OPM 01-09

DATE: January 9, 2001

TO: Personnel Managers
Payroll Coordinators
Benefit Coordinators

FROM: Glenda Gesell, Assistant Administrator
Management Information Services

RE: Common Entry Screen

Effective January 16, 2001 the OPM Management Information Services department
(MIS) is implementing a new Common Entry screen for our on-line Human Resources
Information System (see attached). This screen will replace the individual logon screens
for Agency Personnel, Agency Payroll, and the current Employee Benefits Systems.
Please refer to the attached OPM All Appointing Authorities Memo 01-05 for more
information.

To access this new screen, you must type in "HRSYSTEM" followed by a space. The
first time the new sign-on screen comes up, you must enter your userid as the password.
You will then be prompted to change your password. Once you have verified your new
password, you will be taken back to the sign-on screen. Enter your userid and new
password and press ENTER. If you have multiple userids you will have to repeat this
process for each userid.

You should now see the "Human Resources Information System Menu" screen (see
attached). From this screen, depending on your current security clearance, you will
have access to the Agency Personnel System, the Agency Payroll System, and the
current Employee Benefits System. With the Common Entry Screen, as long as you are
on-line, you will be able to switch from system to system without logging off from one
userid and logging on to another. However to make use of this feature, you must
consolidate your userids into one. Please call Linda Belinski at (405) 521-6321 for
assistance in consolidating userids. Please note that userid consolidation is not
available for batch submission (BTSO) at this time.

Attached is a report of multiple userids assigned to the same person.

Attachments



