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l. Introduction

The Organizations and Personnel application (OPA) maintains personnel, agency, and
organizational data for other applications in the USDA’s Grain Inspection, Packers and
Stockyards Administration (GIPSA) Application Modernization (GAM) suite. The version
documented in this manual represents phase two of what will become GIPSA’s
Organizations, Personnel and Activity Reporting System (OPARS).

In its present form, OPA holds records of all GIPSA organizations (including service point
locations) and personnel (including employees and contractors with network user
identifications), as well as the overall GIPSA organization hierarchy. It supports service
point, management code, and billing rate information for the FGIS (Federal Grain
Inspection Service) Inspection Data Warehouse (IDW) and Certificates applications.
Finally, OPA incorporates the official agency and service point records for the forthcoming
Delegation/Designation & Export Registration application (DDR).

Authorized users can search the system for personnel, organizations, locations,
organization roles, service point locations, service providers, and organization roles.
Public (non-employee) users can search a limited data set of personnel and service
providers.

OPA II works in tandem with GIPSA’s Active Directory installation (AD) and Network and
Telecommunications Branch (NTB). Most personnel data originates with and is
maintained by AD and NTB, and is extracted to OPA on a daily basis or as needed. A
limited subset of personnel data is maintained in OPA alone, to provide the most current
data pool for other GAM applications.

All GIPSA organization and organization hierarchy information, however, is first
maintained within OPA, and then shared with AD and NTB. New organization records are
added first to OPA, and the link between organizations and personnel is maintained by
sharing a common set of organization names for each GIPSA employee and contractor.

This manual replaces the version dated July 1, 2005.

Organizations and Personnel User Documentation
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USDA GIPSA Ho

me Page

USDA  unites States Depariment of Agricultura
Zaa Crain Inspection, Packers & Stockyards Administration

Browse by Subject |

» GCBE Menu
* FGIS Menu
* PEsSP Manu

GIPSA | USDA.gov

. You are here!

USDA GCBS Applications Home Page
Home Page

Select one of the following Choices:
1ssue Tracking (ITS)

GaM Authorization System {GAS)
Organizations and Personnel (OPA)
Code Variable Maintenance {(CYM)

agricultural Product Standards (&4P5)

‘ FOLA | Accessibility Staternent | Privacy Policy | Mon-Discrimination Staternent | Informmation Quality | FirstGow | White House

Figure 1 — USDA GIPSA Common Business Systems home page

This is the USDA’s GIPSA Common Business Systems (GCBS) Applications home page (Fig. 1).
From this page you can enter the application by selecting Organization and Personnel

(OPA).

Every page within the GAM suite has three navigation areas: a menu of internal links, a
menu of external links, and general navigation buttons. The rest of the screen will
change according to the active application. Note: these links are under development and

subject to change.

General Navigation

The buttons at the top right direct you to system resources.

LINK

Home

Help

About GIPSA
Contact Us
Login

Version 2.0

REDIRECTS USER TO

USDA GIPSA Intranet home page
GAM-wide help system

GIPSA public information page

GIPSA public contact information page
GIPSA user login interface

Organizations and Personnel User Documentation
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Internal Navigation

The internal links are located in the grey Search / Browse navigation panel on the left. At
the GAM home page level, it links to other GAM applications.

LINK

FGIS Menu

P&SP Menu

REDIRECTS USER TO

the home page for the Federal Grain Inspection
Service suite of applications

the home page for the Packers & Stockyards
Programs suite of applications

Once you enter an application (such as OPA or APS), the Search / Browse panel will
change to reflect that application’s menu options.

External Navigation

The external links are accessed from the menu bar at the bottom of the screen.

LINK

GIPSA

USDA.gov
FOIA
Accessibility Statement

Privacy Policy

Non-Discrimination
Statement

Information Quality
FirstGov
White House

REDIRECTS USER TO

the Grain Inspection, Packers & Stockyards
Administration organizational home page
the United States Department of Agriculture home

page
the USDA Freedom of Information Act page
the USDA Accessibility Statement page

the USDA Privacy Policy page

the USDA Non-Discrimination Statement page
the USDA Quality of Information Guidelines page
the U.S. Government’s Web Portal home page
the White House home page

Organizations and Personnel User Documentation
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Organizations and Personnel (OPA) Navigation Map

Organizations and Personnel
Main Menu Options for OPA Users

——"

List Personnel |—»  View Personnel — View Org Asmt Roles Search Personnel
| | View Supervision Fee .
—b
List Organizations | Rates ) Search
: / Organizations
View Organizations :
View Admin Tonnage
i \ A Rates g Search
Organization [ _ / Organizations By
Hierarchy | =) Location
| View Assigned States
Va ) _ for Organization Search Organization
List Service Points |—— View Service Points |« _| i Roles
4 |
, | o
Service Point " View Service Point |
Locations . _ Locations | KEY
| Selected Records All Records
> )P . T
List Official View Official i
Agencies ; Agencies |
’ . [ View Public Service (includes both official
Service Providers Provider Records | agencies and organizations)

-

View Public
sonnel Records |

Search Personnel
(Public) Per

Figure 2 — Organizations and Personnel Navigation Map: OPA Users

The navigation map (Fig. 2) shows the menu options for general OPA users, and the
actions available from each of these options. The rectangles represent application links
and the ovals represent functions. The navigation map (Fig. 3) shows the menu options
for administrative OPA users, and the actions available from each of these options.

Organizations and Personnel User Documentation
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Organizations and Personnel
Main Menu Options for Administrative Users

List Personnel

List Organizations

Organization
Hierarchy

Directory Extract

Active Directory
Extract History

l

View / Maintain

Extract

[ View / Maintain Org |

R 2

N

> | Personnel Data gl Asmt Roles
| /" View / Maintain
—b! Supervision Fee
| Rates
e
| View/Maintain P View ! Maintain ~
| Organization Data || f 1ew/ Maintar
e ? —  Admin Tonnage
) I \ Rates J

View / Maintain "

]

Run Update (Extract to |
Active Directory)

( .
—— View AD Extract Log ——»
| |

KEY

Selected Records

All Records

Search Personnel

Search
Organizations

Search
Organizations By
Location

Search Organization
Roles

Service Providers

Search Personnel
(Public)

v L/ Assigned States for
/ — ! Organization
. . . [ iew [ Maintain |
List Service Points —>. Service Points ._4 -—l
A | .
| | [ View Public Service |
. . View / Maintain Provider Records
ST_N'CT. Pelnt —> Service Point I )
ocations | Locations | )
| [ View Public
[ | Personnel Records
List Official [ View / Maintain =
Agencies ) | Official Agencies | 4
S /
. . ¢ Run Single User
[
Single User Active ————  Active Directory

Figure 3 — Organizations and Personnel Navigation Map: Administrative Users

The OPA process flow (Fig. 4) shows the business processes that are implemented in the
current version of OPA, the sequence of these processes, and the organizations within
GIPSA that carry out these processes, the Network and Telecommunications Branch
(NTB) and Active Directory (AD).

For more information on the flow of data and the hierarchy of data maintenance between

organizations, see sect

Version 2.0

ion E.
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OPA Information Maintenance

NTB GIPSA Personnel Admin GIPSA
Update Define M_amtam'
S i service point
organization organization ;
and location
names names . :
information
Add Active
Directory p{Run AD extract
account
¥
Update
personnel
information
Maintain [ Maintain Field
organization Office billing
information information

Version 2.0

Figure 4 — Maintain Information Process Flow: OPA Administrators
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A. OPA Application Navigation

Navigating the Application

The text that starts with You are here: immediately above the green title bar on the
page is referred to as the breadcrumbs area. As you navigate through OPA, this area will
change to reflect your chain of menu options. For example, if you start at the OPA Main
Menu page, then select List Organizations, then select Personnel, then select an
individual personnel record, the breadcrumbs area will read:

You are here: OPA Menu / Organization List / Personnel List / Personnel Maint

The breadcrumbs area also provides active navigation links. In the example above, you
can click OPA Menu in the breadcrumbs area to return directly to the home page.

Because there are several command routes to the same data records, breadcrumbs
pinpoint both where you are within the application and how you got there, and allow you
to retrace your path. For example, you can access personnel records with three OPA Main
Menu options: List Personnel, List Organizations, or Organizational Hierarchy. These
options all lead to the same data records; only the breadcrumb trail at the top of the
active page will be different (Fig 5).

You are here: Home / OPA Menu § Personnal List / Personnel Maint

GIPSA Personnel Maintenance
Maintain Personnel Data

Organization: Contractors
First Name: Samir MI:M

e Figure 5 — Active Page
Breadcrumbs

The blue text above the
active page indicates your

You are here: Home £ OPA Menu / Organization List / Personnel Listf Personnel Maint Chain Of menu Options. In
GIPSA Personnel Maintenance this example, each option

Maintain Personnel Data led to the same data page

Organization: Contractors from different areas within

First Mame: Samir MI:M the application.

Last Name: Fouad
Title: Contractor

You are here: Home f OPA Menu f Organization Hierarchy / Personnel List / Personnel Maint

GIPSA Personnel Maintenance
Maintain Personnel Data

Organization: Contractors
First Name: Samir MI:M
Last Name: Fouad
Title: Contractor

Organizations and Personnel User Documentation
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Navigating List Pages

Almost all of the list pages in OPA displays data in the form of tables. These list pages
might be one of the main pages, such as the List Personnel page, or a table displaying
the results of a search. Each table has the same navigation controls. Each table also
displays the total number of records at the bottom of the page, next to the row and page
navigation tools.

To change the number of rows displayed on the page, type the desired value (from 1
to all available) in the field next to "Rows:” and press enter. Tables will display
10 rows per page unless otherwise specified.

To view the next page or previous page of records, click the forward P or backward
4 arrows.

To jump to a different page of records, type the desired page number in the field
next to “Page:” and click "Go.”

To sort records, click the column header (such as last name or organization) to sort
in ascending or descending order by that field. Once sorted, an upward or
downward pointing arrow ( A or v ) appears beside the column name to
indicate which column the table is sorted by, and in which direction.

To locate a specific user, location, service point, or organization, use the column sort
feature and navigate by page of table records. For larger tables it is more
efficient to choose a search option from the application home page or from the
grey Search panel to the left.

Navigating the Organization Hierarchy

The organization hierarchy is an indented list showing all GIPSA organizations (section B.
12). The highest level organizations (such as Office of the Administrator) are at the left
edge of the list, and each lower level is displayed in an indented fashion to the right.

Since the entire organization hierarchy is shown, there are no scrolling or sorting controls
available other than the ones provided by your internet browser.

Internal Menu Navigation

The internal menu links are located in the grey Search / Browse by Subject panel on
the left side of the page. All of the application’s commands available to you will be visible
in the Search /7 Browse panel, no matter where you are in the application.

Session Timeout

As a security precaution, all GAM applications will time out when they are left idle for an
extended period of time. All timeouts will default to the GAM Session Timeout page (Fig.
6). Click the blue hyperlink here to be redirected to the login page.

Once you log back in, you will return to the home page of the application which timed
out.

Organizations and Personnel User Documentation
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¥ou are here:

Either your previous session has timed out or you must begin 3 new one. To continue Figure 6 — Session
please click here. Timeout Page

Organizations and Personnel User Documentation
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[I. OPA Functions

Introduction

There are three types of data in OPA: personnel data (including organizational roles),
organization data (including field offices, official agencies, administrative offices, and
service points), and organizational hierarchy data. These detailed data records can be
accessed and/or maintained by general OPA users and by administrators.

A limited subset of personnel and service location records is available for public users.

OPA is also used to maintain all organizational information, including the organization
hierarchy (as shown in Fig. 3). The resulting personnel and organizational information is
made available to other GAM applications through a number of defined web services. For
more information, see section C.

User Types

Because OPA accommodates a wide range of users, from public users to administrators,
the menu options are hidden or visible according to the user’s eAuthentication Login ID
information. This manual explains OPA functions according to each user role. Because
higher-access roles include permissions from lower levels, advanced users (such as
administrators) should also read the preceding user sections.

To log into OPA you must have a USDA eAuthentication account with Level 2 access, and
you must be granted access to the OPA application itself through GIPSA’s eAuthorization
System. Once you enter the OPA application, your assigned role will determine which
OPA menu options are visible on the page.

Public users can be anyone who accesses the public OPA page through the internet.
They do not require USDA eAuthentication accounts.

General OPA users require an eAuthentication account with Level 2 access, plus an
eAuthorization OPA role. They can view personnel and organization data and
search the data tables for a target record. Only the view and search menu
options are visible to those assigned this user role.

Personnel Administrators can view and search personnel and organization data, but
also enter and maintain information about GIPSA organizations, assign and
update the individual license number and job series, and execute the Active
extract processes for a single user or for the entire agency as needed. All main
menu options are visible to this user role.

OPA Administrators can perform the personnel administrator’s functions, and also
maintain OPA’s specific code variable values and lookup table values in the
G_CVM system. All menu choices are visible to this user role.

Organizations and Personnel User Documentation
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A. Public Users

A. Public Users

A. 1 — Overview

Public users (users who do not have a USDA eAuthorization account) can search a limited
OPA data set to locate GIPSA personnel and DDR service providers. Public menu options
are shown in Fig. 7 below.

