing the PCN. Example: 062359, not 06-2359.

View the “Active Submissions” box (see below). If there is currently an active
submission, it will be here and highlighted in blue. Look at the “Status or Step” box
area and this will tell you exactly where the active submission is located. (i.e.:
Origination, Supervisor, Division, Department, or Classification).

The Non-Active Submissions are actions that are not in workflow and have been
completed (either published as an official record in PD or Returned/Withdrawn without
any actions taken — the Status or Step box will show the final disposition). Other types
of non-active submissions that may be present are Inactivations, Re-activations, and
Edits.

Click on the “Status or Step” area for the active submission. This will bring you to the
“Submission Management” page.
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8. Click on the “Submission History” below the Quick Data section on the left side of the

page. This will show you the history of the position.

Welcome Tres Reports  Tools & Settings Help Logout | Public Position Descriptions

PCN: gorr

Homepage > Reports > Submission Management > PCN History Report

PCN History for PCN: 208033

Active Submissions

Effective Type of From To Record Status or Step
Action Type
Update B B FPD Division

Non Active Submissions

Effective Type of From To Record Status or Step
Action Type
06/01/2006 System Startup SS Public

C. Allocation Grid: This report displays information from submissions that were made
public within a specified date range. OPD Management and Recruitment Services have
access to this report.

1.
2.
3.
4

5.

Please sign in to the OPD Homepage.

Click on the Reports menu at located at the top of the page.

Scroll down the page and select Allocation Grid.

OPD will display a From Closeout Date and To Closeout Date option. Enter the date
range for which you want to review approved submission. Select the Continue button.
OPD will display all positions which you have access to view that were approved within
the specified date range.

D. Position Keyword Search: This report displays positions with duties and other
work details containing specified search terms. You must have OPD Management Services
rights to generate this report.

Awnh e

Please sign in to the OPD Homepage.

Click on the Reports menu located at the top of the page.

Scroll down the page and select Position Keyword Search.

OPD will display the reports page with three spaces to type in text.
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Public Position Descriptions

Welcome Tres Reports Tools & Settings Help Logout |
l PCN:‘ go

Homepage > Reports > Position Keyword Search

Position Keyword Search

Enter up to 3 search terms (between 3 and 50 alphanumeric characters per term; special characters will be
ignored/removed).

| search |

5. Type in the search verbiage or keyword. You can only enter three. The more terms you
use, the slower the search. Examples are Java, systems analysis, and system analysis

Public Position Descriptions

Welcome Tres Reports Tools & Settings Help Logout |
LPCN:| goxx

Homepage > Reports > Position Keyword Search

Position Keyword Search

Enter up to 3 search terms (between 3 and 50 alphanumeric characters per term; special characters will be
ignored/removed).

‘ Java |

‘systems analysis |

‘system analysis |

| search |

6. Click | search)

7. OPD will generate a report and display it as a downloadable file. The file will normally
be located in the upper right-hand corner of your screen with a down pointing arrow — see
the example below where the file is displayed as:
20240822-044832_positionKeywordSearchResult.xlsx.
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H 133% 97 R () &4
4 S
! 20240822-044832_positionKeywordSearchResults.xIsx "
_ (B
Open File
SRDEC- IRIS-HRM-ADD-CHG-ORG-ELEMEMNT (5).xlsx B

Completed — 46.4 KB

Updated OT Eligibility_Salary Threshold Guidelines_5.23.2024.pdf
Completed — 369 KB

(]

AL

OPD Workflow Chart.pdf 3
Completed — 186 KB

Show all downloads

8. Click on the file to download. The file downloads into an Excel format and displays all
PCNs, their job class, and a pdf link for every position in OPD with the keywords you
entered.

E. Assigned Roles and Users: This report displays the roles and users assigned in
OPD.
1. You must have OPD Management Services rights in order to perform this function.
2. Click on the Reports menu located at the top of the page.
3. Scroll down the page and select Assigned Roles and Users.
4. OPD will list the currently assigned user roles for your ALL Department and their
sub-divisions.
5. Toisolate by department, click on the drop-down menu labeled “View Department
Users.” Select the Department you need to view.
Click the View Department Users button.
7. The list will now only show the selected department and all the recognized associated
divisions and their currently assigned user roles in OPD.

IS2

€ M - Comeey B PO * B Camte -Comy Yo X — Cwie " QO St S Dt 5 ¥ | ) P e - o | QP i

......

- @ Cuwtce * sten DR . @ Werstoon - vt ) Owe o\ B . © s oo s . © ot o4 Moy
Weicome Tres Reports  Tosls & Selings  Help Logows | Public Position Descriptions
PN 0o
v | View Department Users

Assigned Roles and Users as of 08/29/2024

Classification Users

BU Chanae Manage Job Class Editor Nermal Asprover
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F. Informational - Report Title Labels: All reports downloaded in OPD are
automatically titled with the date and type of report. For instance, 20240822-
044832_positionKeywordSearchResult.xIsx means the following:

1. First four numbers are the year. The example report was run in 2024.

2. The next four numbers ﬁ are the month/day. The first two numbers are the month
and the last two is the day. The example report was run on August 22.

