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Chapter 1: Introduction to eOPF

Electronic Official Personnel Folder (eOPF) is asystem developed as a
management solution to handle official personnel files and to simplify
your access to your own Official Personnel Folder (OPF). The OPF
contains human resource (HR) records and documents related to Federal
civilian employees. An OPF is created when an employee begins Federal
service and is maintained throughout the employee’s career in accordance
with United States Office of Personnel Management (OPM) regulations.

The eOPF provides electronic, Web-enabled access to OPF for all
employees, supervisors, and HR staff members to view eOPF documents.
All employees are able to view their own OPF through the eOPF Web
interface. The eOPF also allows supervisors to have view-only access to
specific documents contained in the eOPF of employees who report
directly to them.

eOPF has security measures in place to ensure the integrity of the system.
For example, users are able to view their own eOPF documents, but
cannot modify the documents. Additionally, all activity performed in the
eOPF islogged and can be accessed through various reports.

Note:

The eOPF is not a vehicle through which documents can be modified.
(Information found on SF-50/52s, benefits documents, etc. can be
modified/corrected through agency HR systems, Employee Benefits
Information Systems, etc.)

The eOPF has a variety of functions that are accessible depending upon
the role of thelogged in user. This User Guide covers the basic employee
role and assumes you have working knowledge of Microsoft Windows
desktop. This Guide coverstopicsfor installed versions of eOPF. If you
do not have access to the Internet or the eOPF application, please contact
an eOPF administrator to assist you with setup.

IMPORTANT!

This User Guide includes representative pages from the eOPF; however,
your system may be dightly different depending upon your agency’s
requirements. In addition, some functionality, such as career briefs and
position descriptions, is optional and may or may not be configured for
your system.

Chapter 1: Introduction to eOPF 1






Chapter 2: Browser and Viewer
Requirements

To access and utilize the eOPF, you must use two basic “off-the-shelf”
software components. a Web browser application and Adobe Acrobat
Reader. The Web browser enables you to view the various system screens
such as Logon and Search. Adobe Acrobat Reader enables you to view
documents.

Browsers

Y ou can use commercially available Web browsers to access the eOPF.
For best results, it is recommended that you use the latest version of
Microsoft Internet Explorer.

Downloading and Configuring the Viewer (Adobe Reader)

The eOPF stores documents as Portable Document Format (PDF) files,
which can be viewed and printed using Adobe Reader. If you do not have
Adobe Reader installed on your computer, it isavailable asafree
download on the Internet.

Note:

The Adobe Reader “options” should be set to “not” view inside the
browser. This option can be accessed by selecting Edit - Preferences >
Internet in Adobe Reader v6.x version.

Chapter 2: Browser and Viewer Requirements 3






Chapter 3: Getting Started with eOPF

Before you can perform any activity within the eOPF, you need to log on.
Logging on requires that you have avalid user name and password. Y our
user name and password are created either at system deployment or when
you initially become an employee. If you do not already have a user name
and password for eOPF, please contact an eOPF administrator to obtain
one. If you have auser name, but do not recall your password, a ‘Forgot
your password?’ link is available on the eOPF Web Logon page. When
selected, this generates a letter sent by U.S. mail or email, which assigns a
new random password to you.

Note:

At thistime, both Single Sign On and eAuthenticate initiatives are being
implemented for eOPF. When activated for your agency you will no
longer directly log into the eOPF application. You will connect using an
agency portal or eAuthenticate portal. The eOPF application’suser id
and password functionality will be disabled.

Note:

After three (3) consecutive failed attempts to log on to eOPF, you are
locked out of the system as a security precaution. The number of failed
attempts is configurable by the administrator.

In order to ensure the security of the eOPF, remember to safeguard your
user name and password. Some guidelines for password security are:
e Do not share your password with anyone.
e Do not write your password down.
e Do not alow anyone to use eOPF with your user name/password
combination, because all eOPF system actions are logged by user
name.

After you log on to eOPF, you can change your password. Additional
eOPF features that you can use include changing your email address,
viewing and updating emergency data, and accessing eOPF online help.

Chapter 3: Getting Started with eOPF 5



Logging on to eOPF

Y ou must log on to the eOPF each time you want to access the system. After you
log on to eOPF, you can change your password.

To Log on to eOPF:

1. Launch the eOPF application by opening Internet Explorer
and entering the URL assigned to the eOPF.
The eOPF User Agreement page displays. Above the Accept Button,
administrator may place a system message advertising a specific
maintenance event. At other times, a problem message may be
displayed and the Accept Button disabled.

Thisfigure displays the eOPF User Agreement page.

a EHRI Electronic Official Personnel Folder - Microsoft Internet Explorer E |2
File Edit View Favorites Tools Help ",’
Q- © M@ G Poon foros @ R-SEH JEHZB
adress ] http: fcoors/dema32/ v|EJeo ] comsorm 7
GOCJg|Evi V‘i IC Search ~ Sf) @I 132blocked | *¥ Chedk ~ I Look for Map = Fil @ -

ew | Quick Ind - —"
Office of Personnel Management | =

New User

The Federal Government's Human Resources Agency ¢
| Strategic Management of Human Capital Employment and Benefits Career Opportunities
% it Z"& rffkh.(‘ﬁ!( €4
You are here: Home = egov = EHRI eOPF .-f -
f e

This is an official U.5. Government System for authorized use only. Unauthorized use of this system or the
information on this system could result in criminal prosecution. Signing into this application indicates you have read
and accepted the Full Terms and Conditions of Use and you consent to secure testing and monitoring.

Signing into this application indicates you have read and accepted the Privacy Policy, and you consent to secure
testing and monitoring.

Signing into this application indicates you have read and accepted the Rules of Behavior, and you consent to secure
testing and monitoring.

To access your account information, your computer's assigned Internet Protocol (IP) address, which is controlled by
your Internet Service Provider (ISP}, must remain the same from the time you enter your user name and password
on the Login Page until you leave the Account Access section.

Please be aware, you must have Microsoft Internet Explorer version 6.0 or higher and Adobe Acrobat Reader version
5.01 or higher to run this application software.

eOPF v3.2.0.x System...(eOPFv3 Schema on AMSTEL)
[lEnable Accessibility mode

i

\ J
Office of Personnel Management Site Index|4-Z +|

1900 E Strest NW, Washington, DC 20415-1000 | (202) 606-1800 | TTY (202) 606-2532

Contact Us | Forms | FAQ's | Products & Services
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Note:

The specific URL address for eOPF will be announced at the time of
deployment, or you may obtain the address from the eOPF administrator.

2. To optimize the user experience when using software
assist programs such as JAWS, start eOPF in Accessibility
Mode by checking the checkbox.

Thiswill change the preference for your logon to use the
Accessibility Mode pages. Y ou may aso changed modes within
eOPF under Preferences.

3. Read the User Agreement and click the ACCERT Accept

button.

An intermediate page is present while the system determines the
authentication mode. Currently, the majority of users will be forward
to the traditional eOPF Web Logon page. However some users will
have access to single sign on resources that will by pass the eOPF
Web Logon page and take the user directly to the eOPF Welcome
page as show after step 5.

Thisfigure displays the Authentication Transition page.

& Done % Local intranet
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Thisfigure displays the eOPF Web Logon page.

3 e0PF Login - Microsoft Internet Explorer E] E]@

= W
Office' of Personnel Management Haserea

ENTERPRISEH R,

eOPF v3.1.0.x (Demo on Molson)

Enter your eOPF ID and Password to log in. *

‘eOPF D: E' GOV
| |

PASSWORD:

\ |

Forgot your Password?

New User - Request your Password...

4. In the eOPF ID field, type your user name.
5. Type your password in the Password field.

6. Click the Submit button to activate logon process.
If you have entered in correct information the eOPF Welcome page
opens.

The following figure displays the eOPF Welcome page.

3 Welcome to eOPF - Microsoft Internet Explorer E||E| EWE”E\
A

Help | FAQ | Home

I\ﬁ' e(.)PF.
Search e0PF

Welcome to the eOPF System

[l Introduction:

Emergency Data
The eOPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that were
y created, as many of these documents have not been scanned in yet. I you have

[T — questions concerning the technical aspects of the eOPF, email the eOPF

= administrator at eOPFAdmin@agency.gov.
Logout

b Change Pwd

Questions concerning specific personnel actions should be sent to the appropriate HR
representative.

OPM Website Page

User Info:

Email: Basic@test.org

Emergency Data last updated on:3/28/2006
Password will expire in: 180 day(s).

Q Local intranet
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New User — Request a Password

To Request a New User Password:

1. From the eOPF Web Login page, click the New User-
Request your Password link.
The New User — Password Request page appears.

The following figure displays the New User — Password Request page.

2 New User - Password Request - Microsoft Internet Explorer |;||E||E|

New User - Password Request

<OPF ID: | |

Email Address of record in eOPF: |
Home Zip Code (first 5 digits) of |
record in eOPF:

Please provide name and contact information
if you cannot provide above details.

Message:

[STERT RGN

‘d Local intranet

2. Type your eOPF Logon ID in the eOPF ID field.

e Type your eOPF email address in the Email Address of
record in eOPF field.

e Type the first five characters of your Home Zip Code in
the Home Zip Code of record in eOPF field.

e Enter problem and contact information in the Message
text box. This is limited to 255 characters.

3. Click the Submit button.

The New User — Password Request page reappears displaying the
following message “Y our password request has been submitted for
processing.”

Chapter 3: Getting Sarted with eOPF 9



a New User - Password Request - Microsoft Internet Explorer |

New User - Password Request

Your password request has been submitted for processing.

Click here to return to logon page.

|£

Gg Local infranet

Note:

Once you request a New User Password, depending on the validation of
the information you supplied you will either be emailed a new password
directly or the eOPF administrator generates a letter containing your new
password. Depending on your organizations policy this letter will be sent
by post office or viaemail.

Note:
Y ou can exit the New User — Password Request page by clicking the

W Cancd button.

10 Chapter 3: Getting Sarted with eOPF



Using the Main Menu Buttons

The eOPF main menu buttons display in the left hand margin of your browser
page. The following table describes the eOPF buttons.

Menu Option Description

My eOPF Displays al of the contents of your eOPF. Y ou can
select individual documents for viewing or printing.
See Viewing Your Entire eOPF for details.

Search eOPF Displays the Search page from which you can filter
the contents of your eOPF. Y ou can view or print
documents using this option. See Searching for
Soecific Documentsin Your eOPF for more details.

Change Email Displays the Email Address page from which you can
enter your email address. See Changing Your Email
Address for more details.

Emergency Data Displays the Emergency Contact | nformation page
from which you can view and update your emergency
information. See Viewing and Updating Emergency
Data for more details.

Change Pwd Displays the Change Password page from which you
can change your password at any time. See Managing
Your eOPF Password for more details.

Preferences Displays the Preference Web page where user can set
general setting such as default formslist shown on
search page and the number of rowsto returnin a
result set. The workflow tabisonly enabled if you
have workflow access.

Logout Logs you out of the eOPF. See Logging Out of eOPF
for more details.

Chapter 3: Getting Started with eOPF 11



Managing Your eOPF Password

The following topics are only relevant to you if you are using the
traditional eOPF login page requiring auser id and password. Asthe
Federal Government implements single sign on and eAuthenticate
technologies the need to maintain an eOPF specific user id and password
will ceaseto exist.

Password Policies

Passwords are used in conjunction with a user name to gain access to the
eOPF. eOPF passwords must adhere to the requirements defined by the
eOPF administrator. The following password restrictions can be enabled
by the eOPF administrator:
Minimum number of characters

e Contain at least one uppercase letter (i.e., ‘A’)

e Contain at least one lowercase letter (i.e., ‘@)

e Contain at least one number (i.e, ‘1’)

e Contain at least one specia character (i.e,!, @, #, $, %, " &,*,

(1 )’ +’ {’ }’ [’ ]’ ’1 ;1 ”1 :1 ?1 >1 <1 LR} 1/)
e Password expiration period

For example, your eOPF password can be set to expire every 90 days.
When your password expires, you will be forced to select a new one the
next time you log in before proceeding with any other functions.

Note:

These password requirements may change since the eOPF administrator
can configure the password requirement settings.

12 Chapter 3: Getting Sarted with eOPF
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Manually Changing Your Password
€OPF provides the ability for you to manually change your password at any time.

