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I. 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. 
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USDA GIPSA Home Page 
 
 

 
 
 

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  REDIRECTS USER TO   
Home USDA GIPSA Intranet home page 
Help GAM-wide help system  
About GIPSA GIPSA public information page 

Contact Us GIPSA public contact information page 

Login GIPSA user login interface 
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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  REDIRECTS USER TO  

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

P&SP Menu 
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 REDIRECTS USER TO 

GIPSA 
the Grain Inspection, Packers & Stockyards 
Administration organizational home page 

USDA.gov 
the United States Department of Agriculture home 
page 

FOIA  the USDA Freedom of Information Act page  

Accessibility Statement the USDA Accessibility Statement page 

Privacy Policy the USDA Privacy Policy page 
Non-Discrimination  
Statement the USDA Non-Discrimination Statement page 

Information Quality the USDA Quality of Information Guidelines page 

FirstGov the U.S. Government’s Web Portal home page 

White House the White House home page 
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Organizations and Personnel (OPA) Navigation Map 
 
 
 

 
 
 

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. 
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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 section E.  
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Figure 4 – Maintain Information Process Flow: OPA Administrators 

 
 
 
 
 
 
 

 



 
 

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).  
 
 

 
 
 
 
 

Figure 5 – Active Page 
Breadcrumbs 

The blue text above the 
active page indicates your 
chain of menu options. In 
this example, each option 
led to the same data page 
from different areas within 

the application.  
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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  or backward 
 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 (   or   )  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 / 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.  
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Figure 6 – Session 
Timeout Page 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Organizations and Personnel User Documentation 
Version 2.0 12/15/06 Page 14 of 59 



 
 

Organizations and Personnel User Documentation 
Version 2.0 12/15/06 Page 15 of 59 

II. 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. 



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 / Browse By Subject panel. 
 
 

 

Figure 7 – Organizations and Personnel Home Page: Public Users 

 
A. 2 — Public Search Personnel: Overview 

To perform a search of the public personnel records, 

• Select Search Personnel from the OPA home page. 

• 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. 
 

 
 

 
 
 

Figure 8 – Select Search 
Operands 

 
 
 
 
 

Figure 9 – Select Search 
Values 
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A. Public Users 

 
 
 
 
 
 
 

Figure 10 – Search 
Personnel Data (Public) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 11 – List 

Personnel Records 
(Public): Web Page 

Results 
 
 
 
 
 
 
 
 
 

 
 
 

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. Public Users 
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A. 4 ― Public Search Service Providers 

To perform a search of the public service provider records, 

• select Service Providers from the OPA home page, or 

• 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. 

 
Figure 12 – List 

Personnel Records 
(Public): Excel Results 
 
 
 
 

 
Figure 13 – List 

Personnel Records 
(Public): PDF results  

 
 
 
 
 
 
 

 
 

Figure 14 – List Service 
Providers (Public) 

 
 

 

 

 
 

Figure 15 – List Service 
Providers (Public): State 

Results 
 
 
 
 

 



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: 

• List Organizations 

• List Personnel 

• Organization Hierarchy 

• List Service Points 

• List Service Point Locations 

• List Official Agencies 

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

 

Figure 16 – Organizations and Personnel Home Page: General OPA Users 
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B. General OPA Users 

B. 2 ― View Personnel Records 

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:  

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

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

• 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. 
 

 
 
 
 
 
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 names, 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.  

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

• 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.  

Organizations and Personnel User Documentation 
Version 2.0 12/15/06 Page 21 of 59 



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. 
 

 
 
 
 
 
 

 
 

Figure 18 – Maintain 
Personnel Data (Read-

Only) 
  

 
 
 
 
 

 
 
 

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: 

• 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). 

Organizations and Personnel User Documentation 
Version 2.0 12/15/06 Page 22 of 59 



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. 

• 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.  

 
 
 
 
 

Figure 19 – List 
Organization Role 

Assignment Records (For 
Personnel) 

 

 
 
 

 
Figure 20 – Maintain 

Organization Role 
Assignment Data (Read-

Only) 
 
 

 
 
 

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 designates 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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Figure 21 – List 
Organization Records: 

OPA Users 
 
 
 
 
 
 
 
 
 

Figure 22 – List 
Organization Records: 

Field Office Type Action 
Menu 

 
 
 
 

Figure 23 – List 
Organization Records: 

Regional Office Type 
 
 
 
 
 

Figure 24 – List 
Organization Records: All 
Other Organization Types  

 
 
 
 

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

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

• 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.  

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

• 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. 
 

 
 
 
 

Figure 25 – Maintain 
Organization Data (Read-

Only) 
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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. 

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

• 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). 

• 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).  

 
 

 

 

 

Figure 26 – List Personnel 
Records For An Organization 

Click View to see detailed 
information in an 

individual personnel 
record. Click Roles to see 
the role assignments for 

an employee. 

 

 

 

 

 

 

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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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 in 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. 

 
 
 
 

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: Assigned 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. 