3. The last six digits “D44832” is the time. The example report was run at #48pm and 32
seconds.

4. After the numbers, a brief description of what type of report was ran is displayed.

G. Informational - Unable to Log in or OPD not allowing you to log in:

1. First try shutting down your computer. Don’t just log off, shut it down completely or
restart. If there are updates that need to occur a complete shutdown/restart is required.

2. Ensure you are using the correct username/password. For most departments, this will be
the same username/password that you log into your computer with. However, for some
Departments and remote locations, this will be the username/password that you use to log
in to your state Outlook email address.

3. If this does not work and OPD is giving you an error message, print the screen or be able
to give a good description of the error message, and call the Classification Services
Operations Team (PH: 465-5646/8427). They will research it further.

H. Informational — Track Submissions: Do not use the Track Submissions
category. You will not be able to edit or delete anything. Track Submissions is for view
only purposes and focuses on point in time transactions and the history of the PCN being in
workflow. It is best practice to use the PCN History under the Reports menu to view and/or
track the status of positions.

I. Return/Withdraw (Send Back) the Submission: Use this process when a
position needs to be returned for corrections or other unforeseen issues. This is for the
Management Services queue only.

1. Please sign in to the OPD Homepage.

2. Once there, look under the field categories: Manage Submissions — Management
Services.

3. Select the New submissions button.
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Management Services
Click on the type of submission you would like to see from the list below.

New submissions
Submissions forwarded from other DOP secti

Change class levels
Search for the Position Descr

ription you want to edit

PCN

<< Search >

Click on the PCN needing to be returned.
Scroll to the bottom of the screen and select Return/Withdraw radio button.
OPD will display multiple options for sending the position back to either the
Originator, Supervisor, Supervisor designee, Division, or Department step. Select the
radio button for the appropriate step.
i. If you have a specific employee that is not listed that you need to send the
position back to, use the Supervisor designee section to add them.
1. Insert the employees first and last name.
2. Click Search.
3. AlJava window will open. Click onto the radio button and select Set as
the Designee.
4. The person you selected will now be listed as an option to have the
position returned.

o ok
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7.

8.

10/1/2024

@ Mozilla Firefox — O by

O EJ h::ps:_.-"_.-"l:lpd—:E5:.|:J|:Ia.alazka.gw_.-"n:lpd_.-"npdilil_.-"ir.dea:.l_—'r*.?"Lseac:innzifn‘i?

Designee Search Results
Please select the user you would like to have as the Supervisor.

(0 Causey, Tres (DOA) - tres.causey@alaska.gov

| << Set as the Designee == |

Search Again?

Designee's First Name: | |

Designee’s Last Name: | |

| << Search >> |

Click on the Return button. NOTE: Never click the Withdraw button; this is only for

Classification use.

OPD will return the position back to the selected step and send you to the homepage.
The following on the homepage will be displayed to confirm the position was
returned: The submission has been successfully sent to the Originator (name of
person of step returned will be displayed here).
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Bile Edt View Migtory Bookmarks Took Help

© The Driine Postion Descriptic: @+

o8 alaska g

@ Clnsteaton, D € Clusicaion DOPLR-.. @ Notabocks - Onebrive Q) Online Positon Desc,

e Coberta, State 4., @ Stateof Alasks @ Tesks - To Do @ ] Other Bookmarks

Requested Actions
Location Change

Final Actions

Set a Final Action

Reason for the Request

Cllck here to Return a Type In the reason for this request In the form fleld below.

e Requesting location change for PFT PCN 111419 from Chignik to
posltlon, Kodiak effective 9/09/24, as field season has ended;

returning te eriginal duty station. The LDP is 14999 and the
Home Unit is 7160. EE is traveling via state airplane; no
travel status. The employee is aware and in agreement

Return/Withdraw

B EdR Vew Hitory Bookmata Toolh tip

B | © TheOnine Peson Deserpec %

wisfication DOPLR -., 4 Notebooks - OreDive () Online Postion Dascii. (18 Sign 1a Outiook (@) Stae

Welcome Tres Reports Tools & Setiings _Help _ Logout

assification Homepage > Nanperm Classifier Step > Sending a Submission backward

Withdraw a Submission for PCN New353173
i I8 cumently at the Classifier step.

end Dep
T want this submission o be

ick to the Department of Positian Description Library

Select the radio button to

back
T want this submissicn to be

¢ back to the Division of Classification

send the position back to
the step you need it -
returned.

Insert the specific employee’s
name here and click Search to
send back to a designee.

e sent ta a designee. A designee may alsa be
pe

 in the fiekds below and click ths search g

Dasignee's First Name:

Dasignas's Last Hame:

Rewmn| | withdraw

“RVER 3 TEST TES TEST

Click the Return button to send
the position back to the selected
step.