Regular OPA users and administrative users can access the public home through the link
in the left Search /7 Browse By Subject panel.

US DA Uniled States Tepariment of Agncullure
Z Grain Inspection, Packers & Stockyards Administration

. Wou are here: OPA Menu

USDA GIPSA Organizations and Personnel
Home Page

# parsonnel (Public)

7 Search Personnel
* Service Providers
}

# Service Providers

S T

et

Public Horne Page

RS

GIPSA | USDA, gow
FOIA | Accassibility Staterment | Privacy Policy | Nen-Discrimination Staternent | Information Quality | FirstGov | White House

Figure 7 — Organizations and Personnel Home Page: Public Users

A. 2 — Public Search Personnel: Overview
To perform a search of the public personnel records,

e Select Search Personnel from the OPA home page.

e Select Personnel (Public) in the grey Search panel from anywhere within the
application.

Both commands open the Search Personnel Data page (Fig. 10). You can search for
one or more GIPSA employees by name, organization, location, or phone number, or you
can search for all employees within a given organization or location.

You can search records by any or all data fields. Depending on the field, you will either
manually enter your search value and operand, or choose from existing field values.
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A. Public Users

Data fields that require operands will display a droplist of commands to the left of a blank
field where you can type your search value (Fig. 8).

Contains finds records using all or part of that word or phrase, including spaces.

= finds records that exactly match your data.

< finds records containing values less than your search criteria; for text data, this
means starting with letters that are earlier in the alphabet than the one(s) you
entered.

> finds records containing values greater than your search criteria.
< = finds records containing values less than or equal to your search criteria.

> = finds records containing values greater than or equal to your search criteria.

Other data fields provide a list of existing values (Fig. 9). Use the arrow buttons on the
field box to view all choices. To add a search value, highlight the text with the mouse and
click the Select == button. The value will appear in the white box on the right side of
the field. You can add multiple values one at a time, or hold down the CTRL key while
highlighting values, and click Select >> to add them all at once. To remove a value from
your search criteria, highlight it and click Remove.

If you click Search Data without entering any values into the search fields, it will pull up
all public personnel records.

For all blank data entry fields, the entered value will be treated as a text string. For
example, entering “br” in the Last Name search field will find records for Clarice Brown
and Clarence Abrams.

GIPSA Organization Search
Search Organization Data

Name:

Contains | [(type your search valug)

= Figure 8 — Select Search
. ) Operands

=

Contains

GIPSA Personnel Search Figure 9 — Select Search
Search Personnel Data Values

Organization:
P2.SP - Virginia Suboffiia]  Seletoneor  [Daan "Fastern Trade f4]

rhore

RSN ERW G EERIT » |, olues from left |P&SP - Mew York Subc x|
drop-down list,

conenes |
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A. Public Users

GIPSA Personnel Search
Search Personnel Data
Organization:
California Federal/State Office il Select

one or

Carver Suboffice rore
Chvil Rights Staff values
Contractors f]’;._’:‘
EA PMO drop-
g?wpgfdos ?.:El Ofiice o down Figure 10 — Search
Personnel Data (Public)
Select == == Remove I

First Na“"e:lCnntainsj I
Last Name‘lCun{ainSj I
City:[Contains »] |

State/Province:

== Mull Yalue ™ | Select ane or racre
values from left
AR b drop-down list,

Select == | == REMOVE

Postal Eade:ICgmainsj I
ph““":lComainsﬂ |

SearchData |  Cancel | show results as: [web Page ~|

GIPSA Personnel Search Results
List Personnel Records

The following is a list of Personnel records where Organization has a value Anuther:
of {('Contractors’, "Edwards Field Office™) . Searc
Last | First State / |Postal Figure 11 — List
Name | Mame (Phone Email Organization City Province| Code Personnel Records
Barker Kavin Kevin.LBarker@usda gov Contractors WASHINGTON oc 20250 (PUb“C)' Web Page
Bhatt “romesh “yromesh V. Bhatt @usda.gov Contractors ‘Washington oc 20250 Resu |ts
5hah hulik 202 Naulik.H. Shah @usda.gov C WASHINGTON oc 20250
720 3601
#101
Weber Carl Card.C.Weber@usda.gov Contractors WASHINGTON oc 10250
Yarbrough Kirby (202) Kirby ). Yarbrough @usda.gov Contractors WASHINGTON oc 20250-
720 3601
0156
12 records in 2 Pages. Rows: |1U 4 Page: |1 [ Go I »

A. 3 — Public Search Personnel

Enter your search values on the search form (Fig. 10) and click Search Data. Use the
Show Results As droplist to generate your report in one of three formats:

as a web page (Fig. 11). OPA generates a data table within an active web page.
From here you can begin a new search, or return to the home page.

as an Excel spreadsheet (Fig. 12). You can open the spreadsheet within a new
browser window, or save it as a file to your local computer.

as a PDF (Fig. 13). You can open the PDF (portable document format) within your
PDF reader (such as Adobe Acrobat), or save it as a file to your local computer.
PDFs are read-only. Not all searches support PDF results.
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A. 4 — Public Search Service Providers
To perform a search of the public service provider records,

e select Service Providers from the OPA home page, or

e select Service Providers in the grey Search panel from anywhere within the
application.

Both commands open the List Service Providers page (Fig. 14). Select the state from
the droplist to generate a table of service providers by state. Only one state’s service
providers can be displayed at one time (Fig. 15). Note: both Official Agencies (private
and state-run) and GIPSA Field Offices are included in the database.

N S Gt Figure 12 — List
A [ G| 0 I T [ R 6] H Personnel Records
1| LastName | First Name Phone Email Organization City State / Province Postal Code - N,
2| Gk Kevin Keuin Bxrkes@usda gov Contsastors WASHINE oc 220 (PUb'IC) : Excel Results
g | Bhatt Vyomash Yyomesh V) [ ey oc
4 | Capper Lesey (20 7283001 Letop 5. 5 = TON [ Z0E50-3601
5 |Feusd St [202) Tab-1477 i L i TOM oC SS0-301
(=] | Johnston Ronald Ronald.J. (o TOM ocC
| Quirer Cheistophat i 5 9 C i oo
G | Shah My (202) 204001 Mk H l 9oV Ci TOMN oc 202903801
[ | weber Cal CalC\Webei@usdagov Contastors WASHRGTON oc
T | Yarbeough Kiiby [202) 720058 = Cx TOM oc 20503601
11 | ¥eh Apclo [202) TE-2m ApoliaB Yehusdagov Contrastors WASHRGTOMN oc BoIT0-E01
iuhang Bitas Biran Zhang@Busda gov Conttastons WASHINGTON oC
13
USDA GIPSA Personnel Figure 13 — List
Pntlm chy Sile |Postal Code | Emall Phare Personnel Records
Base W RS K b B! (Tunda gow H .
e o Carmnn e vismean e (Public): PDF results
(Cagaar Largy Cortrun o Dusda g (30 RS
| Fouad Eami Cordoptinm oc Sarme M e (302 T20-TATT
| Aahimdan Fomald Cartraclons WASHNGTON [+ W0 Fonad J Jhoton Bunda gav
Grann Washingion oc Chnstosher Sann@uada g
| Snak Mauki Cartraniors WASHNGTON oS 202503601 Ma i HShahGusds gov (202 R0-2100
Waber Canl Cortrotions WASHNGTON oo 20240 Carl € Weter Dadagow
Farhmugh ey Coreraties WASHRGTON 0o (200803501 [yl varweugn@edeges (302) RS
ren Azta Cortrattors oo | Aneio B Yerguda g (202 0B
| Znang Bran Cortraions WASHNGTON o W Bran nanggvsda gav.
VRIS D AU "

Wou are here: OPA Menu f Service Providers

GIPSA Service Providers
List Service Providers Figure 14 — List Service

Select State: |™ Null Valye ™ -] Providers (Public)

You are here: OPA Menu f Service Providers

GIPSA Service Providers
List Service Providers . . .
Figure 15 — List Service

Select state: [ND | Providers (Public): State

Type Name Abbr City Email Phone | Results
Field Office FGIS - Grand Forks Field GFFO  Grand (701) 772-
Office Forks 3371
Official Horth Dakota Grain MR Fargo mike, adams@graininspection.com 701-293-
Agency Inspedion Service, Inc, 7420
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B. General OPA Users

B. General OPA Users

B. 1 — Introduction

General OPA users can view detailed records for all employees, contractors, and
organizations within GIPSA, as well as identify an organization’s position in the overall
hierarchy (parent offices, regional offices, headquarters, etc.). They can view service
point location and official agency records. Finally, they can perform a variety of targeted
searches.

The primary menu options (Fig. 16) explained in this section are:

e List Organizations

e List Personnel

e Organization Hierarchy

e List Service Points

e List Service Point Locations

e List Official Agencies

For information about the search menu options, see section C.

USDA united Statas Department of Agrcuitura
Zza Grain Inspection, Packers & Stockyards Administration

B, Vou are here; OPA Many

USDA GIPSA Qrganizations and Personnel
Personnel Home Page

}

# Parsonnel (Public) 1 lowi .

7 Grssnizations Select one of the following choices:

* Organization Roles List Organizations

» Organization Locations | List Personnel

/ Service Providers Organization Hierarchy
Search Personnel Public Search Personnel

Browse by Subject o k R .
Search Organizations Find Organizations by Location

» Organization Hierarchy

g i Search Organization Roles
4 List Organizations

List Service Points

» List Personnel ) . X i
» List Service Points List Service Point Locations
» List Locations Service Providers

# public Horne Page
? Home Page Select one of the following DDR choices:

List Official Agencies

GIPSA | USDA.gow
‘ FOIA | Accessibility Staternent | Privacy Policy | Non-Discrirination Staternent | Inforrnation Quality | FirstGov | White House

Figure 16 — Organizations and Personnel Home Page: General OPA Users
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B. 2 — View Personnel Records

B. General OPA Users

Personnel records contain an individual’'s contact information, title, organization role
assignment, employment status, organization or affiliation, license number (if any), and
job series designation. There are several ways to access personnel records from the OPA

home page:

e To view the list of all GIPSA personnel in OPA, select the main menu option List

Personnel.

e To view employees by organization, select the main menu option List
Organizations. Click Personnel next to your target organization.

e To view employees in one organization, select the main menu option
Organization Hierarchy. Click Personnel next to your target organization.

Each of these options leads to the List Personnel Records page (Fig. 17). This page
displays a quick reference list of individual records by name, phone number, email
address, and the employing organization. From this page you also view the personnel

data and role assignments for a given record.

This page also tracks the total number of personnel in the database, which is tallied at

the bottom of the table display.

¥ou are here: OPA Menu f Personnel List

rFilter Search-

Last Name:] Filterl Clear I

Select one of the following Personnel records:

GIPSA Personnel List
List Personnel Records

Last First

Action Name Name MI | Phone Email Organization

[view] | [Roles) Forom Clarence E (2613 338- | Clarence.E.Abrom@usda.gov FGIS - League City Field
2787 Office

[view] | [Reles] Fdam Camon c GO1T7e. Camen,C.AdamEusda.gov FGI$ - Grand Forks Field
330 Office

[View] | [Roles] Adams Jaime c (202 720 Jaime.C . Adams @usda.gov P&SP - Office of Deputy
0239 Administrater

[view] | [Reles] Adams James M (202)720- | James M.Adams@usdagov P&SP - Financial Branch
4367

[view] | [Roles] | Answorth i M (404) 562- Jill M Answorth@usda.gov IT$ - Operations Branch
5412

746 records in 75 Pages, Rows: |‘1cl 4 page: |1 4

Figure 17 — List Personnel
Records (OPA Users)
Click View to see detailed
information in an individual
record. Click Roles to see
organizational role
assignments.

To filter the table by a last name or set of hames, use the Filter Search option at the top
of the page. Type some or all of the user or users’ last name into the field at the top of

the page and click Filter.

e Enclose the name in quotes if you want records to exactly match the search

criteria. Searches are not case-sensitive.

e Your search string must include the first letter or letters of the last name for OPA
to identify the user. For example, if you enter “smi” in the search field, OPA will
display the records for John Smith and Alice Smiley, but not for Pat Naismith.
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B. General OPA Users

The table display will remain filtered until you restore it. When you are finished, hit Clear
to restore the full table of personnel records. To find a specific individual you can also use
a targeted search option. See section C for more information.

B. 3 — View Personnel Data

Select View next to an individual’s record to open the read-only Maintain Personnel
Data page (Fig. 18). This detailed record includes the employee’s job title, job series,
license number, login ID, and additional contact information. When finished, use the
breadcrumbs or click Return at the bottom of the page to go back to the list page.

You are here: Home / OPA Menu / Personnel List / Personnel Maint

GIPSA Personnel Maintenance
Maintain Personnel Data

Organization: ITS - Operations Branch
First Name:Jill MI: M
Last Name: Ainsworth
Title: Information Technology Specialist
Status: Active
License Number: Job Series: *** Null Value ***
Email: Jill.M.Ainsworth@gipsa.usda.gov Login ID:JMAinsworth FIgU re 18 — Maintain
Phone: {404) 562-5412 Fax:{404) 562-5848
Mobile Phone: Personnel Data (Read-

Room: Only)
Address: Suite 230, 75 Spring Street
PO Box:
City: ATLANTA
State/Province: GA
Postal Coede: 30303-0000
Country:US
Last update: Lost change made on 6/23/2005 4:07:12 PM by user AD UPDATE,

Return I

B. 4 — View Organization Role Assignments For Personnel

Click Roles next to a personnel record to display the List Org Role Asmt Records table
for that individual (Fig. 19). The data fields are:

Organization, the agency or organization where the individual performs the role’s
functions. Note: the organization does not have to be the employing agency. For
example, someone who is employed by the organization “Office of Administrator”
can hold the Privacy Officer role for the organization "EAPMO Staff.”

