
 

 1

ALL TRANSACTIONS - OPM-14 INFORMATION (REVISED 11/06/2006) 
 
The Office of Personnel Management (OPM) is statutorily responsible for approving personnel 
transactions for the Merit System classified positions and certain unclassified positions in Merit 
System agencies.  Additionally, OPM is statutorily responsible for tracking, monitoring and 
reporting on positions and employee transactions for executive branch agencies, excluding 
institutions of the System of Higher Education.  The OPM-14, Personnel Action Form, has been 
established to communicate to Appointing Authorities and employees actions affecting changes 
to personnel status. [Title 74 840-2.13]; MR 530:10-11-3. 
 
The data that is produced on an OPM-14 document is based upon transactions that are entered 
on the Job Data Component.  

 

 
 

• Complete all data entries for the transaction. 
• Click the MDC Job Data tab. 
• Enter any necessary remarks. 
• Save. 
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NAVIGATION TO REVIEW OPM PENDING TRANSACTIONS: 
 
Home > Administer Workforce > Administer Workforce (GBL) > Use > OPM-14 Summary (0206B) 
 

 
 
Any transactions that appear on the OPM-14 Summary are pending an OPM audit.  Once the 
transaction has been reviewed, whether approved or rejected, it will no longer be visible on the 
summary. 
  

• OPM anticipates their review process to be completed within 2 full working days.  Check 
completed transactions to see if they have been reviewed.  It may help to keep a print 
screen of the summary page, or a log or tickler file of the transactions that have not had a 
system generated OPM-14 prepared. 

 

 
 

• Once the audit process is completed, values will be populated in the Initials and Review 
Date fields on Job Data and an OPM-14 can be system generated. 

 
• If a transaction is rejected, see the Comments section on the Work Location page for the 

specific details.  If additional information is needed contact OPM to determine what 
changes must be made. 
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NAVIGATION TO PRINT THE OPM-14: 
 
Home > Reports Menu > Ocp Reports > HR > Personnel Action Rpt (0121)  
 
 

 
• Select your Run Control ID 
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• Enter your Agency number in the From Agency and Through Agency fields.  (Both fields 
are necessary to enable OPM to print 14s for their own agency in addition to the 14s they 
print for other agencies.) 

Optional Fields (limits the OPM-14s generated to specific transactions): 
1. Reason Code (Ex:  A01, C01, S01, etc.) 
2. Empl ID – will only generate OPM-14s for that specific employee 
3. Department – will only generate OPM-14s for employees in that department. 
4. Initiator – this field populates the Empl ID of the HRMS user who entered the 

transaction on the Job Data component. Therefore only OPM-14s posted by that 
Empl ID will be generated.  

These options can be selected individually or in conjunction with each other.  For 
example a Reason Code of ‘A01’ for Empl ID XXXXXX in Department ABC posted by 
Initiator 123456; or all ‘S01s’ in Department 1415; or any transaction in Department XYZ; 
or any transaction posted by Empl ID 345678.    

• Select the Date Option. 
• Enter the Date Begin and Date End.  Larger agencies may prefer to enter the same date 

in both fields to create OPM-14s for actions approved or effective on a single day.  
Smaller agencies may prefer to use a wider date range. 
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• Enter Sort Option (all OPM-14s will default to print alphabetically by Last Name).  Other 
selection options:   

 
• Click “Run”. 
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• PSNT needs to be selected as the Server Name. 
• Click in the Select box to enter a check mark. 
• The Type and Format will remain None but will generate the OPM-14 document in PDF 

format. 
• Click “OK”. 

 

 
• Make a note of the Process Instance number to locate the desired Process if several 

different runs are being completed at one time. 
• Click on Process Monitor. 
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• Click “Refresh” until all Run Status indicators read “Success”. 
• If the Run Status is Error or No Success, the job must be deleted before a successful run 

can be processed. Contact the Help Desk at 405-521-2444, give them the Process 
Instance number and request the job be deleted. 

• Once all Run Status indicators read Success, click on Details associated with the Crystal 
Process Type. 
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• Click on View Log/Trace. 
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• Click on the PDF name (Adobe reader must be loaded on your computer). 
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• The title page is displayed first. 
• Print the desired page(s). 
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