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

• 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. 
 

 
 
 
 
 

Figure 32 – List 
Organizations: GIPSA 

Organization Hierarchy 
Administrative 

screenshot; General OPA 
Users will see [View] 

instead of [Edit]. 

 

 

Note: This screenshot was 
made with test data; the 

actual hierarchy may vary 
from what is shown. 
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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.  
 
 

 
 
 
 
 
 
 
 
 
 
 

Figure 33 – List Service 
Point Records 

 
 
 
 
 
 
 
 

 
 

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: 

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

• Perform a targeted search (see section C). 

 

 

 

 

 

 
Figure 34 – Maintain 

Service Point Data 
(Read-Only) 

 
 
 
 
 
 
 

 
 
 

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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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 

 

 

 

 

 

 

 

 

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

• Select List Locations from the grey Browse panel. 

• Perform a targeted search (see section C). 
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B. 16 ― View Official Agency Records 

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. 

 
 
 

 

 

 
Figure 38 – List Official 

Agency Records 

 

 

 

 

 

 

 
Figure 39 – List Service 

Points Records For 
Official Agency 
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Figure 40 – Maintain 
Official Agency Data 

(Read-Only) 

 

 
 
 
 
 

 

 

 
 



C. Search Functions 

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: 

• Search Personnel 

• Search Organizations 

• Search Organization Roles 

• 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 / 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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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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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). 
 
 

C. 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. 
 

 
 
 

 
Figure 43 – Search 
Organization Role 

Assignment Data   
 
 
 
 
 
 
 
 

 
Figure 44 – Search 

Organization By Location   
 
 
 
 
 
 
 
 

 



D. Administrative Users 

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). 
 

 

 
 

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. 

 

 

 

 

 

 
 

Figure 46 – List 
Organization Records – 

Administrative View 
Regional Office, Field Office, 

and all other office type 
Action menus are shown. 

Refer to Figs. 22-24 for 
more information. 

 
 

 

 

 

 

 

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.  

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

• 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). 
 

 
 
 
 
 

Figure 47 – Add New 
Organization 

 
 
 
 

 

 

 

 

 
 

 

 

D. 5 ― Edit Organization Data 

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

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

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

• 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.  
 

 
 

 

 

 

 
 

Figure 48 – Maintain 
Organization Data 

Droplists are populated with 
preset values. Fields 
underlined in red are 

mandatory. 

 
 
 
 

 
 
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: 

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

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

• 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. 

 
 
 
 
 
 
 

 

Figure 49 – List Org Role 
Asmt Records 

 
 
 
 

 

 

 

Figure 50 – Add New Org 
Role Asmt 

 
 

 
 
 

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,  

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

• 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. 
 

 

 

 

Figure 51 – List Admin 
Ton Fee Rates Records 

 

 

 

 

 

 

 

Figure 52 – List 
Supervision Fee Rates 

Records 

 

 

 

 

 

 

Figure 53 – Add New 
Admin Ton Fee Rates 
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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. 
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Select Edit to view, edit, or Delete an existing state assignment through the Maintain 
States page (Fig. 56). When finished, click Return.  

 

 

 
Figure 55 – List Assigned 

States: Administrative 
View 

 

 

 

 

 
Figure 56 – Maintain 

States 
 

 
 

 

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:  

• Click Edit beside a specific record.  

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

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

• 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. 

 
 
 
 
 
 
 
 
 

Figure 57 – List Personnel 
Records 

 
 

 

 

 

 

 

 

 

 

Figure 58 – Maintain 
Personnel Data 

 
 

 

 

 

 

 

 

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.  

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

• 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, 

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

• 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.  

• 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. 
 
 
 

 

 

Figure 59 – Maintain 
Organization Data: 

organization hierarchy 
droplist  

 
 
 
 
 

 

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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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: 

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

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

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

• 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. 

 

 
 
 
 
 

Figure 62 – List Service 
Point Records  

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 63 – Maintain 
Service Point Data 
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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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 64 – Add New 
Service Point 

 
 
 

 
 
 

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. 
 
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: 

• Select List Service Point Locations. Click Add New Record in the top right hand 
corner of the page.  

• 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. 

• 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. 

 
 

 

 

 
 

Figure 65 – List Service 
Point Location Records 

 

 

 

 

 

 

 

 
 

Figure 66 – Add New 
Service Point Location 

 

 



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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Figure 67 – List AD Transfer 
History Records 

 
 
 
 
 
 
 

 
 
 

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. 
 
 

 
 

Figure 68 – Active Directory Daily 
Update 
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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. 

• 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).  
 
 

 
 

Figure 69 – Single User 
Retrieval: Load User 

From Active Directory  
Type the user’s login ID in 

the blank field. 
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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  

 
 
 

 



 

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 assigned 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. 
 

 
 
 
 
 

Figure 73 – 
eAuthorization: Add New 

User Role 
 
 
 
 
 

 
Figure 74 – Application 

Access Request 
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III. 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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