Individual, the user’s first and last name (the “User” field from eAuthorization).
Role, the individual’s job title or function in the organization.

Type, which can be Primary (this individual performs most or all of the role’s duties)
or Secondary (there is another individual responsible for most or all of the role’s
duties).

Start and End dates, the effective dates of employment in that role.
Status can be Active or Inactive. Role records are deleted when employment ends.
Some alternate routes to the List Org Role Asmt Records page are:

e From the home page, select List Organizations. Select Personnel from the Action
droplist. Click Roles next to an individual to display that person’s role(s).
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B. General OPA Users

¢ From the home page, select List Organizations. Select Roles from the Action
droplist to display all roles assigned to that organization.

¢ From the home page, select Organization Hierarchy and click Personnel next to
the target organization. Select the individual’s Roles.

e Perform a targeted search as described in section C.

When finished, use the breadcrumbs to return to the List Personnel Records page.

Click View next to the role to view the read-only Maintain Org Role Asmt Data page
(Fig. 20), which includes data from the Role table, plus the date the record was last
updated. When finished, use the breadcrumbs to navigate back, or click Return at the
bottom of the page to go back to the list records page.

You are here: OP& Menu f Personnel List f Org Role Asmit List
GIPSA Org Role Asmt List
List Org Role Asmt Records

Select one of the following Org Role Asmt records for Personnel "LSCapper’:

Action | Organization | Individual Role Type |Start Date |End Date | Status Figure 19 - List
[view] Contracters Capper, Leroy 5 | Privacy Officer | Pimary | 1272002005 | 12/2572010 | Active Organlzatlon Role
,.._ Assignment Records (For

1 recards in 1 Pages. Rows: [10 4 page[r182) > Personnel)

You are here: OPA Menu f Personnel Listf Org Role Asmt Lise/ Org Role Asmt Maint

GIPSA Org Role Asmt Maintenance
Maintain Org Role Asmt Data

Individual: Capper, Leroy &

Organization: Contractors ) Figure 20 — Maintain
Role: Privacy Officer Type: Primary . -
Start Date: 12/20/2005 End Date: 12/25/2010 Organization Role
Status: Active Assignment Data (Read-
Last update: Last change made on 1/5/2006 12:25:20 P by user RAKAYME_DEY. Only)
_Reurn_|

B. 5 — View GIPSA Organization Records

From the OPA main menu or from the grey Browse panel, select List Organizations to
open the List Organization Records page (Fig. 21). This table provides a quick
reference list of each GIPSA organization’s name, parent office, personnel, location, and
organization type, as well as additional information according to the type of organization.

In this table, Type desighates the organization’s place in the GIPSA organization chart,
such as Headquarters, Regional Office, Division, Investigative Unit, or Branch. The
droplist in the Action column will be different according to the organization’s type.

Field Offices will have the following Action menu options (Fig. 22): View, and Select
Personnel, Roles, Service Points, Admin Ton Rates, and Supervision
Rates. See sections B. 7 and B. 8.

Regional Offices will have the following Action menu options (Fig. 23): View, and
Select Personnel, Roles, and Assigned States. See B. 9.

All other organization types (Headquarters, Branch, etc.) will display three Action
choices (Fig. 24): View, and Select Personnel and Roles.
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B. General OPA Users

You are here: OPA Menu / Organization List
GIPSA Organization List
List Organization Records
rFilter Search

‘Organization Name:| Filterl Clear ||

Select one of the following Organization records:

State/f Parent
Action Name |Phone| Type |Province| City Office
[ Califomia @18) Field cA Sacramente FGIS -
[Select 2 | Pl I <l B Portland
Office 1930 Field Office
Mo | [Soloot ] | Coer [#1sase. | riew oH Moumee |  FOIS. Figure 21 — List
Suboffice BTE Suboffice Toledo Field Organization Records.
Office -
[iew] I Select = l Civil Rights | (202) Staff nc Washington |  Office of OPA Users
Saif 720 Qffice Administrator

L3k

Mew}l I c @ | e oC Washington | EAPMO
Select b 720- Staff

0156

[view] I Select 'l EAPKOD (202) staff 1] Washington Office of
faff 04 Office Administrator

4366

108 recordsin 11 Pages, Rows: [0 4 Page: 1 »

Figure 22 — List

tev] [ Select v | Biwarss | 123405 | g otfice | T League FGIS - Organization Records:
o — | Field Office | 7300 City Office of the R " h
: Oireetor Field Office Type Action
Personnel Wg;':w Menu
Roles Division)

Sewice Points

Adrin Ton Rates | 109 records in 11 Pages. Rows: [10 4 page: 1 »

Supervigion Rates

Mo | [Soloer ] | F85P Westem | @00) | Reor co ™ pacr Figure 23 — List
. m 2 giena a . . h

,_ Regional Office 375 ElfgficE Regional Dffice Organlzatlon Records:

Poro | = e Regional Office Type

Personnel

Roles 108 recordsin 11 Pages, Rows: [0 4 page: 1 »

Assigned States

MMiaw] FGIS - Board | (816) Branch MO Kansas FGIS -
[Select =] |’ | o7 e | otteecrve

1S 1 £ | and Review o401 Direm_or Flgu re 24 - LISt
Clnba Organization Records: All
Roles Division)

Other Organization Types
109 records in 11 Pages, Rows: |"|D 4 page: 1 »

There are two alternate menu paths to GIPSA organization records from the OPA main
menu or the grey Browse panel:

e To view all organizations in hierarchical order, select Organization Hierarchy.
Click View to see a specific organization’s record (see section B. 12).

e To find a specific organization or set of organizations, choose a targeted search
function (see section C).
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OPA also maintains records for FGIS official agencies and registered grain firms (both
state-owned and private) and their service points. For information about these non-
GIPSA organization’s records, see sections B. 12 to B. 15.

To filter the table by an organization’s name or set of names, use the Filter Search option
at the top of the page. Type some or all of the organization’s name into the field at the
top of the page and click Filter.

e Enclose the name in quotes if you want records to exactly match the search
criteria. Searches are not case-sensitive.

e Your search string must include the first letter or letters of the last name for OPA
to identify the record. For example, you can enter “FGIS” to filter the list by all
FGIS offices, but you cannot search by “FGIS suboffice” to find only FGIS
suboffices.

The table display will remain filtered until you restore it. When you are finished, hit Clear
to restore the full table of organization records. To find a specific record you can also use
a targeted search option. See section C for more information.

B. 6 — View GIPSA Organization Data

From the List Organization Records page (Fig. 21), select View to open the read-only
Maintain Organization Data page for an organization (Fig. 25). The detailed data page
includes the organization’s name, parent office, address information, contact information,
organization type, and status.

Status denotes whether an organization is currently in operation (Active), is still in
the planning stages, or has been reorganized and/or had its personnel
reassigned (Inactive).

Abbreviation is the name that identifies the organization in other GAM applications.
Description is an optional text field.

When finished reviewing this information, use the breadcrumbs or the Return button to
go back to the organization list.

You are here: OP& Menu f Organization Hierarchy / Organization Maint
GIPSA Organization Maintenance

Maintain Organization Data

Parent Office: FGIS - Leaque City Field Office

Name: FGIS - Beaumont Suboffice Figure 25 — Maintain
Description: . .
Type: Field Suboffice Status: Active Organlzatlon Data (Read'
Mailing Address Physical Address Only)
Mail Address 1: 1745 Buford Street Other Address 1:1745 Buford Street
Mail Address 2: Suite A Other Address 2:Suite &
Mail City: Beaurmont Other City: Beaumont
Mail State fProvince: TX Other State/Province: TX
Mail Postal Code: 77701 Other Postal: 77701
Mailing Country: USA Other Country: US4

Phone: (409) 839-2425
Fax:(409) 839-8281
Email Address: fmbea@usda.gov
Abbreviation:
Last update: Last change made on £/23/2005 5:13:01 P by user JAVANDERWIELEM.

Fbetwnl
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B. 7 — View Organization’s Personnel Data and Personnel Role Assignments

From the List Organization Records page, select Personnel from the Action droplist to
open the List Personnel Records page and view all employees associated with that
organization (Fig. 26). This table behaves like the personnel table from section B. 2, with
the addition of a table header that reads, “Select one of the following Personnel records
for Organization ‘[Name]’:”. The breadcrumbs will display the menu path OPA Menu /
Organization List / Personnel List.

e To filter the table by a last name or set of names, use the Filter Search option at
the top of the page.

e Select View from the Action droplist to open the Maintain Personnel Data for
each personnel record. See section B. 3 and Fig. 18 for an example of this page
(however, in this case the breadcrumbs will display the menu path OPA Menu /
Organization List / Personnel List / Personnel Maint).

e Select Roles from the Action droplist to open the List Org Role Asmt Records
for each role assigned to an individual. Click View to see each role’s data record.
See section B. 4 and Figs. 19 and 20 for an example of these pages (however, in
this case the breadcrumbs will display the menu path OPA Menu / Organization
List / Org Role Asmt List).

You are here: OPA Menu / Organization List/ Personnel List
GIPSA Personnel List
List Personnel Records
rFilter Search

Last Narne:| Fiher’ Clear |

Select one of the following Personnel records for Organization 'ITS - Application
Development Branch':

Figure 26 — List Personnel

. Last First . L Records For An Organization
Action Name Name |MI| Phone Email Organization
view] | [Roles] | Achtertuch Frieda L | (o272 | Frieda.l. @usda.gov | ITS - Application Develop Click View to see detailed
0285 Branch information in an
[view] | [Roles) | Beukema Ron W (202)720- | Ron.WW.Beukema@usda.gov | ITS - Application Development individual personnel
oaee Branh record. Click Roles to see
[View] | [Reles) | Dickson Nork M | (202)720- | WorkMUDickson@usda.gov | ITS - Application Development the role assignments for
5730 Branch
ane an employee.
[view] | [Roles] Ho i (20%) 720- hitsi, Ho(@usda.gov ITS - Application Dewelopment
6555 Branch
[view] | [Roles] Kayne Robert A | (202)880- Rebert. Ak Busda.gov ITS - Application D
(iR Fx] Branch

28 records in 2 Pages. Rows: |5_ 4 Page |1_ »

B. 8 — View GIPSA Organization Role Assignments

From the List Organization Records page, select Roles from the Action droplist to
open the List Org Role Asmt Records page for that organization (Fig. 27). This table
includes a listing for each role assignment. More than one individual may have a role
assigned within an organization.

Click View to open the Maintain Org Role Asmt Data page for each role record. For an
example, see Fig. 20 (however, in this case the breadcrumbs will display the menu path
OPA Menu / Organization List / Org Role Asmt List / Org Role Asmt Maint).
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You are here: OPA Menu / Organization List f Org Role Asmt List

GIPSA Org Role Asmt List
List Org Role Asmt Records

Select one of the following Org Role Asmt records for Organization "ITS - Application
Development Branch':

Start End
Action Organization Individual Role Type Date Date |Status

[Wiew] | ITS - fpplication Dewelopment | Kayne, Robert & Compliance Primary 1242042005 12/2042008 Fetive
Branch Officer

[view] | ITS - Application Dewelopment | Kayne, Robert A Webmaster Secondary | 1202002005 | 1202042006 | Active
Branch

[view] | ITS - Application Dy Compli dary | 1272006 12/3142008 | Aetive
Branch Frieda L Officer

3records in 1 Pages. Rows: |1D 4 Page |1 2

You are here: OPA Menu / Organization List / Service Point List

GIPSA Service Point List

List Service Point Records

Select one of the following Service Point records for Organization "FGIS - Washington
Federal /State Office":

Service Direct
Point Service by Spv Fee Dfficial | Start | End
Action Name Number Field Office | Field Office | Agency | Date | Date
Miew] | KENNEWICE, WA 451020 FGIS - Wiashington
(HARVEST STATES) FederalfState
Office
[view] LONGWIEW, WA 461190 FGIS - Vilashington 11141980 | 17141995
(CONTINENTAL) FederalfState
Office
[view] OLYWPIA, WA 461500 FGIS - Washington 14141978
(FIELD OFFICE) Federalistate
Office

25 records in 3 Pages. Rows: E

4 Page: i3_' »

B. General OPA Users

Figure 27 — List Assigned
Roles Within An
Organization

Click View to see detailed
information for a specific
role record.

Figure 28 — List Service
Point Records For An
Organization (Field Office)
Click View to see detailed
information for a specific
service point record.

B. 9 — View Field Office Data: Service Point Records

Field Office organization records have three unique commands in the Action column:
Service Points, Admin Ton Rates, and Supervision Rates (Fig. 22).

