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	Frequently Asked Questions
State Agencies

HOW TO USE THE PSA REQUEST WEBSITE

All Executive Branch state agencies must obtain approval from the Office of Policy 
and Management (OPM) before entering into or amending certain Personal Service Agreements (PSAs).

This job aid provides an overview of the online PSA request process and the roles
of state agencies.

Online References:

· Connecticut General Statutes, Sections 4-212 through 4-219, inclusive

http://www.cga.ct.gov/2005/pub/Chap055a.htm#Sec4-212.htm
· Office of Policy & Management, Personal Service Agreements: Policies and Standards, 2005

http://www.opm.state.ct.us/finance/psa/standards.htm
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	Contact
	

	For technical support,

please contact:

Jamie Gamble
	

	
	Users & Roles     ^top

	
	1. True or False?  The roles of Data Entry and Reviewer can enter, edit, and, save data – but cannot submit requests.

True.  Only a Requester can submit PSA requests to OPM.  In addition, all roles can also delete requests (prior to their submission to OPM), perform searches, and generate reports.

2. True or False?  The Reviewer role is optional.

True.  Agencies can have as many or as few Reviewers as they choose.

3. Your agency wants to add a new employee as a user with a Data Entry role.  How would you do this?

Click on User Profiles link.  Select Agency; then click on the Add a new user link.  Input requested information; choose Data Entry from the Role drop-down list.  Click the Save button.

NOTE:

· An agency employee with a Requester role must change the default active status of the new user from “No” to “Yes” by clicking the appropriate radio button and then the Save button.
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	4. Which role or roles can add a new user for your agency?

Any role is authorized to add new user information.  Only the Requester role can change the default inactive status for the roles of Data Entry and Reviewer to an active status (or back again).  The role of Requester can only be activated by OPM.
5. Your agency wants to delete a Data Entry user who has transferred out of your agency.  How would you do this?

Click on User Profiles link.  Click on the Select link for the employee you want to delete.  Click the Delete button.  Note: Only a Requester can delete a user.

6. Which role can delete a user for your agency?

Only a Requester can delete a user.
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	7. What is the default password for all users the first time they access the system?

Default password: “39pL4q” – it is case sensitive.

8. What is the minimum number of characters that are required for your password?

One.  There is no limit to the number of characters.

9. If you do not have a Core-CT User ID, what should you use for your Username when you log in?

Your last name followed by your first initial – with no space.  Username is not case sensitive.

10. You need to request a new PSA and have forgotten your password.  How can you find out what your password is?

On the login screen, click on the Forgot Your Login Information link.  Complete the information requested, click Submit.  You will be e-mailed your password.
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	11. Your boss has decided to hire a motivational speaker for your agency’s in-service training day.  You need to request a PSA.  What are the steps you need to take?  Your role is Data Entry.

On the Worklist screen: Select Personal Service Agreement from the Select Request Type drop-down list; then select your agency from drop-down list.  Click the Add a new request link.

Complete the request form – click the Save button when you are done.  The form will be assigned a number.  Once a request form is saved, it can be changed or deleted prior to submission to OPM.  Once a request form is deleted, you cannot retrieve it.
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	12. As someone who has a Requester role, you have submitted a PSA request but now want to delete your action.  What can you do?

Absolutely nothing!  Submitting a request form is like mailing it – you cannot get it back.  (The best you can do is phone OPM and ask them to ignore the request.)

13. As a Requester, you have recently submitted a PSA request to OPM and discover that you need to change the PSA.  Can you?

No.  Once a request form is submitted, the action cannot be changed by the requesting agency.  The requesting agency can, however, contact OPM and ask that OPM edit or change a request form on its behalf.
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	14. True or False?  The only role that can delete a request form is the Requester role.

False.  All roles are authorized to delete a request form.  Once a request form is deleted, the action cannot be undone.  You will receive a warning message first.

NOTE:

· Once the request form has been submitted to OPM, it cannot be deleted.
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	15. You’re working on a request form and need to return to your Worklist screen.  How can you get there?

Under Main Menu, click the Worklist link.

16. True or False? Clicking on Home will bring you back to the Worklist screen.

False.  Clicking on Home will bring you to the Login screen.

17. Your Worklist has become too long and you want to view it grouped by contractor.  How can you do this?

On the Worklist screen, click on the column title Contractor.  The list will automatically sort alphabetically by contractor.
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	18. How can you tell if a request form has been saved?

There will be a PSA number at the top of the screen.

It will also be listed in your Worklist as long as it is saved, but not submitted.  Once submitted, you must search for the request form in order to view it.

19. How can you tell if a request form has been submitted?

When a Requester clicks on the Submit button, the following message will appear on the screen:  “Request has been submitted to OPM for review.”

Submitted request forms do not appear in the Worklist – you must use the Search function to view them.
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	20. You have just requested a new PSA and now you need to print the request form.  What do you do?

Go to the document that you want to print.  Click on the Printer Friendly link.
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	21. You want to know how many PSAs your agency has requested.  What do you do?

Click on the Search link.  Select the Year; select Agency; select All Requests from Status; select Show All from Request Types.  DO NOT select a Contractor.  Click on the Search button.

22. You want to know how many “Pending OPM Review” requests are outstanding for your agency.  How will you find out?

Click on the Search link.  Select the Year; select Agency; select Pending OPM Review from Status; select Show All from Request Types.  DO NOT select a Contractor.  Click on the Search button.

23. You want to find a list of all the non-competitive PSA requests for your agency.  How can you find out?

Click on the Search link.  Select the Year; select Agency; select All Requests from Status; select Non-Competitive PSAs from Request Types.  DO NOT select a Contractor.  Click on the Search button.
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	24. You keep getting an error message and you don’t know why.  How can you obtain technical support?

In the CONTACT box on the left-hand side of the screen, click on Jamie Gamble.  Compose your message and send.

25. How will I know that I have received an e-mail from the system?

E-mail from the system will be from psa.administrator@ct.gov .


<< END >>
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