To Change Your Password:

1. From the eOPF Welcome page, click the m
Change Pwd button.
The Change Password page displays.

Thisfigure displays the Change Password page.

a e0PF - Change Password - Microsoft Internet Explorer

|

My eOPF
Search eQPF |

Change Password :

Allow user to change Password.
(hange Email

Emergency Data 0ld Password: | |

Change Pwd
Hew Password: | | |

Preferences

Verify Password: | | i

Iy ey

2. Enter your current password in the Old Password field.
3. Inthe New Password field, enter your new password.

4. In the Verify Password field, enter your new password
again.

5. Click the ML Update button, which will update
your new password in the eOPF.

Note:

Y ou can cancel the password change by clicking the i 4 Cancel
button.

Chapter 3: Getting Started with eOPF 13



Resetting Your Password

If you forget your password, eOPF has afacility to allow you to request
that your password bereset. Thislink will bring you to an eOPF
password reset request web page. Thisweb page will prompt you for your
eOPF ID, eOPF email address of record, eOPF home zip code of record
and a free text message in which you can enter additional information
including contact information. When you select the “Reset Password”
button the entries you made will be compared against datain the eOPF
employee information repository. If all three entered values match the
stored values then eOPF will send a new password email to you. The
email is sent to your email address of record in the eOPF repository.

Y our email address of record is shown on the eOPF Welcome Page after
you log in successfully. Once logged into eOPF you can change this email
address if required.

If the values you entered do not match the values held in eOPF repository
an email is sent to the eOPF support staff who will contact you to help
resolve any login issues.

To Request a Password Reset:

1. From the eOPF Web Logon page, click the Forgot your
password? link.
The Reset Password Request page appears.

The following figure displays the Reset Password Request page.

2 Reset Password Request - Microsoft Internet Explorer

Reset Password Request

e0PF ID:

Email Address of record in eOPF: |

Home Zip Code (first 5 digits) of ‘:\
record in eOPF:
Please provide name and contact information

if you cannot provide above details.
Message: |

‘3 Local intranet

2. Type your eOPF Logon ID in the eOPF ID field.

14 Chapter 3: Getting Sarted with eOPF



e Type your eOPF email address in the Email Address of
record in eOPF field.

e Type the first five characters of your Home Zip Code in
the Home Zip Code of record in eOPF field.

e Enter problem and contact information in the Message
text box. This is limited to 255 characters.

3. Click the Submit button.

The Reset Password Request page reappears displaying the following
message “Your password request has been submitted for
processing. You will either receive an email with your new
password or be contacted by support staff.” After submitting a
password request do not continueto attempt to logon to the
application asyou will lock out your account.

3 Reset Password Request - Microsoft Internet Explorer

Reset Password Request

Your password reset request has been submitted for processing,

Click here to return to logon page.

I@ Diang

\-_'4 Local intranet

Note:

Once you request a password reset, depending on the validation of the
information you supplied you will either be emailed a new password
directly or the eOPF administrator generates a letter containing your new
password. Depending on your organizations policy this letter will be sent
by post office or viaemail.

Note:
Y ou can exit the Reset Password Request page by clicking the

GG Cancel button.

Chapter 3: Getting Started with eOPF 15






Chapter 4: Viewing Documents

eOPF manages personnel documents, which are organized by folder.
Folders are created for every employee. Individual documents and forms
arefiled in chronological order in theindividual eOPF folders. Each
eOPF folder contains all the documents that are appropriately retained in
an OPF in accordance with OPM guidelines in the same manner that the
traditional paper-based folders hold the paper personnel documents. The
electronic folders that eOPF manages, are organized and stored in
accordance with OPM guidelines.

eOPF was designed to give you maximum flexibility in viewing your
personnel-related documents. Y ou will be able to view and print these
documents using eOPF.

Viewing Your eOPF Documents

Once logged on to the eOPF system, you can click either the My eOPF
button or Search eOPF button to access your OPF information. If you
select the My eOPF option, you see alisting of al documents stored in
your eOPF listed by effective date of the document. If you choose the
Search eOPF option, you see afiltering page to search for and list specific
documents within your eOPF. Y ou can also print one or more documents.

Viewing Your eOPF

To view all contents of your eOPF in order by effective date of the
documents, click on My eOPF. After clicking My eOPF, you see the
Folder page, which displays a single row representing your eOPF folder.
A second listing automatically opens to display your OPF contents.

The following figure displays the My eOPF Results page.

Chapter 4: Viewing Documents 17



OPF - My eOPF - Microsoft Internet Explor:

Search eOPF
—

[

Emergency Data

Change Pud

Logout

‘Actmn SSN Latest Eff Date PO ID Org Code Activity Code
) |o0o-00-1000 03/31/2005 TRE AR A
101 returned.
Prev 123456 Next
NOA Code
‘Ammn Effective Date | Form Number | Form Description Type 4 Side Create Date
@ |ozi7/2005  |ama AAA ADMINISTRATIVE s62 Permanent | 02/17/2005 e
Q |ozi72005  |ama AAA ADMINISTRATIVE 552 Temporary | 02/17/2005
RECORD OF PERSONNEL SECURITY
&) |02/08/2005 |AF 2584 e e s EXCEPTION Temporary | 02/08/2005
@ |oei23/2004  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Parmanent | 06/22/2004
Q) |ozoz1984 |sFso NOTIFICATION OF PERSONNEL ACTION E‘i’g‘“ﬂm” OFCURRENT CERE | oy Permanent | 03/03/2004
Q |oz02/1584  |sFo0 NOTIFICATION OF PERSONNEL ACTION | CAREER APET 100 Parmanent  |03/09/2004
Q) |ozroz/1984  |sFs0 NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RESUBMISSION | og5, Permanent | 03/09/2004
Q |ozoz/1984  [sEs0 NOTIFICATION OF PERSONNEL ACTION ES_EREU]DN O CURRBIECEDE]| i Permanent | 03/09/2004
&) |oz/02/1584 |sF S0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Parmansnt | 03/09/2004
@ |ozozises [seso NOTIFICATION OF PERSONNEL ACTION | CAREER APRT 100 Parmanent  |03/09/2004
Q) |ozozi1984 |sFso NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RESUBMISSION | go5 Parmanent | 03/09/2004
DOCUMENTATION OF REVIEW FOR TSP3
ol ; ;
@ |ozozisrz  |Tspaz O O VTN BENEFITS Permanent  |03/08/2004
Q) |oziozii973  |sFso NGTIFICATION OF PERSONNEL ACTION gESD‘;WE‘SID" LSRABSIHONTONY e Permanent 03/09/2004
VA LETTER CERTIFYING 30% OR MORE B
02/02/1573  |DG 38 APPOINTMENT SUPPORT T 03/05/2004
o 2 DISABILITY COMPENSATION FOR Rl A
&) |oz/02/1973 DG 46 DECREE OF ANNULMENT BENEFITS Temporary 03/05/2004 b |
@ |ozozi1573  |TsP e YALIDATTON CF REFIREMENT BENEFITS Permanent  |03/09/2004
L T TRANSFER OF [NFORMATION BETWEEN  |mewrreme | e R ]
Prev 123456 Next 2

Local intranet

From the My eOPF Results page, you can access folder actions by
clicking on the folder icon (=N

. led

n El Show All Docs

Open

Emergency Data

Open your eOPF,

Access Show All Docs page and features,

Access your emergency contact info,

[l View CaresrBrisf A coass your career brief (if enabled),

« [ cipFoier Access clip folders associated your eOPF, or

« 4 ViewPDO  Access Position Description (if enabled).
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Note:

A clip folder isavirtual collection of one or more documents from your

eOPF. Itisused for quick access by eliminating the need to search

through all of the documents within your eOPF. These clips can be public

or private. See Working with Paper Clips for more information.

The My eOPF Results page automatically opens your folder and listsits
content.

OPF - My eOPF - Microsoft Internet Exple

FAQ
My eOPF My eOPF: JOE BASIC
Search e0PF :
| View with v
Change Email
Emergency Dats_ | FSWRLEO0G ™| SRR 21|
Change Pwd
e ‘Actmn ssh Latest ER Date PO ID Org Code Actiity Code
Logont =
) |ooo-00-1000 03/31/2005 TRE AH A
104 returned.
Prev 123456 Next
2 - . NOA Code
Action| Effective Date | Form Number | Form Description Type 1 Side Create Date
&) |[oz/17/2005 |Asa AR ADMINISTRATIVE 562 Parmanant 02/17/2005 e
@ |ozr17/2005  |Asa AsA ADMINISTRATIVE 962 Temporary | 02/17/2005
RECORD OF PERSONNEL SECURITY
) |ozos/2005  |AF 2584 T O ouny EXCEPTION Temporary | 02/0%/2005
@ |oeizz/2004  |aF 1001 RECOMMENDATION FOR RECOGHITION | APPLICATION Permanent  |08/22/2004
Q) |o2io2/198s  |sFs0 NOTIFICATION OF PERSOHNEL ACTION EI‘ZEREC”O" OEC URRENTCERE o Permanent 03/09/2004
O |oz/02/1584  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Parmanant  |03/09/2004
RECREATION OF RESUBMISSION
Q) |ozoz1984 |sFso NOTIFICATION OF PERSONNEL AcTION | RECRELTION OF RES 005 Paermanent  |03/09/2004
Q |ozo21s84  |sFI0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPDF | gg7 Permanent | 03/09/2004
Q) |omozises  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APBT 100 Permanent | 03/03/2004
@ |o2/02/1584  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Parmansnt  |03/09/2004
RECREATION OF RESUBMISSION
Q) |ozioz/198s  |sFso NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE: 005 Parmansnt | 03/05/2004
= DOCUMENTATICH OF REVIEW FOR TSP3, Em—— o
@ |oz/0z/1573  |Tspaz Rl SN D BEWEFITS e t |03/08/2004
Q) |ozozisrz  [sFso NOTIFICATION OF PERSONNEL ACTION | RESUMISSION OR ADDITIONTO | ggg Permanent | 03/03/2004
VA LETTER CERTIFYING 30% OR MORE i
102/ f0s/
Q |ozozis7z  [pe 3 T T o e on | APPOINTMENT SUPPORT Temporary | 03/08/2004
@ |ozoz1s7z  |DGas DECREE OF ANNULMENT BENEFITS Temporary | 03/03/2004 3
= VALIDATION OF RETIREMENT e
Q |ozozis7z |TsP1s R R BENEFITS Permanent | 03/09/2004
2 D e TRANSFER OF [NFORMATION BETWEEN N ———re——— Anininnn. )
Prev123456 Next 7
& Local intranet

Y ou can view a document by clicking the @ Action Button of the
corresponding to the document you want to view and selecting the view

View  option.

Note:

Each time an eOPF document is viewed by you or any other individual,
the event islogged el ectronically.
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To View an eOPF Document Using “My eOPF”:

1. Click My eOPF on the eOPF main menu.
The My eOPF Results page displays.

2. From the Annotation drop-down list located at the top of
the display, select whether you wish to view the document
with or without annotations.

Note:

An annotation is atransparent layer placed on top of the document that
may be used to highlight, markup, or write comments. These layers can
be public or private. The ability to create annotationsis only provided to
limited groups of people, such as HR specialists.

3. Search for and locate the eOPF document you would like
to view.

4. Click the @ Action Button of the corresponding to the
document you want to view. A pop up menu is activated.
Select the [€l view option.

This action opens the document using Acrobat Reader in anew
window.

5. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer (Adobe Acrobat) to navigate through the document.

6. When you are finished, click the 21 Close button in the
upper right corner of the document viewer window to close
the viewer window.
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Searching for Specific Documents in Your eOPF

Y ou can search for and display specific documentsin your eOPF. For
example, thismay be helpful if you are searching for a specific document
type or looking for documents created in a specific period of time. To
search for specific documents, click the Search eOPF button from the
eOPF main menu to display the Search page.

From within the Search page, you can narrow your search by Form, Type,
Folder Side, Create Date, and Effective Date range. The Form Listis
filtered into three categories: Common, All, and Agency. ‘Common’
option is a predetermine list of forms commonly found in the OPF. ‘All
Forms’ option will provide the entire list of all forms defined in the eOPF
repository. ‘Agency’ option will list only forms that are specific to the
agency in which you are an active employee. Y our default setting can be
set in user preferences.

Note:

Important to note that the result set of documents found in your folder and
presented to you is aso filtered by the Form Setting you have chosen. If
you want to see al documentsin your folder then chose the “All Forms”
choice.
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Thisfigure displays the Search page.