From the Action droplist for a field office record, select Service Points to open the List
Service Point Records page for that field office (Fig. 28). The parent field office will be

listed i

n one of two columns:

Direct Service By Field Office, if FGIS field office personnel provide official services at

that service point.

Spv Fee (Supervisory Fee) Field Office, if official agency personnel provide the official
services at that service point, under supervision of an FGIS field office.

Name will be the agency name designated by FGIS to represent that service point,
regardless of whether it is a state, private, or government agency.

Service Point Number is the unique numeric designation for the service point.

From the records page, click View to open the read-only Maintain Service Point Data
page. For an explanation of this page, see section B. 14 and Fig. 34.

For more information on service points, official agencies, and field offices, as well as
additional illustrations and figures, see sections B. 13 and D. 9.
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B. 10 — View Field Office Data: Administrative Tonnage and Supervision

Rates

From the Action droplist for a field office record, select Admin Ton Rates
(Administrative Tonnage Rates) to open the List Admin Ton Fee Rates Records page
for that field office (Fig. 29). Select Supervision Rates to open the List Supervision
Fee Rates Records page for that field office (Fig. 30). These tables display the amount,
the effective dates, and the expiration date, if any, of the tonnage and supervision rates.
Old rate records are never deleted from OPA, but remain in the table indefinitely.

Click View to view the time and date of the most recent update.

‘ou are here: OPA Menu / Organization List/ Admin Ton Fee Rates List
GIPSA Admin Ton Fee Rates List

List Admin Ton Fee Rates Records

Office’:
Action | Fee Rate | Effective Date | Expiration Date
[view] 1590 GF22/2006
14570 12/5/2005 /2172006

3records in 1 Pages. Rows: IT 4 page: ]1_ b

Select one of the following Admin Ton Fee Rates records for Organization "Edwards Field

You are here: OPA Menu / Organization List/ Supervision Fee Rates List
GIPSA Supervision Fee Rates List

List Supervision Fee Rates Records

Office”:
Action | Fee Rate | Effective Date | Expiration Date
[Miew] 5125 TAR2006
$.000 12772006

2 records in 1 Pages. Rows: IT 4 Page: |1— »

Select one of the following Supervision Fee Rates records for Organization "Edwards Field

Wou are here: Organization List/ Assigned States List

Assigned States List

List Assigned States

Select one of the following Assigned State records for Organization 'P&SP - Midwestern
Regional Office”:

Action Regional Office State
Piew] P&SP - Midwestem Regional Office 14
[iew) P&5P - Midwestem Regional Office IN
[iew) PESP - Midwestem Regional Office KY
Miew] PRSP - Mdwestemn Regional Office hO

4 records in 1 Pages. Rows: IT 4 Page: |1_ »

Figure 29 — List Admin
Ton Fee Rates

Figure 30 — List
Supervision Fee Rates

Figure 31 — List Assigned
States

B. 11 — View Regional Office Record Data: Assighed States

Regional Office organization records have one unique command in the Action column
(Fig. 23): Assigned States, which lists the states that belong to the region.
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From the Action droplist for a regional office record, select Assigned States to open the
List Assigned State page for that regional office (Fig. 31).

Select View to see the date of the record’s last update. When finished, click Return. Use
the breadcrumbs to return to the main organization list.

B. 12 — View Organization Hierarchy

Select Organization Hierarchy from the OPA home page or from the grey Browse panel
to open the GIPSA Organization Hierarchy: List Organizations page (Fig. 32).

The top-level organization is shown at the left edge of the page (to the right of the grey
navigation area). Each successive lower level organization is indented (set over towards
the right edge of the page) to indicate its relative position. Use your browser’s controls
to scroll up and down the list, which displays all organizations in the GIPSA system.

e Click View to open the detailed Maintain Organization Data page for an
organization (Fig. 25).

e Click Personnel to open the List Personnel Records page for an
organization (Fig. 26).

These links function as described in sections B. 2 and B. 4. When you finished reviewing
the records, use the breadcrumbs or click Return to go back to the hierarchy.

You are here: OPA Menu / Organization Hierarchy
GIPSA Organization Hierarchy
List Organizations

Nvl Nd'b Staff - Washington, D [View] [Personnel]

E{PM? s?ﬁ - \::sh:ngton, DDCC [Efwiw]] [F;rsonncli] F|gu re 32 — List
- ingt @ arsonne - -
Executive Resources Staff - Wuhington, D¢ [View] [Personnel] Organlzat|0n51 GIPSA
FGIS - Office of Deputy Admini - Washingt DC [View] [Personnel] Organization Hierarchy
FGIS - Field Management Division - Washington, oc [‘Viw] [Personnel] . .
FGIS - Office of the Director (Field M g ) - Washington, DC [View] [Personnel] Administrative
Edveards Field Office - League City, TX [View] [Personnel] screenshot; General OPA
FGIS - Cedar Rapids Field Office - Cfdar Rapids, 14 [}u’ieu] [Oe_rsonnel} Users will see [VIeW]
FGIS - Data and Information Analysis Branch - Washington [View] [Personnel] . .
instead of [Edit].

FGIS - Grand Forks Field Office - Grand Forks, ND [View] [Personnel]
FGIS - League City Field Office - League City, TX [View] [Personnel]

FG] ¥ T corpus Christi, T® [View] [P O
FGIS - Market Analysis and Standards Branch - Washington, DC [View] [Persennel]
FGIS anewolis Fiald Ofﬁce Bumsmlle, MN [Vew] [Personnell .

: £ i Note: This screenshot was

FGIS - Montreal F-e!d efﬁce Montreal [\fev] [Personnel] . made with test data; the
FGIS Newﬂea Fleld Dfﬁce Destmhan, LA [ew] ersonnel] actual hierarchy may vary

from what is shown.

tl.ll:bgart Flnld Office Sluttg rt,AR IVlcv] [Ptrsonntl

oledo Fleld Office - Maumee, OH & -‘j EDersonneI]

FGIS . Waangton Federallst.ah Dfﬁoe OIvmpu, WA [view] [Personnel]
FGIS - Office of International Affairs - Washington, DC [View] [Personnel]
FGIS - Office of the Director (Compliance Division) - Washington, OC [View] [Personnel]
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B. 13 — Service Points and Official Agencies: Overview

In addition to GIPSA organization records, OPA maintains records for service points and
official agencies.

Official Agency. These organizations are licensed by FGIS to perform grain inspection

services, including weighing, export inspection, and scale testing. They can be
private or state-owned.

Service Point. Official agencies and FGIS field offices conduct their services at service
points. Each agency can have one or more service points, which is designated by
a unique service point number.

Service Point Location. OPA also tracks service point locations. There can be more
than one service point (with different service point numbers) at one physical
service point location.

For example, North Dakota Grain Inspection, Inc., a privately owned FGIS-designated
official agency, has the acronym North Dakota (referred to as "Name” in the service point
record table). North Dakota maintains service points in six cities. Each of the service
points has a record in OPA. Each of the service point locations also has a record in OPA.

Wou are here: OPA Menu { Service Point List
GIPSA Service Point List
List Service Point Records
Select one of the following Service Point records:
Service Direct
Paoint Service by Spv Fee Official Start End
Action Name Number | Field Office | Field Office Agency Date Date
[view] | ABBEVILLE, LA 170010 FGIS - New 372641008
(RIVIANA Odeans Field
FOODS) Office
[Miew] | ABERDEEN, $D 400010 FGIS - Mnneapolis | Aberdean Grain | 104272002
Field Dffice Inspection, Inc,
[Wiew] | ABERDEEN, WA 450010 FGIS - Washington
(ABPY FederaliState
Office . . .
Figure 33 — List Service
Miew] ABILENE, K& 150010 FGI$ - Wichita Kansas Grain 14171980 | 14142004 .
Field Office Inspaction Point Records
Service, Inc.
[view] ABILENE, KS 150011 FGIS - Wichita Kansas Grain
(DEBRUCE Field Office Inspection
GRAIN) Sarvioe, Ine.
Miew] ADA OH 340020 FGI% - Toledo Field | Mchigan Grain 32452004
(Farmers Office Inspection
Commission Co) Services, Inc.
857 records in 160 Pages. Rows: [B 4 opageri LG2d »

B. 14 — View Service Point Records

From the home page or the grey Browse panel, select Service Points to open the List
Service Point Records page (Fig. 33). The data fields are:

Name, the acronym of the official agency that provides the service point.
Service Point Number, a unique identifier.

Direct Service By Field Office / Spv Fee Field Office, which indicates either the field
office that directly operates the service point, or the official agency that operates
the service point. Only one of these columns is valid per service point record.
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Official Agency, the full name of the official agency providing official services at the
service point.

Start / End Date, the dates during which the service point is providing services.
Expired designations are kept in the database with an Inactive status.

Click View to open a read-only version of the Maintain Service Point Data page (Fig.
34). The detailed record also includes the physical location, the official agency and/or
field office in charge of the service point, the status (Active or Inactive), the point of
contact (POC) information, the FFIS number, fee information and management codes,
and whether the service point is an export location.

Some alternate routes to service point records in OPA are:

e From the home page, select List Organizations. Select Service Points from the
Action droplist of a Field Office record.

e Perform a targeted search (see section C).

You are here: OPA Menu / Service Point Listf Service Point Maint

GIPSA Service Point Maintenance
Maintain Service Point Data

Service Point Number: 3364 Status: Active
Name: Aberdeen
Name Abbreviated:
Location: S0, ABERDEEM - 15 £ Dakota Strest
Direct Service by Field Office: ¥** Null Yalue *#**
Spv Fee Field Office: FGIS - Grand Forks Field Office
Official Agency: Aberdeen Grain Inspection, Inc.

Start Date:1/1/2001 End Date:
Export Location Flag:Yes
Supervision Fee Flag:Yes Figure 34 — Maintain
Tonnage Fee Flag: No - -
POC Last Name: Hoesing Service Point Data
POC First Name: Michael (Read-OnIy)

POC Phone:605-225-8432
POC Email: mhoesing@nvc.net
POC Fax:605-225-8485
Change Info:
FFIS Number: 0013544
Supervision Fee Mgmt Code: 213
Admin Ton Mgmt Code: 4B123
Last update: Last change made on 12/13/200S S:23:11 PM by user ALANG,

Return |

B. 15 — View Service Point Location Records

From the home page, select Service Point Locations to open the List Service Point
Location Records page (Fig. 35). This table displays each physical address where a
service point provides official services.

Select View to open the read-only Maintain Service Point Location Data page (Fig.
36), which indicates the port, FGIS region, AMS region, Census Schedule D District, and
Census Schedule D Port for the location.

Select Service Points to view a list of the service point records linked to that location
(Fig. 37). There may be more than one service point (SP) per location, with different SP
numbers. Click View to open the detailed service point record, which will return you to
the Maintain Service Point Location Data page (Fig. 34).
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You are here: OPA Menu f Service Point Location List
GIPSA Service Point Location List

List S8ervice Point Location Records

Select one of the following Service Point Location records:

Action Address 1 Address 2 City State| Zip

[view] [Service Chicago and llincis River Marketing 960 East Bay Street hlwaukes Wil 53207
Points]

[uiew] [Service Chicago and llincis River harweting 2100 §. 43rd Street hilwaukes il 5310
Poirds)

[Wiew] [$ervice Chicage and llincis River hWarketing 960 East Bay Street hilwaukes Wl 53207

Fairtsz)

[Wiew] [Service PRAIRIE DU CHIEN wi

Points)

[Wiew] [Service Larsen Cooperative Company East 9123 hill Road Readfield Wl 54069
Paoints]

[iew] [$ervice Golden Grain LLC. West 13134 Ripon il 54071
Poirits] Highway K

[view] [Bervice The De Long Company Sharon ] 51685

Paints]

< page [ (G2 »

910 records in 19 Pages. Rows: |50

You are here: OPA Menu [ Service Point Location List/ Service Point Location Maint

GIPSA Service Point Location Maintenance

Maintain Service Point Location Data

Address 1:1002 Manor Road
Address 2:RR 2
State:TH
City: Falls Church
2ip: 33045
Port: 5. Texas
FGIS Region: West Gulf
AMS Region: Gulf
Census Schedule D District: 56
Census Schedule D Port: 567
Last update: Last change made on 10/14/2005 9:12:17 AM by user
KY¥YARBROU.

Return |

You are here: OPA Menu [ Service Point Location List/ Service Point List
GIPSA Service Point List
List Service Point Records

Select one of the following Service Point records for Service Point Location 'WI,
Milwaukee - Chicago and Illinois River Marketing":

Service Direct Spv Fee
Point Service by Field Start | End
Action Name Number |Field Office Office | Official Agency | Date | Date
[Whew] MILWALKEE, Wi 433104 FGIS . Cedar Eastem lowa Grain
(CHICAGOD IL RIV Rapids Field Inspection and
KT LLC) Oftice Wizighing Serviee, Ine,
[Wiew] MILVRALKEE, Wi 453104 FGIS - ‘isconsin Department 9/3072005
(CHICAGO IL RIV hinneapolis of Agricuture, Trade
KT LLC) Field Office and Consumer
Protection
2records in 1 Pages. Rows: |1'3 4 page: |1 b

B. General OPA Users

Figure 35 - List Service
Point Location Records

Figure 36 — Maintain
Service Point Location
Data (Read-Only)

Figure 37 — List Service
Point Records for
Service Point Location

Version 2.0

Some alternate routes to service point location records in OPA are:

e Select List Locations from the grey Browse panel.

e Perform a targeted search (see section C).
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B. General OPA Users

From the home page, under Select one of the following DDR choices:, select List
Official Agencies to open the List Official Agency Records page (Fig. 38). Each agency

is listed by its full name, city and state.

