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.

Home = AdministerYWorkioree = Administer Workiorce (GBEL) = Lse = Job Data Tl AWind o

[ Wiork Location % Job Information — Payroll  BalaryFlan  Compensation  MDC Job Data

Price Kyleigh M Ermployes Emplip: 111230 Empl Redz: 0
Employee Status:  Active Date Created: 05/08/2005 [+][=]
‘Effective Date: 050172005 [l Effective Sequence: |0 *Job Indicator: | Frimary Joh :I'
Action /Reason; | Hi® =lfwot Q] competitive Cert Nbr: |24325

Certificate Action

Current
Position Number: [54800016 Q) Adrninistrative Assistant Position Entry Date: 05012003
Qyerride Posilion Data I U ifed Cite Code: Q] [ Position Management Record
Regulatory Region: USA United States
Company: 548 Office DfPersonnet
Business Unit: 54800 Office of Personnel Management Department Entry Date:  05/01/2005
Department: 1010003 Equal Gpporun & Workforce Div
Location: 13 548 Initials: Review Date:
Comments: OPM-14 Audit
Reports To:
EmpliD: ﬂ
Establishment ID; {10000 Q) state of Oklahama
Haome = Administer woaorkforce = Administer Workforee (GBLY = Use = Job Data Mews Window

__idorkLocation  Jobnformation  Payroll  SalaryPlan | Compensation (" MDC Job Data \_

Price,Kyleigh b Employee EmpliD: 111230 EmplReds: 0

State of Oklahoma Job Data First (4 1.ar 4 [M] Lact
Effective Date; 05/01/2005 Effective Sequence: o Job Indicator:  Primary Job
Action | Reason: Hire Competitive Certificate Action

Current

Division:

Worker's Comp Code: [3210 Q)

Special Use 1 Special Use 2:
Special Use 3: Special Use Date: B

Cost Center Information First (0 1. 1 [#] Last
Cost Center 1 Cost Center 2 Cost Center 3 Cost Center 4 Cost Center Percent
1] I I I | =1
Remarks:
Prohationary period ends on 050152008 unless adjusted far Leave Without Out Pay (LWOR) ;I

Complete all data entries for the transaction.
Click the MDC Job Data tab.

Enter any necessary remarks.

Save.



NAVIGATION TO REVIEW OPM PENDING TRANSACTIONS:

Home > Administer Workforce > Administer Workforce (GBL) > Use > OPM-14 Summary (0206B)

Home = Administer Workforce = Administer Workforce (GBL) = Use = OPM-14 Summary (0206B)

] OFM-14 Summary
OPM-14

Summary Find | View 100 First K0 11.z00f 1201 O Last

Company EmplID  Name 1 E(I:I(II}I L Al o G R L Joh Data

pany Emj ‘ Nbr Date Sequence Code Number o
1113+ 148057 CaskeyJames Wy 0 092572006 0 Al 13101508 Joh Datal
12131% 149377 Cope Travis B i} 10/022006 0 A1 13101167 Joh Datal
131~ 146720 Cummins,Tera M i} 09/01/2006 1 A 13103721 Job Datal
141" 148374 Cunningham,Randy L i} 1000272006 0 Al 13105618  Job Datal

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.

o 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.

Initials: OFM  Review Date: 08/03/2005
OFPM-14 Audit

Commernts:

B

=

e 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.

e |If atransaction 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.



NAVIGATION TO PRINT THE OPM-14:

Home > Reports Menu > Ocp Reports > HR > Personnel Action Rpt (0121)

o

Home = Reports Menu = Ocp Reports = HR = Personnel Action Rpt {04121) Mew Window 2

& Home 2 Help & Sign Out

Fersonnel Action Rpt (0121)

Find an EXxisting Value

Fun Contral ID:||

[T Case Sensitive

Advanced Search

e Select your Run Control ID



Home = Reports Meny = Ocp Reports = HE = Personnel Action Rpt (0121)

{ Run Qcphrd121 Yy

Run ControlID:  OH Eeport Manager Process honitor Run
REGUIRED FIELDE OPTIOMAL FIELDS
(OPM-14 Select Options)
‘From Auency:l ﬂ ‘Through Agency: I ﬂ
Reason Code: I ﬂ
¥ Effective Date EmpliD: |
O ApprovedRejected Date Department: I g
‘Date Begin: | El  Date End:| Ed Initiator: |

OPM-14 Sort Options
(Default is by Employee Mame)

el

& save L Return to Search) +E Hextin List:] B Add

e 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):

Reason Code (Ex: A01, C01, S01, etc.)

Empl ID — will only generate OPM-14s for that specific employee

Department — will only generate OPM-14s for employees in that department.

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.

e Select the Date Option.

o 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.

AowbdpRE




e Enter Sort Option (all OPM-14s will default to print alphabetically by Last Name). Other
selection options:

E Cormpany

D [Depatment
|E Employee [d

I [Initiator
Lllocamon |
E Employes MNarme
[v [Division

e Click “Run”.




Process Scheduler Request

User ID: OHICKS Run Control ID: OH

Server Name: I PSMT 'l Run Date: I'I 02302006 ]
Recurrence: I 'l Run Time: I 5:39:52P M
Time Zone: I vl Reset to Current DateiTime |

Select Description Process Name Process Type ‘Type ‘Format
¥ OCPHROM21RPT OCPHRO121RPT Annlication Engine [tvone) =] [mioney =] EH
| ok || Cancel |

e PSNT needs to be selected as the Server Name.

e Click in the Select box to enter a check mark.

e The Type and Format will remain None but will generate the OPM-14 document in PDF
format.

e Click “OK".