OPF - Search Page - Microsoft Internet Explorer

Help | FAQ
My eOPF Search My eOPF :
Search eopr [l FSERRH= S SR PR
(hangE Email Form & common Forms O all Forms O Agency Forms
Emergency Data |A|| v|
Change Pwd Type
Preferences | Al he |
Logout Folder Sides [Jsetectan
Temp Y Per it [ performance ] Merged [ overseas Oower [ Training
Create Date Start Eff. Date End Eff. Date
| =) =) it d
T T e
|
< | B
il Done g Local intranet

22 Chapter 4: Viewing Documents



To View an eOPF Document Using “Search eOPF”:

1.

Click the Search eOPF button on the eOPF main menu to
open the Search page, which allows you to view all or a
subset of your eOPF.

Enter your search criteria to retrieve a list of specific
documents in your eOPF.

For example, you could search for documents on a specific folder side
or you could search by document Create Date.

Note:

Important to note that the result set of documents found in your folder and
presented to you is aso filtered by the Form Setting you have chosen. If
you want to see al documentsin your folder then chose the “All Forms”
choice.

To retrieve all of your documents, click the [SEARCHE
Search button.

Because of the size of the Search page, we have place the action
buttons at both the top and bottom of the page. The Search Results
page displays when the Search button is activated.

The following figure displays the Search Results page.
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e0PF - My eOPF - Microsoft Internet Explorer

My e0PF
Search e0PF
—
Change Email
Emergency Data

Change Pud

Preferences

Logout

My eOPF: JOE BASIC

with

!V\ew d

FERTHRIEGEow | MSOrRErow 2 |

‘Actmn SSN Latest Eff Date PO ID Org Code Activity Code
12) |ooo-00-1000 03/31/2005 TRE AH A
101 returned.
Prev 123456 Next
NOA Code
Action| Effective Date | Form Number | Form Description Type 4 Side Create Date
@ |ozi7/2005  |ama AAA ADMINISTRATIVE s62 Permanent | 02/17/2005
Q |o2i17/2005  |asa Yy ADMINISTRATIVE 962 Temporary  |02/17/2005
RECORD OF PERSONNEL SECURITY
&) |o2/08/2005  |AF 2584 e e s EXCEPTION Temporary | 02/08/2005
@ |oei23/2004  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Parmanent | 06/22/2004
Q) |ozoz1984 |sFso NOTIFICATION OF PERSONNEL ACTION E‘i’g‘“ﬂm” OFCURRENT CERE | oy Permanent | 03/03/2004
Q |oz02/1584  |sFo0 NOTIFICATION OF PERSONNEL ACTION | CAREER APET 100 Parmanent  |03/09/2004
Q) |ozroz/1984  |sFs0 NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RESUBMISSION | og5, Permanent | 03/09/2004
Q |ozoz/1984  [sEs0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | 9oz Permanent | 03/09/2004
&) |oz/02/1584 |sF S0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Parmansnt | 03/09/2004
@ |ozozises [seso NOTIFICATION OF PERSONNEL ACTION | CAREER APRT 100 Parmanent  |03/09/2004
02/02/1984 | SF 50 NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RESUBMISSION | gg5 Parmanent | 03/09/2004
OF A CPDF RECORD
DOCUMENTATION OF REVIEW FOR TSP3
ol ; ;
@ |ozozisrz  |Tspaz O O VTN BENEFITS Permanent  |03/08/2004
Q) |oziozii973  |sFso NGTIFICATION OF PERSONNEL ACTION zESD‘;WE‘SID" CRABDIRIOWTON |y Permanent 03/09/2004
VA LETTER CERTIFYING 30% OR MORE
02/02/1573 | DG 39 APPOINTMENT SUPPORT T 03/05/2004
o 2 DISABILITY COMPENSATION FOR Rl A
&) |oz/02/1973 DG 46 DECREE OF ANNULMENT BENEFITS Temporary 03/05/2004
@ |ozozi1573  |TsP e YALIDATTON CF REFIREMENT BENEFITS Permanent  |03/09/2004
) n TRANSFER OF [NFORMATION BETWEEN | —
Prev 123456 Next

£3

Click the MELLIY Show All Docs button to show all
documents that meet the search criteria.
The Show All Documents page displays.

&) Local intranet

Note:

By using the Show All Docs button, you have the ability to select one or
more documents, and have them merged into a single document for
viewing/printing in the document viewer.
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The following figure displays the Search Results page.

e0PF - My eOPF - Microsoft Internet Explos

Help | FAQ
My eOPF My eOPF: JOE BASIC
Search e0PF
| View with v
Change Email
Emergency Dara_ | PSHOW RSO | GG 2|
Change Pwd
e ‘Actmn ssN Latest ER Date PO ID Org Cade Actiity Code
Logont =
) |ooo-00-1000 03/31/2005 TRE AH a
101 returned.
Prev 12345 6 Next
2 - . NOA Code
‘Acuon Effective Date | Form Number | Form Description Type 1 Side Create Date
&) |[oz/17/2005 |Asa AR ADMINISTRATIVE 562 Parmanant 02/17/2005 e
@ |ozr17/2005  |Asa ARA ADMINISTRATIVE 962 Temporary | 02/17/2005
RECORD OF PERSONMNEL SECURITY
) |ozoss2005  |aF2s8e T O ouny EXCEPTION Temporary | 02/08/2005
@ |oeizz/2004  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent  |08/22/2004
02/02/1884  |SF 50 NOTIFICATION OF PERSONNEL ACTION o007 Permanent | 03/05/2004
) CORRECTION OF CURRENT CPOF onr
@ |oz02/1584  |sFs0 NOTIFICATION OF PERSOMNEL ACTION | CAREER APET 100 Parmanant | 03/09/2004
Q) |ozoz1984 |sFso NOTIFICATION OF PERSONNEL ACTION Roi‘i:‘?;gga‘ég:gsuams‘:‘m" oos Permanent | 03/05/2004
Q |ozo21s84  |sFI0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | 5p7 Parmanent  |02/08/2004
Q) |omozises  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APET 100 Permanent | 03/03/2004
Q |ozoz1ss4  [srso NOTIFICATION OF PERSONNEL ACTION | CAREER APET 100 Permanent | 03/05/2004
02/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION SHECREToN Db SRR DN TS Permanent 03/09/2004
OF A CPDF RECORD
ik DOCUMENTATION OF REVIEW FOR TSPG, T 7
@ |oz/0z/1573  |Tspaz N ION OF REVIEW.T BENEFITS P t |03/0s/2004
02/02/1973  |SF 50 NOTIFICATION OF PERSONNEL ACTION | RESUMISSION OR ADDITIONTO | gqg Permansnt | 03/09/2004
croF
VA LETTER CERTIFYING 30% OR MORE B
102/ ;
Q |oz02/1572 |pe s T T o e on | APPOINTMENT SUBPORT Temporary  |03/05/2004
@ |ozoz1s7z  |DGas DECREE OF ANHULMENT BENEFITS Temporary | 03/08/2004 o
Q |ozoziisrz  |TsPs }’:;é‘;ﬁ?%"gsF KERCREMENT BEWEFITS Permanent | 03/09/2004
2 D e TRANSFER OF [NFORMATION BETWEEN S T, . Anininnn. )
Prev 123456 Next a3
€] Dore & Local intranet

The following figure displays the Show All Documents page.

e0PF - Document - Microsoft Internet Explorer

JOE BASIC
Help | FAQ
To select a document to print, select the check box next to the document and click on the Print Documents button
ycorr__|[RPARTSIRIESTED | [FENTEOUETE KD | NERIVTHTHDUN eTVTTO eI
Search eOPF
Change Email Name Create Date Eff. Date Form Action Type Folder  Print
o BASIC, 62072005 12212005 CERTIFICATE OF CLEARANCE AND RECORD .
Lljoe ' 113518AH 120000AM  OF PERSONNEL SECURTY It sl L
Change Pwd 0 BASIC, &/20/2005 6121/2005 RECORD OF PERSONNEL SECURITY INVESTIGATIONS/SECURITY ParteE SHs
JOE 11:33:35 AM 12:00:00 AN INVESTIGATION AND CLEARANCE CLEARANCE £
Viefires e 0 fgg“c' 5‘1 1'2300 o wﬂuiﬂ 5‘122_m" zmu nsm RECOMMENDATION FOR RECOGNITION EMPLOYEE Performance Single
e -
Logout O f&s'c‘ ey 225':, 4 ‘15’28-?120935 sy NOTFICATION OF PERSONNEL ACTION QUALITY INCREASE Permanent  Single
: i ‘emporary  Sin
?:ESIC‘ 3:15:33 Pl gﬂﬂ 00 AM REQUEST FOR PERSONNEL ACTION PAY ADJ Te Sir
rmanent ingl i
‘?UAESIC 355 225':” ?’23?[]033 AN NOTIFICATION OF PERSONNEL ACTION LOCALMTY PAYMENT Pei it Single
E emporary  Sing
.IB:)‘\ES]C' g‘”‘?ﬁsﬁd 12:00:00 AM REQUEST FOR PERSONNEL ACTION APPOINTMENT NTE Te Single
8122005
rmanen ingl
‘?{;ESIC‘ g’l??gspm 12 Uuuga AN ASSIGNMENT OF FEGLI BEMEFITS Pe it Single
ind
_?:ESIC‘ g’l? 41 Pl 12:00:00 AM THRIFT SAVING PLAN ELECTION FORM BENEFTTS Permanent  Single
rmanent ingl
-?:ESIC‘ glgggspm ?er[}zﬂugg AN NOTIFICATION OF PERSONNEL ACTION EXT OF APPT NTE Pel it Single
b
‘Q Local intranet
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Viewing Documents from the Search Results Page

Y ou can use the Search Results page to view and print a document in your
eOPF. Note that you can only view and print documents one a atime
from the Search Results page. If you want to view and print multiple
documents at once, see Viewing Documents from the Show All
Documents Page.

To View Documents from the Search Results Page:

From the top of the Search Results page, select whether you
want to include annotations or not by choosing an
Annotation option.

(See Searching for Specific Documentsin Your eOPF for steps on
how to display the Search Results page.) The default setting isto
include any public annotations on the selected documents.

2. Click the @ Action Button of the corresponding to the
document you want to view and select the Q] view option
to view.

The document opensin a new window, using Acrobat Reader.

3. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer (Adobe Acrobat) to navigate through the document.

4. When you are finished, click the L=l Close button in the
upper right corner of the document viewer window to close
the viewer window.

Viewing Documents from the Show All Documents Page

Y ou can use the Show All Documents page to view and print a document
in your eOPF. Y ou can view and print multiple documents at once from
the Show All Documents page.

To View Documents from the Show All Documents Page:

1. From the Show All Documents page, click the
checkbox(es) corresponding to the document(s) you want
to view.

(See Searching for Specific Documentsin Y our eOPF for steps on
how to display the Show All Documents page.)
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Note:

to select and desdlect all documents listed.

Check the Print column on the Show All Documents page.
If the document is single-sided, click the Print Single Sided
button.

The document opens using Acrobat Reader in anew window. If you
selected more than one document, the documents are merged to create
anew document.

-OR-

If the document is double-sided, click the Print Doubled Sided

button.

The document opens using Acrobat Reader in anew window. If you
selected more than one document, the documents are merged to create
anew document.

Note:
Y ou must have access to aduplex printer for double-sided printing.

3. If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer to navigate through the document.

4. When you finish, click the L=l Close button in the upper
right corner of the document viewer to close the viewer
window.

Note:

Using the Show All Docs button to view and print document(s) will
aways include annotations.
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Show All Documents for a Specific Folder using Search eOPF

Showing all documents for a certain folder allows easy bulk printing
of documents and a way to add many documentsto aclip folder at
once.

1. Click the Search eOPF button from the main menu on the
eOPF application to open the Search page.

This page alows an Investigator to query by PO ID, SSN, Last Name,
Activity Code, Organization Code, Employee ID, NOA Code 1, NOA
Code 2, and Query Package and to filter within the results by Form,
Type, Folder Side, Create Date, and Effective Date range.

2. Enter search criteria and click the Ikl Search
button.

The Search Results page displays.

Thisfigure displays the Search Results page.