Select Service Points from the Action column to view the service points operated by the
official agency (Fig. 39).

You can also select Service Points from the home page to view official agencies by state.

Click View to open a read-only version of the Maintain Official Agency Data page
(Fig. 40). The detailed record includes the location, contact information, business type,
organization type (state-owned or private), grain inspection and weighing information,
expiration date, and CRT expiration date.

Expiration date, if any, is the last date by which the agency can provide official

services.

CRT expiration date, if any, is the last date by which valid FGIS certifiates can be

issued from the agency.

You are here: OP& Menu / Official Agency List

GIPSA Official Agency List

List &fficial Agency Records

Select one of the following Official Agency records:

|Select 'l

Action Name City State |Status
[view] I—_'Select = {abama D of Jgri & Ind 3 y AL | Active
[uwiew] ISB[BCE vl Amarills Grain Exchange, Ine. Amarille ™ Hetive
[viaw] | Select = I Caire Grain Inspection Agency Ine. Caira L Fetive
[Wiew] ISelect v' California Agn Inspection Company, Ltd, Wiast Sacramenta | CA Fetive
[view] Select = Central lllinois Grain Inspection $ervice, Inc. Bloomingten L Fotive
[view] Champaign-Danville Grain Inspection Dep N Cl L Fotive

B4 records in 7 Pages. Rows: |‘|0

4 page: |1_ >

You are here: OPA Menu / Official Agency List/ Service Point List
GIPSA Service Point List
List Service Point Records
Select one of the following Service Point records for Official Agency
‘Aberdeen Grain Inspection, Inc.":

Figure 38 — List Official
Agency Records

Figure 39 — List Service

Service offictal ; Points Records For
Point Direct Service | Spv Fee icia Start | En ;L
Action| Name | Number by Field Office | Field Office Agency Date | Date Official Agency
[view] | Abenrdesn Fid FGIS - Grand Fberdeen Grain 17172001
Forks Fiald Inspaction, Ing.
Difice
Mew] | Maren 113457 FOIS- Cadar | fberdeen Grain | 17172001
Fapids Field Inspection, Ine.
Office
3 records in 1 Pages. Rows: [10 €< page[t 1820 )
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GIPSA Official Agency Maintenance

Maintain Official Agency Data

Name: California Agri Inspection Company, Ltd.
Abbreviation: CG
Status: Active
Address 1:P.0. Box 950515
Address 2:
City: West Sacramento
State: C4
2ip: 95799
POC Last Name: &nand

POC First Name: Vikash F|gu re 40 — Maintain
POC Phone: 916-374-9700

POC Email: president@california-agri.com Official Agency Data
POC Fax:916-374-9779 (Read-Only)
Website:

Comment:

Business Type: Official Agency

Inspection:

Weighing:

Grain Inspection Manager Id:
Incorporated State:
Incorporated Date:

DA Type:Private
Expiration Date:12/1/2007
CRT Exrpiration Date: 12/1/2007

Last update: Last change made on 11/30/2005 6:19:17 PM by user
ALAMG.

Re‘lurnl
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C. Search Data Records

C. 1 — Introduction

The OPA data tables can be sorted in ascending or descending order, using any column
(such as Last Name), by clicking the column header. The most efficient way to locate a
record, however, is to use one of the search commands from the OPA Menu.

In addition to the two public searches (Search Personnel (Public) and Search Service
Providers) described in section A, OPA users and administrators can run these searches:

e Search Personnel

e Search Organizations

e Search Organization Roles

e Find Organizations By Location

These search options can be accessed from the OPA main menu, or from the grey
Search panel on the left.

For a detailed explanation of how to enter search values, see section A. 2. If you leave all
search values blank, the search will pull up all records of that type. Your results will
appear in your chosen format: web page, Excel spreadsheet, or (in some cases) PDF. If
you choose to display your results as a web page,

general OPA users can use the View command in the Action column to open the
detailed data record.

administrative users can use the Edit command in the Action column to view and/or
edit data directly from the search results.

To return to the main menu, use the breadcrumbs or the Search /7 Browse By Subject
navigation panel to the left. If you displayed your results as a web page, click Another
Search in the top right corner to run a new search.

C. 2 — Search Personnel Records

The Search Personnel command displays the Search Personnel Data page (Fig 41).
Enter your search criteria, select your output type (web page or Excel file), and click
Search Data.

In addition to pinpointing an employee by all or part of their name, license number, email
address, or login ID, this search allows you to:

find all employees with a given job title or job series number in one or more
organizations,

find all employees in a given location, from room number to state,

find active employees, inactive employees, or both. (Note: only administrators can
view Inactive employee records.)

The search results include the name, phone number, email address, and organization of
personnel who matched your search criteria. Note: an individual’s role assignment, if
any, will be tied to the employing organization’s record, not to the personnel record.
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Vou are here: Home / OPA Menu / Personnel Search

Organization:

Ip&sp - Florida Suboffic ﬂ

FGIS - Beaumont Subo ¥

Select one or
more
values from left
drop-down list.

GIPSA Personnel Search
Search Personnel Data

Title:[Contains v [
Job Series:
G5-114
Contractor
Select == I

Select one or
more
values from left
drop-down list.

License Number:[cgniaing ] |

First Name:| contains | |

Mthl:lnlainS;I |

Last Name:lcontainsﬂ I
Status:

Active
Inactive

Select »> I

Select one or
rrore
values from left
drop-dewn list.

Ematl:[Contains | |

Lagin ID:[ contains | |

Room:| Contains »| |

Address:l Contains j I

PO Box:[Contains »] |

C“’"IContains Rl
State/Province:

I E

Select one or
rore
values from left
drop-down list,

Postal I:ode:l(;onlains;] |

countrv=| c.;ntainsﬂ |

Phone:[contains ] |

Fax:| contains > |

Mobile Phone:lcomainsﬂ I

Search Data | Cancel l Show results as: ]Web j

C. Search Functions

Figure 41 — Search Personnel
Data

C. 3 — Search Organization Records

The Search Organizations command displays the Search Organization Data page (Fig
42). Enter your search criteria, select your output type (web page or Excel file), and click

Search Data.

In addition to pinpointing an organization by all or part of its mailing address, location,

name, or contact information, this search allows you to:

find all organizations of a given type (for example, all Regional Offices),

find all organizations under one or more parent offices,

find all GIPSA organizations in one or more geographic locations (city or state).

The search results will include the organization’s name, phone number, city and state, its
organization type (Branch, Field Office, etc.), and its parent office.
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GIPSA Organization Search
Search Organization Data

Name:ICnnlainsj I

Description:lcomainsj I
Parent Office:

Carver Suboffice i!
Civil Rights Staff
Contractors
EA PMO
Edwards Field Office x|
Status:
Active
Inactive
Select »»
Type:
Regional Office -
Field Office -
_Setect> |

ct »»

Select one or
more
values from left

drop-down list,
== Remove I

Select one or
more
values from left
drop-down list,

Select one or
More
values from laft
drop-down list.

Email Address=l Contains LI I

Mail Address 3| Contains | |

Mail Address Z’]Conlains_ﬂ |

Mail Gity: [Gontains ] |
Mail State fProvince:

AK
AL

Select ==

\_m;

Select one or
more
values from laft
drop-down list.

Mail Postal COde:IClJnlainSj |

Mailing Country:[Conraing + [

Gther Address “]OoniainSj I

Other Address 2:[Contzing v| |

Other Cit“':IConiainsj I
Other State/Province:

AK
AL

Salect ==

Lm;

Select one or

rmore
values from left
drop-down list.

Other Postal:lcomainsj |

Other C“““trY’ICunIainSj |

phone:lcuniaimﬂ I

Fax:[Contains ~| |

Search Data | Cancel I Show results as: |Web Page 'l

Web F':-:e '

C. Search Functions

Figure 42 — Search
Organization Data

C. 4 — Search Organization Role Assignment Records

The Search Organization Roles command displays the Search Org Role Asmt Data

page (Fig 43). Enter your search criteria, select your output type (web page or Excel
file), and click Search Data.
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This search finds all organization roles which have been defined for the organization(s).
Because role assignments are tied to organizations and not to individuals, when you
View / Edit a record from the search results, it opens the Maintain Org Role Asmt
Data page (Fig. 20) instead of the individual’s personnel record.

The search results include the organization name, the name of the individual in the role,
the role name, and the type of role assignment (Primary, Secondary, etc).

. 5 — Search Organizations By Location

The Find Organizations by Location command (abbreviated to Organization Location in
the Search panel) displays the Search Organization Data page (Fig 44). Enter your
search criteria, select your output type (web page or Excel file), and click Search Data.

This search locates organizations by the city and/or state of their mailing address. Click
View / Edit to open the Maintain Organization Data page (Fig. 24). Search results
include the organization name, type (Branch, Regional Office, etc), mailing city and state,
and contact email and phone number.

You are here: OPA Menu / Org Role Asmt Search
GIPSA Org Role Asmt Search
Search Org Role Asmt Records

Organization:

California Federal/State Office = ::Legi Figure 43 — Search

gﬁ;ﬁl;ﬁ?gt?ﬁ s Organization Role

Contractors from Assignment Data
=1

EA PMO drop-

EAPMO Staff L[ down

list.

Select == I == Remove |
Search Data cancel | Show results as: |Web Page ~|

Wou are here: OPA Menu / Organization Search

GIPSA Organization Search Figure 44 — Search
Organization By Location

Search Organization Data

Mail Cit?:| Contains [v| |

Mail State/Province:

values from left

== Null Value = ﬂ Selack ane or more
v

AR drap-dawn list.
Zreniel|
Search Data I Cancel | Show results as: IWeb Page 'I

2]
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D. Administrative Users

D. 1 — Introduction

With two exceptions, personnel data in OPA is drawn directly from the Active Directory
system. When an employee or contractor first enters the GIPSA system, the Network and
Telecommunications Branch (NTB) defines the basic AD account. GIPSA Personnel
Administrators enter almost all of the remaining personnel information, including the
organization to which the new employee or contractor is assigned, before the record is
extracted to OPA. The only pieces of personnel data which are originally created and
maintained in OPA are the job series and license numbers.

On the other hand, organization information, organization role assignments, organization
hierarchy information, service point information, and official agency records are
maintained exclusively in OPA. New organizations are added to OPA first, and the
organization’s name is used by both AD and OPA to reflect the personnel assignment.

The menu pages visible to the administrative user are more extensive than those visible
to the general user, and allow access to edit functions (Fig. 45).

|

USDA Uniled Statlas Depariment of Agricultura
Zaa Crain Inspection, Packers & Stockyards Administration

i S0 |

me | AboutGIPSA | Help | ContactUs | Logoff

ou are here: OPA Menu

Search USDA GIPSA Organizations and Personnel
Parsonnal Home Page

.
# personnel (Public) . .

7 organizations Select one of the following choices:
>

>

Organization Rolaz List Personnel
Organization Locations | List Organizations
* Service Providers Organization Hierarchy
Search Personnel Public Search Personnel
Browse by Subject o ) . )
- Search Organizations Find Organizations by Location
4 Organization Hierarchy

- Search Organization Roles
4 List Organizations

7 List Personnel List Service Points

# List Service Points List Service Point Locations
7

7

List Locations 5 . P id
Single User Extract ervice Providers

> AREEhEmO POrD Single User Active Directory Extract

Active Directory Extract History

* Horme Page

Select one of the following DDR choices:
List Official Agencies

GIPSA | USDA.gov
‘ FOIA | Accessibility Staternent | Privacy Policy | Nen-Discrimination Statement | Information Quality | FirstGov | White House

Figure 45 — Organizations and Personnel Home Page: Administrative Users
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There are four categories of data that are primarily edited and maintained within OPA:
Personnel data (limited to job series and license numbers).
GIPSA organization data, including hierarchy information and fee rates.
FGIS service point data, including service point location data.
FGIS / DDR official agency data, including links to FGIS service points.
From the OPA home page, a Personnel Administrator or OPA Administrator can:
Create a new GIPSA organization record in the database,
Add, edit, and delete GIPSA organization role assignments,
Add, edit, and delete service points and service point locations,
Add, edit, and delete DDR official agency records,

Edit all fields within an existing GIPSA organization record (except the organization
name),

Edit the GIPSA organization hierarchy tree,
Edit the license number and job title within a personnel record, and

Add and maintain management codes and rates used by IDW to support various
types of billing for GIPSA services.

Active Directory functions, including single user extracts, are explained in section E.

D. 2 — GIPSA Organization Records: Overview

To synchronize organization information between OPA and AD, the recommended method
of defining new organizations or changing the organization hierarchy is:

Create or modify the organization records in OPA.
Provide the new or changed organization records to NTB.

NTB then updates the list of GIPSA organizations available in AD. The list of organizations
is used in AD to select the assigned-to organization for new employees and contractors,
or to transfer existing employees or contractors from one organization to another.