Haome = Eeports Menu = Ocp Reparts = HE = Personnel Action Rpt (0121)

{ Run Ocphr0121 3

Run Control ID:  OH Report Manager Process Monitor
Process Instar{ce:274436

Run

REQUIRED FIELDS OPTIOMNAL FIELDS

(OPM-14 Select Options)
'Fromi!tuen-:yv:lﬁ“8 QJ 'Throughi!tuen-:y:|548 4

Reason Code: I ﬂ
¥ Effective Date EmpliD: |
 ApprovedRejected Date Department: | Q

‘Date Begin: [097162006 ] *Date Ena: 1011572006 ] Initiator: |

OPM-14 Sort Options
(Default is by Employee Mame)

[Ty

ﬁ Save QReturn to Sealch:l +E Hextin List) [k add

¢ Make a note of the Process Instance number to locate the desired Process if several
different runs are being completed at one time.
e Click on Process Monitor.



Horme = PeapleTodls = Process Monitar = Inguire = Process Requests

fF'rncess List Y SemerList

UserID: [OHICKS Q process | =] Last: |1_|DE,\,S -] Refresh|

Type:
Server I ]" Process | ﬂ Instnn-:e:| to |

Name: Run Status:
¥ View Job tems ¥ Save On Refresh
. First (4 1.z of 2 [P Last
Instance Seq. Process Type Process Name User Run Date Time Fun Status  Details
174537 Crystal OCHROT 21 OHICKS :31;2;200510;50;59% Success  Details
2744536 Application Engine QCPHROTZ1RFT  OHICKS 1:18I$2IEDDE Ul Rzl Success Details

e Click “Refresh” until all Run Status indicators read “Success”.

e |f 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.

e Once all Run Status indicators read Success, click on Details associated with the Crystal
Process Type.




Process Detail

Instance:

Hame:

Run Control ID: OH

Location:

Server: FSMT

Recurrence:

Request Created On:
Run Anytime After:
Began Process At:

Ended Process At:

. 0k || Cancel |

280174
OCHRED21

Server

Type:

10232006 5:47:A7PM COT
10232006 5:47:A7PM COT
100232006 5:48:03PM COT
1232006 5:48:27PM COT

Crystal
Description: OCHROT 21

o
o
o

” Delete Request
o

Parameters Transfer

Messane Log
Batch Timinogs
View LogTrace

e Click on View Log/Trace.




Report/Log Viewer =
Instance: 280174 Tvpe: Crystal
Name: OCHEO121 Run Cntl ID: OH
Status: Success Submitted By: OHICES
Server: PENT Recwrence:
OCHRO121

0 bytes

Message Log

OCHRO121 280174.PDF

289311 bytes

Mon Oct 23 17:48:52 2006
Mon Oct 23 17:48:53 2006

e Click on the PDF name (Adobe reader must be loaded on your computer).




Requested by: omcks

HR0121 - Personnel Actions

Print Date: 1¥23/2006 Print Time: 543pm

| Pages

NE\ Aftachments

State of Cklahora
Office of Personnel Ivbhnagerent

%PF;RS ONNEL ACTION

The information listed below hasbeen entered into the People Soft Human Resomrees Manageme nt
Systern (HRIVS). This docurnent is provided as notification of this persormel transaction and as an audit
trail to be filed in the employee persormel file. Eraplovees should contact their agenc v Human Resomrces
Ihragernent office with any questions about this transaction. Anyactions reported on this form raustbe
in cormpliance with the Cklahoma Personnel Act and other applicable statutes and the Ilerit Rules for
Personnel Advainistration, if applicable, and are subject to post-audit to insure such compliance.

OFM Status:  AFFROVED Initials: 5B Date: 1002002006
Agency Agerncy Hunbar Date Extered
Office of Juvenile &ffairs 400 10/20/2006
Hare Engloyes ID Effective Date of Trars action
108042 10/07¢2006
Pers ommel &ction Fequested: Peromel dction Code/Feasan TUnclassified Cite Code or Certificate Funber:
Tenmination 501 Fesignation

The title page is displayed first.
Print the desired page(s).
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State of Cklahoma

Office of Personnel Imagerne nt

PERSONNEL ACTION

The information listed below has been entered into the People Soft Human Fesources Inagerne nt
Swyetern (HRIWE), This docuent is provided as notification of this personnel transaction and az an andit
trail to be filed in the exmployes personnel file. Emplovees should contact their agenc s Human Resowces
Nhragement office with any questions about this transac tion.
in compliance with the Oklahora Personnel &t and other applicable statutes and the Ilerit Rules for
Fersonnel Adwministration, iff applicable, and are subject to postaudit to insure such compliance.

yactions reported on this form must be

OFM Status: AFPROVED Inifials: 5B Date:  10/2002008
Agency Dgency Hunb ey Date Ertered
Office of Juvenile Affairs 400 LA~
LIS Ergloyee D Effective Date of Trans action
108042 100772006
Paws crmel Action Fequasted: Parome] dction C ode/Feason: TUnelassified Cite Code or Certificate Momnber:
Te nination 501 Pesignation
CURRENT NEW
Tnrenile Tustice Specialist Joh Thtle
K10B 40000360 Joh Code and Position
Office of hrvenile Affais JCE1a Location Name and Code
I530- Comanche 0402016 Depariment Title and Code
JCET {"'? FEC Division Code/Employee Siatus
1 239758 | PayBand and Salary
REMARKS:
Dist K

Leave balances 10-1-06
5L 11236
AL B8 15

For final leave balances contact OJ& pagroll unit

OPM Commenis:

Distribution:

[ JHE [1PY [TEE []Ret [JEE []3upr []Other

OPI-14 Iritiator: 105148
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