; e0PF - My eOPF - Microsoft Internet Explorer El@ |ZHE

Help | FAQ

My eOPF: BASIC JOE

tation: | View documents with v

Fowow attoocs” [ o |

Action | SSN Latest Eff. Date PO ID Org Code Activity Code

>| 2 [sz9-88-7777 12/06/2005 TRE AHL A

2 Common document(s) returned.

Prev 1 Next

Action | Effective Date | Form Number | Form Description Type Side Create Date | Print

@ |1z/oe/2005  |sF 50 HOTIFICATION OF PERSONNEL ACTION  [APPLICATION Permanen it 12/06/2005  [Single

O |02/04/2005  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CANCELLATION Parmanan t  |02/04/2005 |single

& Local intranet

3. Click on the < Folder Action icon and select the

L) show AlDocs Show All Docs option to display the documents
contained in the chosen folder.
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The Show All Documents page will appear and display all documents
for thisfolder. The following figure shows the Show All Documents
page.

OPF - Microsoft Internet Explorer

Help | FAQ

My e0PF To select a decument te print, select the check box next to the document and click on the Print Documents button.
sermeorr [ TR TSWGLESiD |[FENT OGRSk | AT RESOLTS™ | o0 o R -
Workflow P CRECKRLL || UNCHECKALL

Change Email
[Tl 2 Common document(s) returned.

Change Pwd et Neod
Effective
Dat Form Number | Form Description Type Side Create Date | Print

Preferences =

Logout [J |12/06/2005 |sFso NOTIFICATION OF PERSONNEL ACTION | APPLICATION Permanent |12/06/2005 |Single
[0 |oz/04r2005 |sFs0 NOTIFICATION OF PERSONNEL ACTION | CANCELLATION

Permanent |02/04/2005 |Single

Chapter 4: Viewing Documents 29



Changing the Viewing Size of an eOPF Document

Once you open a document, you may need to change the way it appears on
your screen. Perhaps you need to change the size to fit in your monitor or
you would like to zoom in to view details. The following steps
demonstrate how to use the Adobe Acrobat document viewer.

To Change the Page Size:

1. Search for and open the desired eOPF document.
If there are multiple pages, navigate to the page you wish to view by
using the Next Page and Previous Page buttons.

2. Click the Zoom In or Zoom Out buttons to change page
sizes.
Y ou can aso select aview size from the drop-down list. The
numbers represent the percent of origina size.

The following figure displays the Zoom drop-down list.

Slrsn [ ® |
1600%
800%
400%
200%
150%
125%
100%
50%
25%
12.5%
5.33%

Fit in Window
Ackual Size
Fit Width

Fit: Yisitle

3. Toreturn to screen size, select Fit in Window from the
drop-down list.
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Viewing Annotations within an eOPF Document

The eOPF includes an annotation feature to allow HR specialists to make
annotations on documents. Annotations are preserved as transparent layers
that sit on top of the original document. As abasic user, you only have
access to view public annotations on your folder.

The annotation is attached directly to the page the comment references.
You can view or print the document inits original state or with the
annotations that have been added. Furthermore, if multiple HR users
make annotations, each is saved as a separate layer, which preserves the
information about who added what information.

Annotations are added separately to each individua page of a document.
Therefore annotating multi-paged documents requires navigation to each
page to view the annotations for that page.

Note:

There are two classifications of an annotation: public and private. Unless
you define an annotation as “private,” it can be viewed by anyone who
views the document viathe eOPF. In addition, a public annotation may be
edited or deleted by any HR specialist or supervisor who has the ability to
create an annotation. Private annotations can only be viewed and or edited
by the user who created the annotation. eOPF administrators can view and
modify both types of annotations.
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To View an eOPF Document:

1.

document you would like to view.
The Search Results page displays.

The following figure displays the Search Results page.

/23 eOPF - My eOPF - Microsoft Internet Explorer

My cOPF
Search OPF |
[

Emergency Data

Change Pwd

Preferences

Logout

My eOPF: JOE BASIC

After clicking My eOPF, search for and locate the eOPF

Help | FAQ

| View with v
‘ACUDH SSN Latest Eff. Date PO ID Org Code Activity Code
) |ooo-00-1000 03/31/2005 TRE AH A
104 returned.
Prev 123456 Next
2 - . NOA Code
Action| Effective Date | Form Number | Form Description Type 1 Side Create Date
&) |[oz/17/2005 |Asa AR ADMINISTRATIVE 562 Parmanant 02/17/2005 e
@ |ozr17/2005  |Asa AsA ADMINISTRATIVE 962 Temporary | 02/17/2005
RECORD OF PERSONNEL SECURITY
) |ozos/2005  |AF 2584 T O ouny EXCEPTION Temporary | 02/0%/2005
@ |oeizz/2004  |aF 1001 RECOMMENDATION FOR RECOGHITION | APPLICATION Permanan! t  |oe/22/2004
Q) |o2io2/198s  |sFs0 NOTIFICATION OF PERSOHNEL ACTION EI‘ZEREC”O" OEC URRENTCERE o Permanent 03/09/2004
Q |oz/02/1584  |sFs0 NOTIFIGATION OF PERSONNEL ACTION | CAREER APPT 100 Parmanan ¢ |03/09/2004
RECREATION OF RESUBMISSION
&) |oz/0z/1384 |sFsD NOTIFICATION OF PERSONNEL AcTION | RECREATION OF RE: oos. Parmansnt | 03/09/2004
Q |oz021884  |sFI0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | 5p7 Parmanen t |0z/08/2004
Q) |omozises  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APBT 100 Permanent | 03/03/2004
@ |o2/02/1584  |sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Parmanan t  |03/09/2004
RECREATION OF RESUBMISSION
Q) |ozioz/198s  |sFso NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE: 005 Parmansnt | 03/05/2004
= DOCUMENTATICN OF REVIEW FOR TSP3, |geyerrrs | |parmanen o
@ |oz/0z/1573  |Tspaz Rl SN D BEWEFITS e t |03/08/2004
Q) |ozozisrz  [sFso NOTIFICATION OF PERSONNEL ACTION | RESUMISSION OR ADDITIONTO | ggg Permanent | 03/03/2004
VA LETTER CERTIFYING 30% OR MORE i
102/ f0s/
Q |ozozis7z  [pe 3 T T o e on | APPOINTMENT SUPPORT Temporary | 03/08/2004
@ |ozoz1s7z  |DGas DECREE OF ANNULMENT BENEFITS Temporary | 03/03/2004 3
= VALIDATION OF RETIREMENT e
Q |ozozis7z |TsP1s R R BENEFITS Permanen t |03/09/2004
n T TRANSFER OF [NFORMATLON BETWEEN S || S e taninane oy
Prev123456 Next 7

& Local intranet

From the Annotations drop-down list located at the top of

the display, select View documents with annotations.
Thisisthe default setting.

You can view a document by clicking the @ Action Button

of the corresponding to the document you want to view
and selecting the [l view option.

The document opens using Acrobat Reader in a new window.

If the document contains multiple pages, use the Next

Page and Previous Page buttons located in the document
viewer to navigate through the document.
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5. When you are finished, click the L2l Close button in the
upper right corner of the document viewer window to close
the viewer window.
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Viewing Instruction Pages

The eOPF allows you to seeinstruction pages related to forms placed in
your eOPF. When an eOPF administrator adds a form to the system, the

eOPF administrator can also add instruction pages. If aform includes
instruction pages, the E Instruction Page

Menu.

icon is enabled on the Action

To View Document Instruction Pages:

1. After clicking My eOPF, search for and locate the eOPF

document in your folder with instructions you would like to

view.

The following figure displays the eOPF Search Results page.

OPF - My eOPF - Microsoft Internet Explorer

My eOPF My eOPF: JOE BASIC

Search eOPF |

| View

with

[

Emergency Data

FE EEX)

Change Pwd
e ‘Actmn ssh Latest ER Date PO ID Org Code Actiity Code
Logont =
) |ooo-00-1000 03/31/2005 TRE AH A
104 returned.
Prev 123456 Next
2 - . NOA Code
Action| Effective Date | Form Number | Form Description Type 1 Side Create Date
&) |[oz/17/2005 |Asa AR ADMINISTRATIVE 562 Parmanant 02/17/2005
@ |ozr17/2005  |Asa AsA ADMINISTRATIVE 962 Temporary | 02/17/2005
RECORD OF PERSONNEL SECURITY
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2. You can view a document by clicking the & Action Button
of the corresponding to the document you want to view

and selecting the 23] instruction Page option.
The instruction pages open in a new window.
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If the document contains multiple pages, use the Next
Page and Previous Page buttons located in the document
viewer to navigate through the document.

When you are finished, click the Close button in the
upper right corner of the document viewer window to close
the viewer window.
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Chapter 5: Printing

Although the eOPF is designed to make reviewing your OPF more of a
paperless process, there will be times when you will need a hard copy of
an OPF document. Y ou can print documents with or without annotations.

Y ou can choose to print all or specific documents found in your eOPF.
Using the My eOPF option, you can only print asingle document at a
time. Using the Search eOPF option, you can select one or more
documents from your eOPF for printing.

Printing an eOPF Document Using My eOPF

To Print an eOPF Document:

1. After clicking My eOPF and expanding your folder, search
for and locate the desired eOPF document to print.

2. You can view a document by clicking the @ Action Button
of the corresponding to the document you want to view
and selecting the [ view option.

Do not forget to set your desired annotation setting. The default
setting for printing annotationsis Print All Annotations.

Note:

The column labeled Print on the Search Results and Show All
Documents pages indicates whether the original document was a single or
adouble-sided document. The Print column may not be visible if disabled
in your preferences. See Changing Your Preferences.

3. On the document view window toolbar, click either the
Print button, or select File, Print from the viewer window
menu.

The Print Dialog box opens. Ensure that your printer settings are
correct.
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The following figure displays the Print Dialog window.

" Cument page
" Pages from: |1

to: |2

Print; IEven and Odd Pages j
v Comments

— Prinker
(Y (HF | szer] et B000 Series PCL Properties |
Statuz:  Feady [~ Reverse pages
Type: HF Laszerlet 8000 Series PCL [~ Print a3 image
Where:  IP_192 168490 [~ Print to file
— Print Fange — Copies and Adjustments
o Al " Selected pages/araphic Mumber of copies: I'I 3:

¥ Collate
¥ Shiink oversized pages to paper size

[~ Expand small pages to paper size
v &uta-rotate and center pages

= PostSeript Options

Brint Method:  |Language Level 2 j
¥ | Optimize for Speed
¥ | Dowrload Ssian Fante. [ Save Printer Memomy

Caolor Managed: On printer

Printing Tips | Advanced... I

Prewiem

k— & 50—y

'I'ITEID
|

Unitz: Inches

Zoom: 99.8%

o]

Cancel

Note:

If you are printing a double-sided document, make sure that the printer
selected is capable of performing duplex printing.

4.

When you finish modifying the printer settings, click the

OK button in the printer setup dialog box.

The document beginsto print.

window.

Click the Cancel button to exit the print mode.

Click the Close button to close the document view
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Printing Entire eOPF or a Subset of Documents Using Search
eOPF

eOPF produces search results pages that contain the list of documents
matching your search query. Y ou have the option of printing one or more
documents directly from the results page, if desired.

To Print One or More Documents Based on Search Results:

1. Click the Search eOPF button on the eOPF main menu.
The Search page displays.

Thisfigure displays the Search page.

a e0PF - Search Page - Microsoft Internet Explorer E] |z]|E|

Help | FAQ
My ..-m’r'
= Search My eOPF :
Change Email
Emergency Data Form @ common Forms O Al Forms O Agency Forms
Change Pwd ‘AII v|
Type
Preferences ‘AII v|
Logout ]
' Folder Sides [ setect an
Temporary Permanent
Create Date Start Eff. Date End Eff. Date
[ |EH | B |
End Effective Date
£ | &
ﬂ Done: g Local intranet

Enter search criteria to narrow the list of desired documents

and click the W Search button.

-OR-
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Click on the W Search button without entering
search criteria if you desire all documents within your
eOPF.

The Search Results page displays.

3. From the Search Results page, click the MM Show
All Docs button.
The Show All Documents page appears containing only the documents
that meet the search criteria.

Thisfigure displays the Show All Documents page.