When personnel data is extracted from AD into OPA, the process checks to see that the
organization to which the employee or contractor is assigned already exists in OPA. If
not, the new organization is automatically added to OPA. However, since OPA doesn't
have any information about where the organization fits in the GIPSA hierarchy, it places
it at the highest level (along with the Office of the Administrator). Also, because AD does
not maintain data about the organization itself (e.g., addresses, telephone numbers), this
information is missing from OPA until a GIPSA Administrator updates it.

Note: Any organizations not added first in OPA will appear at the top of the
Organization Hierarchy list, which is a signal that an organization has been
added to the list in AD but not yet defined in OPA. Therefore, the recommended
business procedure is to first add an organization to OPA, then extract data for personnel
within that organization.

See section E for more information on extracting personnel information from AD to OPA.
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D. 3 — List Organizations

Select List Organizations from the OPA home page or the grey Browse panel to open the
List Organization Records page (Fig. 46). From this page, you can:

View or edit organization data.

Add new organization records.

View or maintain personnel records by organization.
View or maintain roles assigned with the organization.

View or maintain service points, fee rates, and assigned states for Regional Offices
and Field Offices.

Each of these options is explained the following sections.

You are here: OPA Menu / Organization List

GIPSA Organization List

List Organization Records

Add new record

rFilter Search- 1
Organization Name: [ Filterl Clear
Select one of the following Organization records:
State/ Parent
Action Name |Phone| Type |Province| City Office
Edit | ,l P&SP - 419259 | Regional Waumeae PRSP -
fEe Selet . ] Wilesten 6276 OfgfI:: co Regional Office
(Select | |Regional Office Division
Personnel
Edit’ Civil Rights 202y Sraff oo Wazhington Office of . -
o EU"?,S ys Suaif 7200 | Office dministeator Figure 46 — List
ssigned States 0213 : ;
: Organlzatlon Records -
[Edit) EAPMO (202) Staff oc Washington |  Office of e H :
[Select v | 05, | offiee Administentor Administrative View
0 Regional Office, Field Office,
[Edit) ISE!—_Ilecl - Biwards | 123-456- Ficld rd League FGIS - and all other office type
| | Field Office | 7500 Office City Office of the Action menus are shown
| Director .
Personnal Wg;:w Refer to Figs. 22-24 for
Roles Tivision) more information.
; .
[Edit) ijw.ce.rpmgst Executive (202 Saff oc Washington | Office of
min . _Dn ates Resources TE0- Difice Administrator
Supervigion Rates Staff 02
[Edit) [—_[ FGIS - Board | ($16) Branch MO Kansas FGIS -
|9l _ L of Appeals a21- City Office of the
LS £ | 2nd Review o401 Diractor
(Technical
Raoles Division)
109 recards in 11 Pages. Rows; [10 4 page: [ [co ] »

To filter the table by an organization(s), use the Filter Search option at the top of the
page. Type some or all of the organization’s name into the search field and click Filter.

e Enclose the name in quotes if you want records to exactly match the search
criteria. Searches are not case-sensitive.

e Your search string must include the first letter or letters of the last name for OPA
to identify the record. For example, you can enter “FGIS” to filter the list by all
FGIS offices, but you cannot search by “FGIS suboffice” to find only FGIS
suboffices, because “suboffice” is not included in the name.

The table display will remain filtered until you restore it. When you are finished, hit Clear
to restore the full table of organization records. To find a specific record you can also use
a targeted search option; see section C for more information.
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D. 4 — Create New GIPSA Organization Record

To create a new GIPSA organization record, select List Organizations from the OPA home
page or the grey Browse panel. Click Add New Record in the upper right hand corner.
This displays the Add New Organization page (Fig. 47).

Enter the new organization’s data and click Insert New Record at the bottom of the
page to add it to the database. Fields underlined with red are mandatory. A successful
update will display the new data in read-only format on a confirmation page. To cancel
the update, click Return before inserting the record.

Note: Be sure to select the correct data in the “Parent Office” droplist, because this field
controls where the organization appears in the hierarchy (see section D. 11).

¥ou are here: Home / OPA Menu / Organization List/ Organization Maint

GIPSA Organization Maintenance
Add New Organization

Parent Office: | %% py|| yylue 4+ |
Name:|
Description: = i
I B Figure 47 — Add New
Type:[F¥¥ pull value *** =]  Statusfactive <] Organization
Mailing Address Physical Address

Mail Address 1:| Other Address 1:|
Mail Address 2:| Other Address Z:I

Mail Cit[:' Other Citr:l
Mail State/Prouince:| ek )| Walye HE* v[ Other State/Province:l )| Value BHE vI
Mail Postal l:ode:' Other Postal:l
Mailing Country:' Other Countrv:l
Phone:l

Fax:l

Email Rddress:'

Last update: *** Mo last update information available
| Insert Mew Record I Return

Hesdeske

Enter data to add new Organization record.

D. 5 — Edit Organization Data

The Maintain Organization Data page (Fig. 48) can be accessed from three menu
paths:

e Select List Organizations. Click Edit next to your target record (Fig. 46).

e Select Organization Hierarchy. Click Edit next to your target record.

e Select Search Organizations and set the search results to display as a web page.
When your results are generated, click Edit next to your target record.

Because OPA is the application primarily responsible for maintaining organization data,
every data field except the organization’s name can be edited. Organization records
cannot be deleted in OPA.

Enter the updated data and click Save Changes, or click Return to cancel your edit
without saving. A successful update will display the new or changed data in a read-only
format as a confirmation.
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A key part of the addition of a new organization is placing it in the GIPSA organization
hierarchy. This is done by selecting the parent organization from the dropdown list at the
top of the page. For more information on maintaining the organization hierarchy, see
section C. 5.

Note: Be very careful when selecting the Parent Office for your organization. Highest-
level organizations (such as Office of the Administrator) must have the Parent Office set
to “null value.” If you reset a high-level organization’s parent to a suboffice, you would
wipe all of its sub-records off the hierarchy tree.

¥ou are here: Home / OPA Menu / Organization Hierarchy / Organization Maint

GIPSA Organization Maintenance

Maintain Organization Data

Parent Dffice: | %% py|| yglue *** =]

Name:IP&SP - Eastern Financial Unit

Description:l il
Type:[* ¥ Nyllvalue *** ~|  Status:Active <]

Mailing Address Physical Address
Mail Address 1:| Other Address 1:

Mail Address 2:| Other Address 2:|

Mail City:[ Other City:[ Figure 48 — Maintain

Mail State/Province: [**¥ yyl[valye *** |  Other State/Province:[ %yl value *** -] Organization Data
Mail Postal Code:[— Other Postal:[— Droplists are populated with
Mailing Country:[— Other Country:| preset values. Fields
underlined in red are

Phone:| mandatory.

Fax:l
Email Rddresszl—
Last update: Last change made on 6/23/2005 12:28:02 PM by user JMUSER.
SaveChanges | Retum |

D. 6 — Edit Organization Role Assignments

Organization role assignment records are attached to organization records, not the
record of the individual who is assigned the role. There are three paths to role records:

e From the List Personnel table, select Roles from the Action droplist.

e From the List Organizations table, select Roles from the Action droplist.

e Perform a targeted search (see section C).

The Roles selection opens the List Org Role Asmt Records page (Fig. 49). This page
lists the individual assigned the role, the organization, the role, the type (Primary,
Secondary, or other), the status, and the start and end dates.

The range of role values is defined in the CVM (Code Variable Management) system by
an administrator. Once added to CVM, they will appear as options in the “"Role” droplist.

Click Edit in the Action column to open the Maintain Org Role Asmt Data page. When
finished, select Save Changes, or click Delete Record to remove the role assignment.

Select Add New Record to open the Add New Org Role Asmt Records page (Fig. 50).
If you clicked through an organization record, the “Organization” field will be read-only.
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If you clicked through a personnel record, the “Individual” field will be read-only. Select
the role specifications from the droplists, enter the start and end dates, and click Insert
New Record, or Return to cancel the addition without saving it.

You are here: OPA Menu f Personnel List/ Org Role Asmt List
GIPSA Org Role Asmt List

List Org Role Asmt Records

Select one of the following Org Role Asmt records for Personnel Add new
'FLAchtentuch’: record
Action| Organization Individual Role Type |Start Date|End Date|Status
[Edit]) Battimore Field Office + h, Frieda L | Cs i Officer | dary 128202006 1282172008 Fetive

—
1 records in 1 Pages. Rows: I10 4 page: |1 8o »

Figure 49 — List Org Role

Wou are here: OPA Menu / Personnel List/ Org Role Asmt List/ Org Role Asmet Maint Asmt Records

GIPSA Org Role Asmt Maintenance
Add New Org Role Asmt

IndiUiduaI:I Achtentuch, Frieda L ;!

-
-
-

s e
Webmaster
Start Date:l—vl End Date:l—fﬁv

Status:'gctive .I FlgU re 50 — Add New Org
Last update: *** Mo last update information available *** Role Asmt
insertNew Record | Retun_|

Enter data to add new Org Role Asmt record.

D. 7 — Edit Field Office Data: Service Points

Field Office organization records have three unique commands in the Action column:
Service Points, Admin Ton Rates, and Supervision Rates (Fig. 46).

From the Action droplist for a field office record, select Service Points to open the List
Service Point Records page for that field office. To edit service point records attached
to the organization, click Edit. When finished, click Return.

Service point record creation and maintenance is explained more fully in sections D. 13
— 15, with additional figures and illustrations.

D. 8 — Edit Field Office Data: Administrative Tonnage and Supervision Rates

From the Action droplist for a field office record,

e Select Admin Ton Rates (Administrative Tonnage Rates) to open the List
Admin Ton Fee Rates Records page for that field office (Fig. 51).

e Select Supervision Rates to open the List Supervision Fee Rates Records
page for that field office (Fig. 52).

These tables display the amount and effective dates of the tonnage and supervision
rates. To add a new fee rate, click Add New Record. Enter the start date and amount
and click Return (Figs. 53 and 54). Once a new record is added, its Effective Date
becomes the previous record’s Expiration Date.
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Old rate records are not deleted, but remain in the table in descending order. Click Edit
on the most recent record to view the time and date of the last fee update.

‘ou are here: OPA Menu / Organization List/ Admin Ton Fee Rates List
GIPSA Admin Ton Fee Rates List

List Admin Ton Fee Rates Records

3 records in 1 Pages. Rows: IT 4 Ppage: 14_ I

Add new record

Select one of the following Admin Ton Fee Rates records for Organization "Edwards Field . . .
Office"; Figure 51 — List Admin
Action | Fee Rate | Effective Date | Expiration Date Ton Fee Rates Records
[Edit) 1.590 B6£22/2006
1.570 12/5/2005 /2172006

You are here: OPA Menu / Organization List/ Supervision Fee Rates List
GIPSA Supervision Fee Rates List

List Supervision Fee Rates Records

Select one of the following Supervision Fee Rates records for Organization "Edwards Field

Office”:
Action | Fee Rate | Effective Date | Expiration Date
[Edit] 5125 TH2006
§.000 12772005

2 records in 1 Pages. Rows: IT 4 Page: |1— >

Add new record

Figure 52 — List
Supervision Fee Rates
Records

Field Office: [Edyards Field Ofiice 1

Fee Rate: |
Effective Date:]—vl

Last update: *¥* Mo lazt update information available

[ nsertrate |  Retun |

A

Enter data to add new Admin Ton Fee Rates record,

Wou are here: OPA Menu / Organization List/ Admin Ton Fee Rates List/ Admin Ton Fee Rates Maint

GIPSA Admin Ton Fee Rates Maintenance
Add New Admin Ton Fee Rates

Figure 53 — Add New
Admin Ton Fee Rates

Wou are here: OPA Menu / Organization List/ Supervision Fee Rates List/ Supervision Fee Rates Maint
GIPSA Supervision Fee Rates Maintenance
Add New Supervision Fee Rates
Field Office:[dwards Fisld Ofiice =l

Fee Rate:]
Effective Date:]—vl

Last update: *** Mo last update information available

[ nsertrete | Retun |

i

Enter data to add new SupervisionFeeRates record.

Figure 54 — Add New Supervision Fee Rates

D. 9 — Edit Regional Office Record Data: Assigned States

From the Action droplist for a regional office record, select Assigned States to open the
List Assigned State page for that regional office (Fig. 55). Select Add New Record to
add a state assignment to a regional office. When finished, click Return.

Organizations and Personnel User Documentation

Version 2.0 12/15/06

Page 45 of 59



D. Administrative Users

Select Edit to view, edit, or Delete an existing state assignment through the Maintain
States page (Fig. 56). When finished, click Return.