2 eOPF - Document - Microsoft Internet Explorer |:HE|&_‘

Help | FAQ

To select a document to print, select the check box next to the document and click en the Print Documents button
PRINT SINGLE SIDED | DOUBLE STDED
My eOPF TSINGLE SID! RINT SIDE|

Searchclpr ||,
Change Email Name Create Date Eff. Date  Form Action Type Folder  Print
Emergency Data BASIC, 62012005 6/22/2005 CERTIFICATE OF CLEARANCE AND RECORD
E Dljoe ' f1asisal 1200004  OF PERSONNEL SECURTY IN BN Tansa ) e
| Change Pd [JEASC, GROZIS  G21/2005  RECORD OF PERSONNEL SECURTY NVESTIGATIONSISECURTY [
9 JOE 11:33:35 AM 12:00:00 AN INVESTIGATION AND CLEARANCE CLEARANCE g
| éref:rr_n[g; | I | JEUAES‘C ??;.‘DQEESAM ?‘ZzgﬁggiM RECOMMENDATION FOR RECOGNITION EMPLOYEE Performance Single
r 5
Logout Oase fueece  SRONe o NOTFICATIONOF PERSONNELACTION  QUALTTY WCREASE Permanent  Single
[ base, oo OTRNe . FEQUESTFORPEASONNEL ACTION PAY ADJ Temporary  Single
D .?EJAES‘C g’g‘szsgspm ?123‘020033 AN NOTIFICATION OF PERSONNEL ACTION LOCALTY PAYMENT Permanent  Single b
D ‘?:ES‘C ?l?i‘gspm mAM REQUEST FOR PERSONNEL ACTION APPOINTMENT NTE Temporary Single
5
| JBUAES‘C g‘-’lg?gspm ?’220’20035 Al ASSIGNMENT OF FEGLI BENEFTS Permanent  Single
1 JEDAESWC g"‘lﬁg‘?sph‘ ?"22{'20033 A THRIFT SAVING PLAN ELECTION FORM BEMEFTS Permanent  Single
[ 8BS, Snints  B2200% 4 NOTFICATION OF PERSONNELACTION  EXT OF APPT NTE Permanent  Single

£

&4 Localintranet

4. Select the documents to print by clicking on the
checkbox(es) to the left of each document. You can select

all listed documents by clicking on the W'-'- Check
All button.

5. Click either the |kl print Single Sided or the

W Print Double Side button located at the top of
the page to start the printing process.

The selected documents are merged into a single PDF document and
displayed in the document viewer.
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Usethe Print Window button on the Show All Documents
page to print the shown list.

6. From the document viewer click the Print option.

7. Click the Close button in the top right corner of the
document view window to close the document.
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Chapter 6: Working with Paper Clips

Paper Clipping Documents within Your Folder

eOPF provides the ability to “paper clip” documents from the same folder
together. These paper clips are actually associations that allow you to
view groupings of documents. eOPF paper clipping allows you to select
individual pages within a document for clipping or to select multiple
complete documents to be inserted into a paper clip folder.

Each folder can have an unlimited number of paper clips. For maximum
usability, we recommend that you paper clip documents by meaningful
association, such as “al benefit forms associated with the birth of an
employee’s child”.

eOPF allows you to create two kinds of paper clips— public and private.
Any user of the eOPF can see public clips. Private clips can only be seen
by the creator, administrator, or HR Specialist that manage the OPFs.
“Private” paper clips can be reassigned as “public” paper clips by either
the clip owner or the eOPF administrator.

If adocument that has been “paper clipped” to other documentsis deleted
from the eOPF, the paper clip remains intact (with the other clipped
documents), minus the newly deleted and purged document.
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Creating a Paper Clip

Thefirst step in using paper clipsisto create a new paper clip for afolder.
To Create a New Paper Clip for a Folder:

1. Click the My eOPF button on the eOPF main menu.
The Folder page displays a single row representing your eOPF folder.

The following figure displays the My eOPF Results page.

e0PF - My eOPF - Microsoft Internet Expls

Help | FAQ
My eOPF My eOPF: JOE BASIC
Search e0PF = =
— !V\ew d with 9
Change Email
Emergency Dara_|JSWALLO0E= | =SRG2
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o .
2. Click on the < Folder Action icon and select the =3 ©iP Folder

Clip Folder option to open the Clip Folders page of this

folder.
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The following figure displays the Clip Folders page.

<2 eOPF - Clip - Microsoft Internet Explorer

Help | FAQ
Clip Folders :
B Allow to addimodify/delete clip folder. Click on the Detail butkon ta view the clips in the folder,
Owner Description Clip Date Pages  Security =
Detail BASIC, JOE Biasic Clip 1 172005 3:41:49 PM o Public Delete
{_Easn: Clip2 Public v [ insert |
1

% Local intranet

3. Enter a description for the paper clip in the Description
field.
For maximum usability, try to be as specific and descriptive as
possible.

4. In the Security field, select either Public or Private based
on your needs.

eOPF allows you to create two kinds of paper clips— public and
private. Any user of the eOPF can see public clips. Private clips can
only be seen by the creator, administrator, or HR Specialist that
manage the eOPFs.

5. Click the Insert button.

6. Click the MMM £,k button to return to the previous
page.
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Adding Documents to a Paper Clip

Once you add a paper clip to your folder, you can add additional
documents to the paper clip a any time. This can be done from either the
My eOPF Results page or from the Show All Documents page.

To Add Documents to a Paper Clip from My eOPF Results
page:

1. Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays your eOPF folder and document
contents.

The following figure displays the My eOPF Results page.

F - My eOPF - Microsoft Internet Explorer

Help | FAQ
My eOPF My eOPF: JOE BASIC
Search ¢OPF ; = =
| View d with B
Change Email
Change Pwd
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2. Onthe My eOPF Results page, click the @ Action Button
of the corresponding to the document you want to view

and select the &% ~dd e Cip Add Clip icon, for the document
you want to place in a clip folder.

This opens the Add Clip to Clip Folder page.
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The following figure displays the Add Clip to Clip Folder page.

2 eOPF - Clip List - Microsoft Internet Explorer

JOE BASIC
Help | FAQ
Add Clip to Clip Folder :
My e0PF
Search e0PF Select the clip folder you want to add the elip to.
Change Email
Emergency Data b
' 1
Change Pwd T T T T
3 | Owner | Description Clip Date | Pages Security
Preferences | | BASIC, JOE Besic Cip 1 /112005 3:41:49 P 0 Public
Logout | | |
| 1

%

‘a Local inkranet

4. Click the
folder.

Select button to add the clip to the clip

The Add Page to Clip Folder page appears.

The following figure displays the Add Page to Clip Folder page.

2 eOPF - Add Clip - Microsoft Internet Explorer

Add page to Clip Folder :

My eOPF

EBX

Search e0PF Check the page you want to add to Clip Folder, Click on the image to see larger one.

Change Email

| Emergency Data

Change Pwd

Preferences

Logout

TEST PDF
PAGE 1

1 []Add Page to Clip

2

TEST PDF
PAGE 2

% Done

‘-_j Local intranet
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5. Select the Additional Pages you want to add to the clip,

and then click the Submit button.
The Confirmation page appears.

Note:
Click the W Back button to return to the previous page.

The following figure displays the Confirmation message page.

2 e0OPF - Confirm C|lj!:l - Microsoft Internet Ex.|_JIurer |Z|E|E|
Ead

JOE BASIC
Help | FAQ

Pages have been successfully added to the Clip Folder.
My e0OPF

Search eOPF m
Change Email
| Emergency Data

Change Pwd

Preferences

=

‘-'j Local intranet

I@Done
6. Select the LI OK button.

The Search Results page reappears.
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To Add Documents to a Paper Clip from Show All Docs page:

1.

The following figure displays the My eOPF Results page.

Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays your eOPF folder.
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Show All Docs button.
The Show All Documents page appears containing only the
documents that meet the search criteria.

From the My eOPF Results page, click the

Local intranet
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The following figure displays the Show All Docs page.

A eOPF - Document - Microsoft Internet Explorer

Help | FAQ

To select a document to print, select the check box next to the document and click on the Print Documents button

ESATEFA Name Create Date Eff. Date  Form Action Type Folder  Print
| Emergency Data 0 BASIC, 6i20/2005 BI22/2005 CERTIFICATE OF CLEARANCE AND RECORD

JOE 11:35:18 AM WZ,DOIDD AN OF PERSONNEL SECURITY IN CAETTON Jeing g
|| ChangePwd [JBASIC, S202005 6212005 RECORD OF PERSONNEL SECURTY WNVESTGATONSISECURITY
. JOE | 11:3335AM  1200:00AM  INVESTIGATION AND CLEARANCE CLEARANCE L
[ Frefarences Wi 3‘1 RIS e0Za0s . RECOMMENDATION FORRECOGNTION  EWPLOYEE Performance Single

- 4
Logout 0 JB:ES'C- ??gggsp,d ??ﬁf_’ga ay  NOTFICATION OF PERSONNEL ACTION QUALITY INCREASE Permanent  Single
-16: 00:00 AN
[ 345¢, Benus  GTIEN0S . FEQUESTFOR PERSONNEL ACTION PAY ADJ Temparary  Single
3550, SR Soas o NOTFICATION OF PERSONNELACTION  LOCALTY PAYNENT Permanent  Single 3
D ‘?:ES'C' g‘lgxim 12:00:00 AN REQUEST FOR PERSONNEL ACTION APPOINTMENT NTE Temporary Single
e
O G, oa i ASSIGNMENT OF FEGLI BENEFITS Permansnt  Single
s N e i THRFTSAVINGPLANELECTONFORM  BENEFTS Permanznt  Single
055G 3m00s  SPE0 i MOTFICATION OF PERSONNEL ACTION  EXT OF APPTNIE Permanent  Single

|

‘-3 Local intranet

3. Using the Show All Docs page, select the documents you

want to add to a clip folder. Click the OO £ 1o
Clip button, which opens the Add Clip to Clip Folder page.

The following figure displays the Add Clip to Clip Folder page.

2} eOPF - Clip List - Microsoft Internet Explorer

Help | FAQ
Add Clip to Clip Folder :
My eOPF ]
Search eOPF | Select the clip folder you want to add the clip to.
Change Email
| Emergemy Data Wi
Change Pwd T T B ! i T
3 | Owner | Description Clip Date | Pages | Security
Preferences | BASIC, JOE E-télensu: Clip 1 i-EH 12005 3:41:49 PM U Puhlic:

logost NI 1 ; ; : 1

1

i€

‘i‘ Local intranet

4. Click the
clip folder.
The entire set of selected documents is added to the selected clip
folder.

Select button to add the documents to the
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The following figure displays the Confirmation message page.

2 eOPF - Confirm Clip - Microsoft Internet Explorer

Help

Pages have been successfully added to the Clip Folder.
My e0OPF

Search eOPF W
Change Email
| Emergency Data

Change Pwd

[

‘-'J Local intranet

The Search Results page reappears.
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Viewing Documents within a Paper Clip

Once a paper clip has been created and populated, you can view alist of
the documents associated with that clip and view those documents.

To View Documents Contained within a Paper Clip:

1.

The Search Results page displays your eOPF folder.

The following figure displays the My eOPF Results page.

e0PF - My eOPF - Microsoft Internet Explorer

Change Pwd

Preferences

Logout

8 | Done

2. Click on the < Folder Action icon and select the

Click the My eOPF button on the eOPF main menu.
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AECREATION OF RESUBMISSION
Q) |ozioz/198s  |sFso NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE: 005 Parmansnt | 03/05/2004
T DOCUMENTATION OF REVIEW FOR TSPG, T =
@ |oz/0z/1573  |Tspaz Rl SN D BEWEFITS e t |03/08/2004
Q) |ozozisrz  [sFso NOTIFICATION OF PERSONNEL ACTION | RESUMISSION OR ADDITIONTO | ggg Permanent | 03/03/2004
VA LETTER CERTIFYING 30% OR MORE B
102/ fos/
Q |ozozis7z  [pe 3 T T o e on | APPOINTMENT SUPPORT Temporary | 03/08/2004
@ |ozoz1s7z  |DGas DECREE OF ANHULMENT BENEFITS Temporary | 03/08/2004 o
ey VALIDATION OF RETIREMENT =
Q |ozozis7z |TsP1s e BENEFITS Permanent | 03/05/2004
A [, TRANSFER OF INFORMATION BETWEEN | mvuceere | e b )
Prev 123456 Next a3

& Local intranet

Clip Folder

Clip Folder option to open the Clip Folders page for this
folder.
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Thisfigure displays the Clip Folders page.

2} eOPF - Clip - Microsoft Internet Explorer

Help | FAQ

Clip Folders :

N& Allow to add/modifyidelete cip Falder, Click on the Detail button to view the clips in the Foldsr,
Search e0PF
Change Email =
eTaar Dats I | Owner “Descriptinn | Clip Date “Pages ._Security _ | _ =
|| Change Pud I m BASIC, JOE Basic Clip 1 5112005 3:41:43 P lo: ' Public [
Logout £

%J Local intranet

3. Click the Detail button next to the desired paper
clip.
The View Clip Folder page appears.

Thisfigure displays the View Clip Folder page.

A eOPF - Clip Detail - Microsoft Internet Explorer

Help | FAQ

View Clip Folder :

My eOPF

Search eOPF Click on the clip to view.

Change Email
Ay Name Create Date Eff Date Form Action Type Folder Page Num View Clip Remove

Emergency Data :
BAZIC, JOE  BM/2005 2:43:46 P BIZI2005 12:00:00 AR SF52  APPOINTMENT MTE Temporary 1

Change Pwd
Vi BASIC, JOE  6/1/2005 2:48:456 PM 67212005 12:00:00 AM SF 52 APPOINTMEMT NTE Temporary 2 @ @
references

% Local intranet

4. Click the @ View Doc icon to view the desired document

within the clip.
The document appears.
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Note:

A paper clip isclassified as public or private. A public paper clip can be
viewed by any user accessing the selected folder. However, aprivate
caper clip can be viewed ONLY by the user who created the paper clip, an
eOPF administrator, and any HR Specialist that manages the OPF.

page.
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Removing a Document from a Paper Clip

Asyour use for paper clips changes over time, you may need to modify
the contents of a paper clip. In addition to being able to add documents to
apaper clip at any time, you aso have the option of removing them from

the paper clip.

Note:

Removing a paper clip from a document does not remove the document
from the system. Rather, it removes the association of the document to the
other paper clipped documents.

To Remove a Document from a Paper Clip:

1.

The Search Results page displays your eOPF folder.

The following figure displays the My eOPF Results page.

F - My eOPF - Microsoft Internet Explorer

My e0PF
Search ¢OPF

[

Emergency Data

Click the My eOPF button on the eOPF main menu.

Change Pwd
ST Enees ‘Actmn 55N Latest Eff Date PO ID Org Code Activity Code
Logout
12) |ooo-00-1000 03/31/2005 TRE AH A
101 returned.
Prev123456 Next
NOA Code
Action| Effective Date | Form Mumber | Form Description Type ; Side Create Date
@ |ozi7/2005  |ama AAA ADMINISTRATIVE 352 Permanent | 02/17/2005 &
Q |o2i17/2005  |asa vy ADMINISTRATIVE 962 Temporary  |02/17/2005
RECORD OF PERSONNEL SECURITY
&) |o2/08/2005  |AF 2584 e e s EXCEPTION Temporary | 02/08/2005
@ |oei23/2004  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Parmanent | 06/22/2004
Q) |ozoz1984 |sFso NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | gg7 Permanent | 03/03/2004
@ |ozozissa  |sFso NOTIFICATION OF PERSONNEL ACTION | CAREER APBT 100 Permanent  |03/08/2004
Q) |ozroz/1984  |sFs0 NOTIFICATION OF PERSONNEL ACTION | SECREATION OF RESUBMISSION |05 Parmanent 03/09/2004
Q |ozozi1s84  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CRDF | go7 Permanent | 03/09/2004
&) |oz/02/1584 |sF S0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Parmansnt | 03/09/2004
@ |ozozises [seso NOTIFICATION OF PERSONNEL ACTION | CAREER APBT 100 Parmanent | 03/05/2004
Q) |ozozises [sFso NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RESUBMISSION | ggs Parmanent | 03/09/2004
DOCUMENTATIGH OF REVIEW FOR TSP3
102/ . 105/
Q |ozozis7z  |TsPaz T ION O RN T BENEFITS Permanent | 03/05/2004
Q) |oziozii973  |sFso NOTIFICATION OF PERSONNEL ACTION ZESD‘;WE‘SID“ CRABDIRIOWTON |y Permanent 03/09/2004
VA LETTER CERTIFYING 30% OR MORE W
02/02/1573 | DG 39 APPGINTMENT SUPPORT T 03/09/2004
o 2 DISABILITY COMPENSATION FOR Rl
&) |oz/02/1973 DG 46 DECREE OF ANNULMENT BENEFITS Temporary 03/05/2004 b |
@ |ozozi1573  |TsP e YALIDATTON CF REFIREMENT BENEFITS Permansnt  |03/09/2004
L T TRANSFER OF [NFORMATION BETWEEN  |mewrreme | e Lo i
Prev123456 Next 2

&) Local intranet
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2. Click on the = Folder Action icon and select the = ©P Fold=r
Clip Folder option to open the Clip Folders page for this
folder.

The following figure displays the Clip Folders page.

=

2 eOPF - Clip - Microsoft Internet Explorer |‘T|r§\

(=3

JOE BASIC
Help | FAQ

Clip Folders :

MroBtE Allow o addfmadify/delete dip Folder, Click on the Detail buttan to view the clips in the folder,

Search e0PF |
Change Email
Emme” Data | Owner “Descriptinn Clip Date __Pages _Seculily Il =

I ; i
Change Pwd BASIC, JOE | Basic Clip 1 £41/2005 341:49 P o | pubic Delate

Preferences :[BESi': Clip 2 | Public v

Logout

‘.3 Local intranet

3. Click the Detail button next to the desired Paper
Clip.

The View Clip Folder page appears.

The following figure displays the View Clip Folder page.

— -
3 eOPF - Clip Detail - Microsoft Internet Explorer |L”EE|
B T e —— e
Help | FAQ
View Clip Folder :
My e0PF
Search e0PF Click on the clip to view.
Change Email =
- Name Create Date Eff Date Form Action Type Folder Page Num View Clip Remove
Emergency Data
1 BASIC, JOE /72005 24846 PM Bi2/2005 12,0000 AM SF52  APPOINTMENT MTE  Temparary 1
| Change Pwd
7 s BASIC, JOE  BM/2005 24546 PM Bi2/2005 12:00:00 AM SF52  APPOINTMENTMTE  Temporary 2 @ %
references
=
fst
%.J Local intranst

4. Click the % Delete icon to delete the desired document
within the clip.
The document is removed from the clip.
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Note:

A paper clip isclassified as public or private. A public paper clip can be
viewed by any user accessing the selected folder. However, aprivate
paper clip can be viewed ONLY by the user who created the paper clip, a
member of the eOPF Administrator user group, or any HR Specialist that
manages the OPF.

Note:
Click the

Back button to return to the previous page.
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Designating a Public Paper Clip as Private and Vice Versa

When a paper clip is assigned the status of “private,” only the creator, the
eOPF administrator, and HR Specialists managing the OPF will have

accessto it.

To Designate a Public Paper Clip as Private (and Vice Versa):

1.

Click the My eOPF button on the eOPF main menu.

The Folder page displays asingle row representing your eOPF folder.

The following figure displays the My eOPF Results page.

F - My eOPF - Microsoft Internet Explorer

Help | FAQ
My eOPF My eOPF: JOE BASIC
| View d with B
Change Email
Change Pwd
ST Enees ‘Actmn 55N Latest Eff Date PO ID Org Code Activity Code
Logout
12) |ooo-00-1000 03/31/2005 TRE AH A
101 returned.
Prev123456 Next
NOA Code
Action| Effective Date | Form Mumber | Form Description Type ; Side Create Date
@ |ozi7/2005  |ama AAA ADMINISTRATIVE 352 Permanent | 02/17/2005 &
Q |o2i17/2005  |asa Yy ADMINISTRATIVE 962 Temporary  |02/17/2005
RECORD OF PERSONNEL SECURITY
&) |o2/08/2005  |AF 2584 e e s EXCEPTION Temporary | 02/08/2005
@ |oei23/2004  |aF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Parmanent | 06/22/2004
Q) |ozoz1984 |sFso NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | gg7 Permanent | 03/03/2004
@ |ozozissa  |sFso NOTIFICATION OF PERSONNEL ACTION | CAREER APBT 100 Permanent  |03/08/2004
Q) |ozroz/1984  |sFs0 NOTIFICATION OF PERSONNEL ACTION | SECREATION OF RESUBMISSION |05 Parmanent 03/09/2004
Q |ozozi1s84  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CRDF | go7 Permanent | 03/09/2004
&) |oz/02/1584 |sF S0 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Parmansnt | 03/09/2004
@ |ozozises [seso NOTIFICATION OF PERSONNEL ACTION | CAREER APST 100 Paermansnt  |03/09/2004
02/02/1984 | SF 50 NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RESUBMISSION. | ggs5. Parmanent | 03/09/2004
OF A CPDF RECORD!
DOCUMENTATIGH OF REVIEW FOR TSP3
102/ . 105/
Q |ozozis7z  |TsPaz T ION O RN T BENEFITS Permanent | 03/05/2004
Q) |oziozii973  |sFso NOTIFICATION OF PERSONNEL ACTION EESD‘;WE‘SID“ CRABDIRIOWTON |y Permanent 03/09/2004
ook VA LETTER CERTIFYING 30% OR MORE e W
Q |oz/02/1573  |pG3s RS S APPOINTMENT SUPPORT Temporary  |03/0/2004
&) |oz/02/1973 DG 46 DECREE OF ANNULMENT BENEFITS Temporary 03/05/2004 b |
@ |ozozi1573  |TsP e YALIDATTON CF REFIREMENT BENEFITS Permansnt  |03/09/2004
L T TRANSFER OF INFORMATION BETWEEN  lmrwreeen | lec____, Lo i
Prev123456 Next 2
& | pone &) Local intranet

2.

S
Click on the =< Folder Action icon and select the

Clip Folder

Clip Folder option to open the Clip Folders page of this

folder.
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The following figure displays the Clip Folders page.

A eOPF - Clip - Microsoft Internet Explorer

Help | FAQ
Clip Folders :
MyeOPF B Allow ko addjmodifyfdelete cip Folder. Click on the Detail buttan ko view the clips in the Folder,
Search e0PF
(Change Email
ERET I | Owner | Description | Clip Date |Pages  Security | . |
ChangePud [ ct=it [INETETOT R R 5112005 341,43 P o Public | Daleta
| T I - : 1 = = | —
Preferences I |Basic Clip 2. | Public Insert
Logout L 1
]
‘.-j Local intranet

3. Click the Edit button associated with the document.

4. In the Security field, select either Public or Private based
on your needs.

5. Edit the desired fields, and then click the Update

button.

The Clip Folders page reappears displaying the following message:
“Selected clip is updated successfully” above the list as shown in the
following figure.

Thisfigure displays the Clip Folders page with the verification
message.

2 eOPF - Clip - Microsoft Internet Explorer

Help | FAQ

Clip Folders :

8 Allow to add/modifyfdelete clip Folder. Click on the Detail button to wiew the clips in the Folder,

Selectad clip is updated successfully,

| Emergency Data |8

Owner Description Clip Date Pages | Security
Change Pwd | - 1
i BASIC,JOE | Basic Clip B/1/2005 2:41:49 P 2 Public | et
Preferences | e —— i 1 r———— 1 1
‘ | |

Logout

S Local intranet
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Note:

A paper clip isclassified as public or private. A public paper clip can be
viewed by any user accessing the selected folder. However, aprivate
paper clip can be viewed ONLY by the user who created the paper clip
and the eOPF administrator.

6. Click the Cancel button to return to abort the edit process.
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Deleting a Paper Clip

eOPF provides you the ability to delete paper clip associations you have
created. Deleting a paper clip only removes the association between the
documents, not the documents themselves. If you wish to remove a
document from eOPF, please see an eOPF administrator.

To Delete a Paper Clip Association from a Set of Documents:

1. Click the My eOPF button on the eOPF main menu.
The Search Results page displays your eOPF folder.

The following figure displays the My eOPF Results page.