‘¥ou are here: Organization List/ Assigned States List

Assigned States List

List Assigned States

Add new record
Select one of the following Assigned State records for Organization "P&SP - Midwestern

Regional Office’: Figure 55 — List Assigned
Geton Beglenalintice State States: Administrative
[Dalete] P&SP - hidwestem Regional Office 1A V|eW
[Dizlata] PESP - hdwestemn Regionzl Office M
[Delete] PE&SP - Mdwestem Regional Office KY
[Delete] PASP - hMdwestemn Regional Office kA0
4 records in 1 Pages. Roves: IT 4 page |1_ b

WVou are here: OPA Menu § Organization List/ Assigned States List/ Regional Office State Maint

GIPSA Regional Office Maintenance . . .
Maintain States Figure 56 — Maintain
. ] ) - , States
Regional Office: PRSP - Midwastern Regional Office
State: I4
Last update; Last change made on 1 2/2/2009 10:29:22 AM by user ALANG,

Delete Record | Return |

D. 10 — Edit Personnel Data

From the OPA Menu, select List Personnel to open the List Personnel Records page
(Fig. 57). From this page you can view or edit personnel data, view roles assigned to
personnel, and add, maintain, or delete role assignments.
The Maintain Personnel Data page can be accessed from any of four menu options:

e Click Edit beside a specific record.

e Select List Organizations and then choose Personnel. Click Edit next to your
target record.

e Select Organization Hierarchy and then choose Personnel. Click Edit next to
your target record.

e Select Search Personnel and set the search results to display as a web page.
When your results are generated, click Edit next to your target record.

With your desired command, open the Maintain Personnel Data page (Fig 58). Only
two personnel data fields are maintained in the OPA database: license number, when an
individual has a relevant license (such as a certified grain inspection license), and job
series, for an individual’s civil service grade or employment status (such as contractor).
Enter the data and click Save Changes, or Return to cancel your edit without saving.

Note: If you are a Personnel Administrator or an OPA System Administrator, you will see
a Status dropdown menu in the top left corner of the List Personnel Records page.
Active displays all personnel with an Active AD account status. Inactive displays all
personnel with an Inactive status. All displays both Active and Inactive personnel.
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Employees are never deleted from OPA; they are designated Inactive when an employee
leaves an organization. Record deletions are handled only by the Active Directory system.

You are here: OPA Meny / Personnel List

GIPSA Personnel List
List Personnel Records
Status: | Active v[

Inactive
s I“LL LR L

rFilter Search

Last Name:| Fiher’ Clear |

Select one of the following Personnel records:

Last First H H
Action Name Name MI | Phone Email Organization Flgure 57 — List Personnel
[Edit] | [Roles] Forom Clarence E (2817338 Clarence. E.Abromi@usda.gov FG15 - League City Field Records
2787 Office
[Edit] | [Roles] #dam Carmon C (013772 Cammeon.C.Adam@usda.gov FGI% - Grand Forks Field
kkral Office
[Edit] | [Roles] |  Ainsworth Jill ] (404) 562 Jill W Ainsworth @usda.gov IT% - Oparations Branch
5412
[Edit] | [Roles] |  Answorth L Cary | (404) 562 L.Cary Answorth@usda.gov | PASP - Eastem Trade Practice
5426 Unit
[Edit] | [Roles] Hleers Donald G (3307 569- Donald G Aers @usda.gov F315 - $an Antenio Satelite
1566 Office
[Edit] | [Roles] Hins Crystal 1] (3367323 Crystal D_Mdns @usda gow P25P - Carolina Suboffice
0532
[Edit) | [Roles] Apert Shirley B (985) T4 Shidey B, Abert @usda.gov FGIS - Naw Oreans Field
324 Office
746 records in 75 Pages, Rows: ]10 4 page: ]1 [ ]

You are here: Home / OPA Menu f Perzonnel List / Personnel Maint
GIPSA Personnel Maintenance
Maintain Personnel Data

Organization: Contractors

First Name: Samir MI: M . . .
Last Name: Fouad Figure 58 — Maintain
Title: Contractor
Status: Active Personnel Data
License Number:| Job Series: | *&k pyll valye ¥** -|
Email: Samir.M Fouad@gipsa.usda.govy Legin ID: SMFouad
Phone:(202) 720-7477 Fax:

Mobile Phone:
Room: 0626-5
Address: Stop 3601, 1400 Independence Avenue, SW
PO Box:
City: WASHINGTON
State fProvince:DC
Postal Code: 20250-3601
Country: US
Last update: Last change made on 6/23/2005 4:08:08 PM by user AD UPDATE.

save Changes |  Retun |

To filter the table by a last name or set of names, use the Filter Search option at the top
of the page. Type some or all of the name into the search field and click Filter.

e Enclose the name in quotes if you want records to exactly match the search
criteria. Searches are not case-sensitive.

e Your search string must include the first letter or letters of the last name for OPA
to identify the user. For example, if you enter “smi” in the search field, OPA will
display the records for John Smith and Alice Smiley, but not for Pat Naismith.
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The table display will remain filtered until you restore it. When you are finished, hit Clear
to restore the full table of personnel records. To find a specific record you can also use a
targeted search option; see section C for more information.

D. 11 — Edit Personnel Role Assignments

From the personnel records list, click Roles to open the List Org Role Asmt Records
page for that individual. From this page roles can be assigned, edited, or deleted as
described in section D. 6.

D. 12 — Edit Organization Hierarchy

The “Parent Office” droplist at the top of the Add New Organization page is used within
OPA to transfer an organization from one parent to another. To perform a transfer,

e Select either List Organizations or Organization Hierarchy from the OPA home
page or the Browse panel.

e Select the individual organization to be transferred by clicking Edit to the left of
that row (in the list) or to the right end of the organization (in the hierarchy). This
opens the Maintain Organization Data page for that organization.

e Select the new parent organization from the dropdown list at the top of the page
(Fig. 59), then click Save Changes. Click Return to exit without saving changes.

Selecting an initial value for the parent office on this page adds the organization as a
lower level “child” in the organization hierarchy. Note: If the organization is already
assigned as lower level unit under another organization, selecting a different organization
as the parent organization will transfer that organization and any lower level
organizations that belong to it to the new parent.

You are here: Home / OPA Menu / Organization Hierarchy / Organization Maint
GIPSA Organization Maintenance
Maintain Organization Data

Parent Office: | #+* || yalye *** ;I
-

Name:|Contractors
Denver Regional Office

D e tive Resoutves Sta =] Figure 59 — Maintain

FGIS - Analytical, Reference and Testing Services Branch

TYP&:|FGIS - Beaumont Suboffice Ol’ganization Data:
FGIS - Board of Appeals and Review - - -
FGIS - Cedar Raprdps Field Office hysical Address Organlzatlon h|erarChy

i . |FGIS - Cedar Rapids Satellite Office - .
Mail Address 1: FGIS - Corpus Christi Suboffice drOpIISt

Mail Address 2:|FGIS - Crowley Subeffice -
T

Mail l:it[:l Other Citr:l

D. 13 — Official Agencies: Overview

The current release of OPA includes official agency and service point records for the
forthcoming Delegation/Designation & Export Registration application (DDR). Official
agency records are linked to the service point records and service point location records
held within OPA (see Fig. 5 for an explanation of the information flow).
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You are here: OP& Menu / Official Agency List

GIPSA Official Agency List

List ©fficial Agency Records

Select one of the following Official Agency records:

Add new record

Action Name City State [Status
[Edit] lm AN, Tischer & Son, Inc. Inactive
[Edit) lm Fberdeen Grain Inspection, Inc. Averdeen 1] Fotive
[Edit) m yabama D of #g & Ind AL | setive
[Edit] m #marillo Grain Exchange, Inc. Amarillo ™ | Adtive
[Edit] m Caire Grain Inspection Agency Ine. Cairo IL Hetive
[Edit) m California Agr Inspection Company, Ltd. West Sacraments | CA | Active
[Edit) m Champaign-Danville Grain Inspection Depart 1 cl I Hetive
81 records in 7 Pages. Rows: IT 4 page: |1— >

‘¥ou are here: OP#& Menu f Official Agency List/ Official Agency Maint

GIPSA Official Agency Maintenance
Add New Gfficial Agency

Name:l

Ahhreuiation:l

Status:|.q.:tiue .l

Address 1:|

Address 2z

City:'

State: I FEE Null Value FFF » I
Zip:l

POC Last Name:|

POC First Name:'

POC Phone:|

POC Email:|

POC Faﬂ:|

Wehsite:|

Comment:l

Business Type:

ol &

cit

Inspectiun:|
Weighing:l

Grain Inspection Manager ID:|

Incorporated St.ate:'

Incorporated Date:l—l

oA TYDE:ISbate -]

Expiration Date:

E-

CRT Expiration Date:]— vl

Last update: ¥#% Mo last update information auailable ¥+

Ingert Newe Record

| Return

D. Administrative Users

Figure 60 — List Official
Agencies: Administrative
View

Figure 61 — Add New
Official Agency
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From the home page, click List Official Agencies to open the List Official Agency
Records page (Fig. 60). From here you can view and maintain official agency data,
service point data, and service point location data. Note: This menu option is not
available through the Browse panel.

From the Action droplist, select Service Points to view a list of the service points where
that official agency provides services. Service point data can be edited from that page.

D. 14 — Add and Maintain Official Agency Records

From the home page, click List Official Agencies. Select Add New Record to open the
Add New Official Agency page (Fig. 61). Among the data fields are:

Abbreviation, the code by which the official agency is located by other GAM
applications.

Status, which can be Active or Inactive.
Address and Point of Contact (POC) information.
Comment, a text field for information not on the form.

Business Type, which for the purposes of this form can be “Official Agency” or
“Registered Grain Firm.”

Y/N droplists to indicate inspection and weighing activities.

OA Type, to indicate if the official agency is private or a state facility. If private,
include the state and date of incorporation.

Expiration date, the last date by which the agency can perform official services, and
CRT expiration date, the last date by which the agency can issue valid
certificates of inspection or for other services.

When you have entered your information, click Insert New Record. Click Return to
exit the screen without saving your data.

Select Edit to open the Maintain Official Agency Data page. Choose Save Changes
when finished. Note: Official agency records cannot be deleted in OPA. The designation
made to a given Official Agency expires at the end of the designation period as defined in
the GAM Delegations, Designations and Export Registration (DDR) system, and records of
both the designation and the official agency are retained.

D. 15 — Maintain and Delete Service Point Records
There are several routes to service point records in OPA:

e From the OPA home page or the Browse panel, select List Service Points.

e Select List Organizations. Select Service Points from the Action droplist of a
Field Office record.

e Select List Official Agencies. Select Service Points from the Action droplist of an
official agency record.

e Select List Service Point Locations. Select Service Points to view only service
points operating at one physical location.
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The data fields are:
Name, the acronym of the official agency that provides the service point.
Service Point Number, a unique identifier.

Direct Service By Field Office / Spv Fee Field Office, which indicates either the field
office that directly operates the service point, or the official agency that operates
the service point. Only one of these columns is valid per service point record.

Official Agency, the full name of the official agency providing official services at the
service point.

Start / End Date, the dates during which the service point is providing services.

You are here: OPA Menu f Service Point List

GIPSA Service Point List

List Service Point Records

. . . Add new record
Select one of the following Service Point records:

Service Direct
Paoint Service by Spv Fee official Start End
Action Name Number | Field Office | Field Office Agency Date Date
[Edit] ABBEVILLE, LA 170010 FGIS - New BERN908 i _ 1 1
pler il Figure 62 — List Service
FO0DS) Gifics Point Records
[Edit] ABERDEEN, WA 450010 FGIS - Washington
(ABPY FederaliState
Office
[Edit] ABILEMNE, K& 150010 FGI$ - Wichita Kansas Grain 14171980 | 1142004
Field Dffice Inspaction
Service, Inc.
[Edit] ADA OH 340020 FGIS - Toledo Field | Mchigan Grain 32452004
(Famers Office Inspection
Commission Co) Services, Inc.
Q57 records in 160 Pages. Rows: IB 4 page: |1 \Ge ] p

¥ou are here: OPA Menu f Service Point List/ Service Point Maint

BIPSA Service Point Maintenance
Maintain Service Point Data
Service Point Numbel‘:lggsg Status:| active .|

Name: [minot

Name Abbreuiated:l

Figure 63 — Maintain

Location: |Np, Minet - 1804 Walley Streat | add New Location
Owned by Field Office: [ rul valus #F = Service Point Data
Spv Fee Field Office:|FaIs - Grand Forks Fiald Office =
Dfficial Agency: I Minot Grain Inspection, Inc. ;I
Start Date: IW =g End Date: 'l

Export Location Flag:|N° ,I
Supervision Fee FIag:l\fes .l

Tonnage Fee Flag:| 7I

POC Last Name:l-rhom
POC First Name:|Dauid

POC Phone:[701-533-1734

POC Email:lmatgrins@srt-com
POC Fax:l

Change Info: i’

FFIS Number:lsm

Supervision Fee Mgmt Code:|

Admin Ton Mgmt Cnde:'
Last update: Last change made on 12/8/2005 5:01:40 PM by user ALANG,
Save Changes Delete Record [ Return |
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Click Edit to open the Maintain Service Point Data page (Fig. 63). Select the location
from the “Location” droplist, or click Add New Location to create a record for the
service point’s location (see the following sections for more information). Choose a value
for ONLY one of the following two fields: “"Owned By Field Office” or “Spv Fee Field
Office.” When you have altered your data fields, select Save Changes.

Click Edit and then Delete Record to delete a service point record.

D. 16 — Add New Service Point Record

From the service point records page, click Add New Record to open the Add New
Service Point page (Fig. 64). See the previous section for a description of the data
fields. When finished, select Insert New Record, or Return to cancel the addition.