EEX

~

OPF - My eOPF - Microsoft Internet Explorer

EE

Help | FAQ
My eOPF My eOPF: JOE BASIC
Search e0PF :
| View with v
Change Email
Emergency Dats_ | FSWRLEO0G ™| SRR 21|
Change Pwd
e ‘Actmn ssh Latest ER Date PO ID Org Code Actiity Code
Logont =
) |ooo-00-1000 03/31/2005 TRE AH A
104 returned.
Prev 123456 Next
2 - . NOA Code
Action| Effective Date | Form Number | Form Description Type 1 Side Create Date
&) |[oz/17/2005 |Asa AR ADMINISTRATIVE 562 Parmanant 02/17/2005 e
@ |ozr17/2005  |Asa ARA ADMINISTRATIVE 962 Temporary | 02/17/2005
RECORD OF PERSONNEL SECURITY
) |ozos/2005  |AF 2584 T O ouny EXCEPTION Temporary | 02/0%/2005
@ |oeizz/2004  |aF 1001 RECOMMENDATION FOR RECOGHITION | APPLICATION Permanent  |08/22/2004
Q) |o2io2/198s  |sFs0 NOTIFICATION OF PERSOHNEL ACTION EI‘ZEREC”O" OEC URRENTCERE o Permanent 03/09/2004
@ |ozoz/1984  [sEs0 NOTIFIGATION OF PERSONNEL ACTION | CAREER APPT 100 Parmansnt  |03/09/2004
RECREATION OF RESUBMISSION
Q) |ozioz/1984 |sFso NOTIFICATION OF PERSONNEL AcTION | RECREATION OF RE: 005 Parmansnt  |03/09/2004
Q |ozo21s84  |sFI0 NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | 5p7 Permanent | 03/09/2004
Q) |omozises  [sFs0 NOTIFICATION OF PERSONNEL ACTION | CAREER APBT 100 Permanent | 03/03/2004
Q |ozoz1ss4  [srso NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent | 03/09/2004
RECREATION OF RESUBMISSION
Q) |ozioz/198s  |sFso NOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE: 005 Parmansnt | 03/05/2004
T DOCUMENTATICH OF REVIEW FOR TSP3, Em—— o
@ |oz/0z/1573  |Tspaz Rl SN D BEWEFITS e t |03/08/2004
Q) |ozozisrz  [sFso NOTIFICATION OF PERSONNEL ACTION | RESUMISSION OR ADDITIONTO | ggg Permanent | 03/03/2004
VA LETTER CERTIFYING 30% OR MORE i
102/ f0s/
Q |ozozis7z  [pe 3 T T o e on | APPOINTMENT SUPPORT Temporary | 03/08/2004
@ |ozoz1s7z  |DGas DECREE OF ANNULMENT BENEFITS Temporary | 03/03/2004 b |
ey VALIDATION OF RETIREMENT e
Q |ozozis7z |TsP1s R R BENEFITS Permanent | 03/09/2004
2 D e TRANSFER OF INFORMATION BETWEEN | mpureeee | a0 e )
Prev 1
v
& Local intranet

R
2. Click on the < Folder Action icon and select the = ©i® Felder

Clip Folder option to open the Clip Folders page of this

folder.
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The following figure displays the Clip Folders page.

2 eOPF - Clip - Microsoft Internet Explorer

Clip Folders :

L M&, Allow to add/modify/delete dip Folder, Click on the Detail button to view the clips in the Folder,
Search eOPF

| Change Email

Emm“,, Data | Owner | Description | Clip Date ._Pages ._Seculily
I
Change Pwd | BASIC, JOE | Basic Clip 1 B/1/2005 3:41:43 Phd o ' Public
Preferences | . MF; , @
Logout 1

JOE BASIC
Help | FAQ

‘.'3 Local intranet

3. Click the B&&Sl Delete button.
The Confirmation pop-up box appears.

The following figure displays the Confirmation pop-up box.

Microsoft Internet Explorer [g|

‘:.'?/ Lo wou want to delete Clip folder?

T | [ Cancel

Note:
To cancdl the deletion of the record, click the Cancel button.

4. Click the OK button.

The Clip Folders page reappears displaying the following message

“Selected clip is deleted successfully”.
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The following figure displays the Clip Folders page with a confirmation
message.

2 eOPF - Clip - Microsoft Internet Explorer

Help | FAQ

Description | Clip Date |Pages  Security
Change Pwd ! I
Detail BASIC, JOE Basic Clip B £2005 341:49 P 12 | Public | oeiete L
Preferences [ 1 ‘ - | — i
Public %
Logout ‘ |
Z |
BAC 4=

% Local intranet

Note:
Click the Back button to return to the previous page.
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Chapter 7: Using Other Functions

The eOPF application alows you to change your email address, view and
update emergency data, access eOPF online help, change your user
preferences and view your career brief.

Changing Your Email Address

The eOPF application notifies users when new eOPF documents are added
viaemail, therefore if your email address changesit isimportant that you
update it in the system. eOPF allows all users to change their email
address.

To Change Your Email Address:

1. Click the Change Email button on the eOPF main menu.
The Email Address page appears.

The following figure displays the Email Address page.

. a e0PF - Change Email - Microsoft Internet Explorer E]lﬁl&

T —

My eOPF
Search eQPF

.
Help | FAQ

Email Address :

Change Email
Instructions: The eOPF system can automatically inform you every time a document is added to your eOPF. To receive
a notification, please insert the email address you would like this notice sent to into the email address block below. You
\ Change Pwd may change this address whenever you would like. If you do not enter an address you will not receive any email
i nofification.

Emergency Data

Preferences

Logout -
= Your Email Address: !Jue.Elasm@test.com

e B

2. Type your email address in the Your Email Address field.

3. Click the WMELESES pdate button.

The eOPF Welcome page appears with the updated email address
displayed.
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The following figure displays the eOPF Welcome page with an updated
email address.

a Welcome to eOPF - Microsoft Internet Explorer

Help | FAQ | Home

My eOPF
Search eOPF

‘ Welcome to the eOPF System

WIS  Introduction:
Emergency Data
; The eOPF System contains electronic copies of the documents that make up your
S Official Personnel File. Your eOPF may not contain copies of all documents that were
created, as many of these documents have not been scanned in yet. If you have
Prefercnices questions concerning the technical aspects of the eOPF, email the eOPF
administrator at eOPFAdmin@agency.gov.
Logout
Questions concerning specific personnel actions should be sent to the appropriate HR
representative.

OPM Website Page

| Email: Bazic@test.org
Emergency Data last updated on;3/28/2006
Password will expire in: 180 day(s).

[€

é] Q Local intranet

Note:

Y ou can exit the Change Email page by clicking the W Cance
button and return to the eOPF Welcome page.
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Viewing and Updating Emergency Data

The eOPF application alows you to enter emergency contact
information. Thisinformation is available to your supervisor and/or
HR personnel for emergency use only.

To View and Update Emergency Data:

1. Click the Emergency Data button on the eOPF main menu.
The Emergency Contact | nformation page appears.

The following figure displays the Emergency Contact I nformation page.

a e0PF - Emergency Data - Microsoft Internet Explorer
B user o =

EEEIES

Last Hame : [aasic First Name : |s0e Tnitials : i

ssN:  |080-09-0999 :. Last Updated: 3282006
T Work Address 555 Work Bidg |
Address cont: | tameltompet|WorkComer |
a: " e T—
State: | State.ﬁi
Zip/Postal Code: | 555551234 | zpmm;{mil
| Country:  UNITED STATES mﬂ UNITED STATES v
Notify First: Notify Second:
wsttomesBASC_______| C esteme
e T — S —
T — R
Street 1 EW‘ Street 1 Iri‘
P T — Y E—
state:VA state: |
zp:2z22 | ey ]
Country : | UNITED STATES ~| Country :| UNITED STATES vi
EMail: | wife@hometest com | EMail:| |
e {-555-555-5555 | . Home Phone::| |
Workp)m\ | [ Imrrklene::‘ |
Cell Phone:| il Cell Phone::| |

|,¢_§] Done ) Local intranet
2. Edit the desired fields, then click the MM A o1y
button.

The Emergency Contact | nformation page reappears displaying the
message “Emergency data updated successfully.”
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Note:
Y ou can exit the Emergency Contact | nformation page by clicking the

i 4 Cancel button and return to the eOPF Welcome page.
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Changing Your Preferences

The eOPF application alows usersto set specific preferences when using
the application. There are two types of preferences. General and
Workflow. Workflow isonly accessibleif you have workflow enabled for
your account. If you do not have aworkflow enabled account a message
isdisplayed indicating you do not have access when you try to access the
workflow preference tab.

The following figure displays the Workflow Preferences page with denia
of access message.

=} Workflow Settings - Microsoft Internet Explorer E“E|E|
F

General Workflow

Workflow Preferences :

You do not have access to Workflow

T el

Emergency Data -
E: Max. Humber of Workflow ltems to Display: |
Y| Change Pwd —

My eOPF
: Search eQPF

Preferences

logout

| ¥
‘rj Local intranet

From the General Preferences tab, a user can set the default forms list that
is provided on the Search Page and the number of rowsto display in a
result set. The number of rowsisrelevant to HR Specialist and
Administrators to control long lists within the administration pages of
eOPF. Thefilter on the Forms|list improves performance by reducing the
size of the list transmitted to your web browser. If you select ‘All Forms’
your list will probably exceed three hundred forms.

To Change Your Preferences (General):

1. Click the Preferences button on the eOPF
main menu.

The Preferences page appears with the General tab active.
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The following figure displays the General Preferences page.

A Preferences - General Setti ngs - Microsoft Internet Explorer E||E|rg|
~

\ | General |  workflow | Help | FAQ Home

My eOPF Preferences - General Preferences :

| Search e0PF TPl

Change Email

I
Emergency Data Number of Rows per Page (Display): | 10

k! [han.ge Pyed

s8N
Preferences Last Name
Logout First Name

Select Rezults Dizplay (Folder):

Select Default Search Option (Forms): | (&) common Forme (O All Forms O Agency Forms

Form Number

Form Description

Type Description

[Inoa code 1
Select Results Display (Document): | || NOA Code 2

[ side by Side

Create Date

Side

D Exception Comment

Print

Section 508 Compatibility: | (&) no (D ves

éj Done %4 Local intranet

2. Type your desired number of rows per page in the Number
of Rows per Page (Display) field.

3. Select which fields you’d like to see in the results list
displayed at folder level.
The choices are: Social Security Number (SSN), First Name, and
Last Name.

4. Select the Default Search Option (Forms) you desire.
The choices arez Common Forms, All Forms, and Agency Forms.
Common forms are defined by the agency as forms people typically
search to see. All Forms produce avery largelist of all possible
formsincluding amix of agency specific and federal forms. Agency
Forms produces alist of forms that are owned by the particular
agency you are amember of.

5. Select which fields you’d like to see in the results list
displayed document level.
The choices are. Form Number, Form Description, Type Description,
NOA Code 1, NOA Code 2, Side by Side, Create Date, Side,
Exception Comment, and Print.
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Enable Section 508 Compatibility, if you would like to have
page display altered to improve performance when using
software assistance software such as JAWS.

This mode alters the pages so that accessibility tools can perform
actions and receive prompts for action. Select the ‘No’ option re-
enable the standard page display.

Click the (I Apply button.

The Preference page displays a message “User Preference settings
updated.”

Note:
To cancel and return to eOPF Welcome page, click the Cancel button.

The following figure displays the General Preferences page with a
confirmation message.

2} Preferences - General Settings - Microsoft Internet Explorer

EEX

| General |  workflow | Help | FAQ Home

Emergency Data

: N
Change Pwd Humber of Rows per Page (Display): -!20

Preferences

Logout

[v]ssn

Select Re=sultz Display (Folder): |

Last Name

[¥] First Name

Select Default Search Option (Forms):

@ Common Forms O All Forms O Agency Forms

| [v] Form Number
Form Description
' [¥] Type Description

Select Results Display (Document):

[InoA Code 1
[InoA Code 2

| [ side by side

| I¥] Create Date
{[v]side

' [l exeeption Comment

Section 508 Compatibility:

[+] Print
@no O ves

I@J Done

‘3 Local intranet
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To Change Your Preferences (Workflow):

1. Click the Preferences button on the eOPF

main menu.
The Preferences page appears with the General tab active.

The following figure displays the General Preferences page.