If the service point location does not appear in the “Location” droplist, click Add New
Location. See the following section for more information.

You are here: OPA Menu / Service Point List/ Service Point Maint

GIPSA Service Point Maintenance
Add New Service Point
Service Point Number:| Status:m
Name:|

Name ﬁbbreviated:|
Location:| | add New Location
Direct Service by Field l:lffice:|~=** Null Walye H#* =

Spv Fee Field Office:[Fa1s - Cedar Rapids Field Office |
Dfficial Agency:| A\, Tischer & Son, Inc, =l

Start Date:|—| End Date:l—vl

Export Location F|ag:|Ves v|
Supervision Fee Flag:| -.|

Tonnage Fee Flag:| vl

POC Last Name:|
POC First Name: |
POC Phone:|
POC Email:l

POC FaH:I
Change Info: ﬂ

FFIS Number:l

Supervision Fee Mgmt Code:] Figure 64 — Add New

Admin Ton Mgmt Cude:l Service Point
Last update: *** No last update information available ¥**

[ insetMewRecora | Retun

Enter data to add new Service Point record.

D. 17 — Service Point Location Records

To open the master List Service Point Locations page (Fig. 65), select List Service
Point Locations from the home page or select List Locations from the Browse panel.

Each location record displays the physical address, a link to Edit the address information,
and a link to the Service Points that utilize the location.
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To maintain location information, click Edit and then Save Changes.

D. Administrative Users

To delete a service point location, click Edit and then Delete Record. This removes the
service point location from the droplist on the service point records page.

New service point location records can be created from several places within OPA:

e Select List Service Point Locations. Click Add New Record in the top right hand

corner of the page.

e Select List Official Agencies. Select Service Points from the Action droplist of an
official agency record. Select Edit for any service point record. On the Maintain

Service Point Data page (Fig. 63), click Add New Location.

e Select List Organizations. Select Service Points from the Action droplist of a
Field Office record. Select Edit for any service point record. On the Maintain

Service Point Data page (Fig. 63), click Add New Location.

When you have filled in the service point location data on the Add New Service Point
Location page (Fig. 66), click Insert New Record. It will appear in the droplist of

locations for all service point records in OPA.

Note: The Search Organization Location command only searches for GIPSA organization

locations, not official agency or service point locations.

You are here: OPA Menu f Service Point Location List

GIPSA Service Point Location List

List S8ervice Point Location Records

Add new record
Select one of the following Service Point Location records:

Action Address 1 Address 2 City State| 2ip

[Edit] [Service Chi¢ago and llincis River Mareting 960 East Bay Street hilwaukes Wil 53207
Points)

[Edit] [Service Chicago and llincis River harweting 2100 §. 43rd Street hilwaukee il 53219
Poirds)

[Edit] [$ervice Chicage and llincis River hWarketing 960 East Bay Street hlwaukes gl 53207
Fairtsz)

[Edit] [Service Larsen Cooperative Company East 9123 hill Road Readfield Al 54069
Poirts)

[Edit] [Service Golden Grain LLC. st 13134 Ripon il 54071
Poirits] Highway K

[Edit] [Bervice The De Long Company Sharon Wl 51685
Paints]

910 records in 19 Pages. Rows: |50 4 Page: |1 >

You are here; OPA Menu £ Service Point Location List/ Service Point Location Maint
GIPSA Service Point Location Maintenance

Add New Service Point Location

Address l:l
Address 2:[

City:
ap
Port:| california -
FGIS Region:[Canads =]
AMS R.egion:lm
Census Schedule D District:[—
Census Schedule D Port:l—
Last update: *** Mo last update information available *##
Insert Mevw Record | Return [

Figure 65 — List Service
Point Location Records

Figure 66 — Add New
Service Point Location
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E Extracting Data

E. Extracting Data to OPA from Active Directory

E. 1 — Introduction

Most personnel data in the OPA application is actually manitained in the Active Directory
(AD) system, and extracted by OPA on a daily basis. The data update between AD and
OPA, a process called extraction, will run in one of three ways:

automatically each night (the most common extraction),
on demand to provide updated information ahead of schedule,

on a single-user basis to bring information about a new employee or contractor into
OPA ahead of the nightly extract (for example, if a new employee is needed for a
function in another system and cannot wait for the scheduled daily update).

Only users assigned the Personnel Administrator or OPA Administrator roles can view the
daily extract results, manually extract from AD, or perform single-user updates.

Certain administrative functions, such as personnel transfers and record deletions, can
only be done by Active Directory administrators.

An individual’s license number and job series code are the only personnel data that are
established and maintained in OPA, rather than AD.

E. 2 — View Daily AD Extract Results

Each time the daily extract is run (whether at the regularly scheduled time or on
demand), OPA records the extraction’s execution and results. The extraction result
records are permanently logged and can be reviewed by adminstrators at any time.

From the home page, select Active Directory Extract History. This option opens the List
AD Transfer History Records page (Fig 67). Each day’s extract result displays the
following fields:

records updated. Every personnel record in OPA is updated each day, whether or not
the data has been changed in AD.

records inserted. These are new personnel records that were created in AD and then
added to OPA.

records made inactive. These are personnel records that have been deleted in AD.
total number of records transferred during that execution.

This history will be maintained indefinitely, with the most recent records displayed at the
top of the list. To locate a specific day, use the column sort feature or navigate with the
row and page commands.

You can manually begin the data extract from this page by clicking Run Update (see
next section).
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E Extracting Data

You are here: Home §/ OP& Menu / AD Transfer History List
GIPSA AD Transfer History List

List AD Transfer History Records Figure 67 — List AD Transfer
Run Update History Records
Transfer Date # Updated # Inserted # Inactive Total Transferred
6/23/2005 747 0 3 47
62172005 747 0 4 747

17 records in 1 Pages. Rows: ]T 7 4 Page: ]1 b

E. 3 — Manually Run Daily Extract

In certain cases, the full GIPSA AD extract may need to be run during the day or at some
point other than when it is regularly scheduled. There is no limit on how many times this
AD extract can be run, but it does create an extract history each time.

Note: before you extract any new employee records to OPA, these are the steps that
must be followed, in this order:

Create the new personnel record(s) within AD.

Have personnel data entered by a GIPSA Personnel Administrator.

Manually extract records to OPA.
Likewise, any changes to existing employee or contractor records (including transfers to
another organization) should be made in AD before extracting records to OPA.

To manually run the daily extract, select Active Directory Extract History from the OPA
homem page, then click Run Update. This opens another browser window that displays
a count of the total number of rows retrieved from AD (Fig. 68). Close this second
window when the count is displayed.

=l
|746 records retrieved from Active Directory
Figure 68 — Active Directory Daily
Update
=
€] Done I
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E Extracting Data

E. 4 — Manually Extract Single User Information

In some cases it may be necessary to update information about a single person, or to
immediately transfer information about a new employee from Active Directory to OPA.
Instead of running the full AD extract, you can use OPA’s single user extract process.

As with the daily update, an employee’s account must be defined in AD by NTB, and the
remainder of the personnel information updated by a GIPSA Personnel Administrator
within AD, before you can run the single user extract in OPA. You will also need the
individual’s GIPSA network login ID, which is assigned by NTB as part of the basic AD
account setup.

Note: the GIPSA network login ID is not the same as the individual’s eAuthentication ID.

The single user extract function can be accessed from either of these menu choices:

¢ From the OPA home page, select Single User Active Directory Extract.

e From the grey Browse panel, select Single User Retrieval.

Either of these choices will open the Load User From Active Directory page (Fig 69).
Enter the network login ID in the blank field and click the Load User button to begin the
process.

Once the process is started, it will generate one of three possible results:

If a user with that login ID exists in OPA and in AD, the application will display the
individual’s personnel data (Fig 70). Click the Update button to update OPA with
the information from AD. If you need to halt the update, click Cancel.

If no user with that login ID exists in OPA, the application will display an error page
(Fig 71). Check that the ID was entered correctly.

If the user exists in OPA but has been deleted from AD, the application will alert you
that the record status is Inactive (Fig. 71). No update can be made.

After a successful single user update, the application will display a read-only confirmation
page (Fig. 72).

You are here: Home / OPA Menu f Personnel Maint

GIPSA OPA Personnel Maintenance ] ]
Load User From Active Directory Figure 69 — Single User

Enter Login ID to Load in OPA! Retrieval: Load User
| Load User | From Active Directory

Type the user’s login ID in
the blank field.
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*ou are here: Home [ OPA Menu [ Persennzal Maint

GIPSA OPA Personnel Maintenance
Load User From Active Directory

KJYarbrough is associated with: Washington
kjyarbrough already exists in OPA.

Update I Cancel |

[PER_RowId [579
[orRG_Row1d [77
[PER_Status_Code [t
|PER_Job_Series

[PER_Job_Title [contractor
[PER_First_Mame [kirby
[PER_Middle_Name [

[Yarbrough
|Stop 3601, 1400 Independence Avenue, SW

|PER_Last_Name
|PER_Mail_Address
|PER_Mail_PO_Box

[PER_Mail_city [wasHINGTON
[PER_Mail_state_Province [oc
[PER_Mail_Postal_Code [20250-3601
[PER_Mail_Country lus

[PER_Main_Phone_Nbr [(202) 720-0156

¥You are here: Home / OPA Menu / Personnel Maint

GIPSA OPA Personnel Maintenance
Load User From Active Directory

This user was only found in OPA
Status changed to INACTIVE

Yeu are here: Heme [ OPA Menu /[ Persennel Maint

GIPSA OPA Personnel Maintenance
Load User From Active Directory

No record found for this user

You are here: Home / OPA Menu / Personnzl Maint

GIPSA OPA Personnel Maintenance
Load User From Active Directory

ABYeh is associated with: Washington
Yeh, Apollo B has been inserted into the OPA System

E Extracting Data

Figure 70 — Load User From
Active Directory: Process
Screen

Figure 71 — Load User From
Active Directory: Error
Screens

Figure 72 — Load User From
Active Directory:
Confirmation Screen
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F. eAuthorization and OPA

F. 1 — Configuring User Access to OPA
GIPSA’s eAuthorization System (GAS) maintains access permissions and authentication
data for each GAM user. Only eAuthorization administrators can configure these settings.

Anyone from the general public can access the public personnel search and the public
organization search functions. All other functions, including access to the main OPA
menu, require that the user have a User Role assighed through eAuthorization.

At this time there are two pre-defined roles for OPA. These values will appear in the
dropdown menu for Role on the Add New User Role screen (Fig. 73):

“OPA User” is for general GIPSA employees.

“OPA Administrator” is for OPA administrators and personnel administrators.

OPA administrators also require a role for CVM in order to set OPA code variables.

F. 2 — Requesting Access to OPA

A user attempting to log into the OPA home page without an eAuthorization user role
assignment will generate the Application Access Request form (Fig. 74). When the
user completes the request it will be automatically sent to the network administrator for
evaluation.

You are here: eAuthorization Menu f User List/ User Role List/ User Role Maint

GIPSA User Role Maintenance
Add New User Role

M:Ia'-\dl'.':il'.rs.i_ra'_-ur, Jane Q. _—__l
RLIE:IF-IDW Appl Administrator ;I
Comment:

jl Figure 73 -
Start Date:——————— - eAuthorization: Add New
User Role

End Date:[—

Last update: *** Mo last update information available
Insert New Record | Retun |

e

You are here: Application Access Request
Application Access Request
Send Email
You do not have access to the requsis!:ed resource. You may request the appropriate Flgu re 74 — App”cation
access by filling out the form below. Access Request
First Name: ann
Mid Initial:
Last Name: Lang
Email Address: alana@johnstonmelamb.com
Comment: 7

Phone Number: |

Send Email I
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F. Appendix

lll. Appendix

A. Glossary

Active Directory — GIPSA’s master database of employees, contractors, and
organizations contact and statistical data.

eAuthentication — the USDA'’s system of user credentials, which interoperates with all
GAM applications.

eAuthentication Level — User access levels, from Level 1 to Level 4, set by the USDA and
maintained through eAuthentication.

eAuthentication Login ID — an alphanumeric string assigned to a user’'s USDA
credentials.

eAuthorization — the GAM system of user credentials and application security, which
interoperates with eAuthentication.

Network Login ID — a user ID assigned to an individual by GIPSA’s Network and
Telecommunications Branch when his or her account is first created in Active Directory.

Role: eAuthorization User Role — a setting required within eAuthorization for a user to
access all non-public OPA functions. Not the same as OPA’s Organization Role
Assignment.

Role: Organization Role Assignment — the job duties an individual carries out within a

GIPSA or related organization. Organization role assignments are tracked, but not
assigned or removed, in OPA organization and personnel records.

B. Commonly Used Acronyms

AD — GIPSA's Active Directory installation

APS — GIPSA's Agricultural Product Standards application
FAC — GIPSA’s Issue Tracking System application

FGIS — Federal Grain Inspection Service

GAM — GIPSA Application Modernization

GAS — GIPSA'’s eAuthorization System application

IDW — GIPSA'’s Inspection Data Warehouse application
NTB — GIPSA’s Network and Telecommunications Branch
OPA — GIPSA'’s Organizations and Personnel application
P&SP — USDA's Packers & Stockyards Programs

RER — GIPSA's Regulated Entities and Registration application
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