A Preferences - General Settings - Microsoft Internet Explorer |Z||E||z|

~
| General |  workflow | Help | FAQ Home
| My eOPF Preferences - General Preferences :
IRLLR |l ol
=8
(hange Email
Emergency Data Humber of Rows per Page (Display): |10
Change Pwed
3 : [“]ssn
Preferences st Dy o Last Name
Logout First Name

Select Default Search Option (Forms): | (&) Common Forms () AllForms O Agency Forms

Form Number

Form Dezgcription

Type Description

[InoA code 1
Select Resuits Display (Document): || NOA Code 2

[ side by Side

Create Date

Side

] Exception Comment

Print

Section 508 Compatibility:| (&) np (O ves

| %

@ Done ‘j Local intranet

2. Click on the Workflow tab.
The Workflow tab appears. If you have access to workflow the
following graphic displays the options available to you. If you do not
then amessage in red text will appear indicating you do not have
access to workflow.
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a Workflow Settings - Microsoft Internet Explorer

|  General | Workflow |

My eOPF Preferences - Workflow Preferences :
Search eQPF

el o)

Change Email

Emergency Data

‘ Max. Humber of Workflow tems to Display: | 200

Change Pwd
| Display Process: | EOPF v
Preferences i —
Logout | iy T : | X
| Display InfoSource: | v
| |
Worklist Settings ‘Workitem Settings
[ Al [l Al
Clin Box (1 normal
[1Pending L1PvI
[ Distribution [l Copy
[ Fetch [ Return Copy
(Joutstanding Copy | [ Preview
[] completed
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Note:
If you do not have workflow access the following page is displayed.

2 Workflow Settings - Microsoft Internet Explorer |Z||E||E|

General Workflow

Workflow Preferences :
My eOPF B You do not have access to Workflow
Search eOPF | i

e )
Emergency Data
Max. Humber of Workflow ltems to Display:

Change Pwd :

Preferences

Logout

4

| ¥

@] ‘:ﬂ Local intranst

3. Type your desired max number of workflow items per page
to Display in the Max. Number of Workflow Items to
Display field.

4. Select from the drop down lists to configure your
preferences for work item list display.
See the chapter on workflow for detailed explanations regarding
Display Process, Display Task, Display InfoSource and other
Worklist and Workitem settings.

5. Click the Apply button.

The Preference page displays a message “User Preference settings
updated.”
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The following figure displays the General Preferences page with a
confirmation message.

A Preferences - General Settings - Microsoft Internet Explorer

[ workflow | Help | FAQ | Home

[ General

[ My corr ot 2 eneral Preferences :
| Search eOPF

Change Email

Emergency Data

Change Pwd Humber of Rows per Page (Display): |20 |

[V]ssn

Preferences Select Results Display (Folder): | Bliae

| [¥] First tiame

Select Default Search Option (Forms): | &) Commen Forms ) All Forms O Agency Forms

| [ Form Number

| [¥] Form Description

| [7] Type Description

| Cnoa code 1
Select Results Display (Document): [_]NOA Code 2

IDSﬂehySa’de

| [¥] Creste Date

.SmE

| [JException Comment

| [ print

Section 508 Compatibility: | &) 1ig () ves

|

\-ﬂ Local intranet

Note:
To cancel and return to the eOPF Welcome page, click the Cancel button.
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Viewing a Position Description (Optional Availability)

eOPF offers the capability to view position descriptions through an online
position description query (PDQ). This must be implemented to be used.
By default, the position description function is disabled.

To View a Position Description:

1. Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays your eOPF folder and also lists
the document within it.

The following figure displays the My eOPF Results page.

3 e0PF - My eOPF - Microsoft Internet Explorer E@ E"E ’

FIRST1000 LAST1000

Help | FAQ
My <OPF My eOPF: FIRST1000 LAST1000
Search eOPF r
[ View with ~
Change Email
Emergeny ara_ QI SONHITROG™ | e ==
| Change Pud
T Action | SSN Latest Efi Date PO ID Org Code Actity Code
=) |ooo-00-1000 03/31/2005 TRE AH A
102 returned.
Prev1234567 Next
Action| Effective Date | Form Description Type Side
O |oz17/2005  |ama ADMINISTRATIVE Parmanant
) |02/17/2005 |RECOMMENDATION FOR RECOGNITION | APRLICATION Parmanan t
Q |ozi7/2005 |ana ADMINISTRATIVE
RECORD OF PERSONNEL SECURITY
/o8
O ezemzons | e e ancr S
@ |08/23/2004 |RECOMMENDATION FOR RECOGNITION | APPLICATION
@ [02/02/1984 | NOTIFICATION OF PERSOMNEL ACTION  [CORRECTION OF CURRENT CPDF
&) |02/02/1984 |NOTIFICATION OF PERSONNEL ACTION  |CAREER APPT er
RECREATION OF RESUBMISSION
/
@ |[o2/0211984 | nOTIFICATION OF PERSONNEL ACTION | RECREATION OF RE Permanen t
Q) |o2/0211984 | WOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | permanant
@) |02/02/198a |NOTIFICATION OF PERSONNEL ACTION  |CAREER ARPT Parmanan t
&) |02/02/1384 | NOTIFICATION OF PERSONNEL ACTION  |CAREER ARPT Parmanant
RECREATION OF RESUBMISSION
02/02/1984 | NOTIFICATION OF PERSONNEL ACTION Permanan t
o i OF A CPDF RECORD
DOCUMENTATION OF REVIEW FOR TSP3
02/02/1573 + | eEnerITS Permanant
Q Jozrozs DESIGHATION OF BENEFICIARY
Q) [02/02/1373 | NOTIFICATION OF PERSONNEL ACTION SESUMISSION OR ADDITIONTO | parmanen it
VA LETTER CERTIFYING 30% OR MORE
0 [ozrozizzal || MALECIER Con i bl OFL APPOINTMENT SUPPORT Temporary
Prev1234567 Next g
=N P

2. 2. Click on the < Folder Action icon and select the
“a' View PDO \jew PDQ option to view the PDQ.
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The following figure shows a sample PDQ document.

Home Create View Edit Eval Statement OF& Printer Friendhy Help Delete

PD #: [H100208
Position Description

WG - Worker

I

Pay Plan: WG

Job Title: Maintenance Mechanic

Series: A749 PLFA: ooc

Grade: SF52 #:

Is this a BSM Mo

PD?
Active Created By: CN=Tira Flickinger/0=
Completed Date Created:  03/23/1997
Signed Date Completed: 08/13/2002

Major Duties:

1. Performs scheduled preventive maintenance of equipment and component parts of
the automatic fire sprinkler system. Work is performed on a scheduled and 24 hour
emergency service basis. Preventive maintenance may include dismantling, cleaning
and replacement of any or all components comprising the sprinkler system. Repairs
may consist of replacerment or rebuilding of sprinkler valves, cut out and replacement
of piping, servicing and repair of system air compressors and the maintenance,
servicing and repair of gasoline and electric powered pump driver. Performs
scheduled testing of pump controllers, auxiliary pump drivers, water distribution
system and sprinkler heads to evaluate operational capabilities of the system and to
determine the necessity for repairs or adjustments. Uses hand tools, wrenches,
hammers, mallsts, chisels, saws, levels, and other tools of the trade. Operates =

3. Close the PDQ window by clicking the L=l Close button in
the top right corner.
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Viewing a Career Brief

The eOPF optionally provides access to your career brief. This must be
implemented to be used. By default, the Career Brief function is disabled.
The career brief isasummary of your career activities. It isboth a
viewable and a printable report.

This feature may or may not be enabled by your eOPF administrator.

Thisfigure displays the My eOPF Results page.

&)

‘ZY €OPF - My eOPF - Microsoft Internet Explorer

=

S L

FIRST1000 LAST1000

Help | FAQ
My eOPF: FIRST1000 LAST1000
| View with v
Change Email
Enerpenc Daa [JIFSHOWAITOOG ™ JPCINGI= 2
| Change Pwd
et Action | SSN Latest Eff Date PO ID Org Code Activity Code
Logout
) |ooo-00-1000 03/31/2005 TRE AH A
102 returned.
Prev 123456 7 Next
ction ive Date | Form Description ide
Acti Effective Date | Fi D ti i Sidi

Q) |ozz/2005  |Asa ADMINISTRATIVE Parmanent

) |02/17/2005 |RECOMMENDATION FOR RECOGNITION  |APPLICATION Parmanen it

Q) |o2/17/2005  |ana ADMINISTRATIVE Temporary
RECORD OF PERSONNEL SECURITY

fo8/

O Jozronranns | T S ion o CLEaRACE R it

&) |06/23/2004 |RECOMMENDATION FOR RECOGNITION  |APPLICATION Parmanant

@ |oz02/1984  |NOTIFICATION OF PERSONNEL ACTION | CORRECTION OF CURRENT CPOF | pormanan t

&) |02/02/1384 | NOTIFICATION OF PERSONNEL ACTION  |CAREER ARPT Parmanant

RECREATION OF RESUBMISSION
02/02/1384 | NOTIFICATION OF PERSONNEL ACTION Permanan t

o i OF A CPDF RECORD

&) |02/02/1384 | NOTIFICATION OF PERSONNEL ACTION R RO SROEOR pamanant

Q) [02/02/1984  |HOTIFICATION OF PERSONNEL ACTION | CAREER APPT Permanen t

) |02/02/138¢ | HOTIFICATION OF PERSONNEL ACTION | CAREER APPT Permanent

RECREATION OF RESUBMISSION
/

@ |[o2/0211984 | wOTIFICATION OF PERSONNEL ACTION | SECREATION OF RE Permanen t
DOCUMENTATION OF REVIEW FOR TSP3,

Q) |oztoztizzz || BOCMEARON O REVIEG B BENEFITS Permanant

@ |[o02/0211973 | nOTIFICATION OF PERSONNEL ACTION  [RESUMISSION OR ADDITIONTO. | parmanan t
VA LETTER CERTIFYING 30% OR MORE

& |o2/02/1973 R e s APPOINTMENT SURPORT T

Prev1234567 Next "
=N o

To View Your Career Brief:

1. Click the My eOPF button on the eOPF main menu.
The My eOPF Results page displays a single row representing your
eOPF folder and also lists the document within it..

2. Click on the < Folder Action icon and select the

Il View Career Brief \sjewy Career Brief option to view the Career
Brief.
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Accessing Online Help

Y ou can access eOPF online help by clicking on the Help link at the top of
an eOPF Web page. From the Help page, you can jump to topics of
interest.

The following figure shows the eOPF Welcome page with the Help link
circled.

a Welcome to eOPF - Microsoft Internet Explorer

M:r cOPF
Search eOPF

| — u
Change Email Introduction:

Emergency Data

Change Pwd

Welcome to the eOPF System

The e0PF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that were
created, as many of these documents have not been scanned in yet. If you have
Freferen cex guestions concerning the technical aspects of the eOPF, email the eOPF
administrator at eOFFAdmin@agency.gov.

Logout

Questions concerning specific personnel actions should be sent to the appropriate HR
representative.

OPM Website Page

User Info:

Email: Basic@test.org

Emergency Data last updated on: 3/28/2008
Pazeword will expire in: 180 dayis).

(%

GQ Local intranet
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Accessing Frequently Asked Questions (FAQ)

The eOPF provides access to a Frequently Asked Questions (FAQ) page.
The FAQ page can be accessed by clicking on the FAQ link provided at
the top of eOPF pages.

The following figure displays the eOPF Welcome page with the FAQ link
circled.

a Welcome to eOPF - Microsoft Internet Explorer rx||E| r?| [E”?|
I — 1 A

M.r eOPF
Search «0PF

Welcome to the eOPF System

(CHIT  Introduction:
Emergency Data
The e0OPF System contains electronic copies of the documents that make up your
EXSTNEENC Official Personnel File. Your eOPF may not contain copies of all documents that were
created, as many of these documents have not been scanned in yet. If you have
Preferences questions concerning the technical aspects of the eOFF, email the eOPF
- administrator at eOPFAdmin@agency.gov.
Logout

Questions concerning specific personnel actions should be sent to the appropriate HR
representative.

OPM VWebsite Page

User Info:

Email: Basic@test.org

Emergency Data last updated on:3/28/2008
Pazzword will expire in: 180 dayis).

|

é1 GQ Local intranet

Accessing the FAQ page provides current eOPF information to you. For
example, the FAQ page may post information about:

Definition of the eOPF

Frequently asked questions

What’s new

Discuss technical issues

How to contact support; and

Post general information about eOPF access.

Chapter 7: Using Other Functions 79



Accessing the Home Page

Y ou can return to the eOPF Welcome page at any time by activating the
“Home” link at the upper right corner of any page.

The following figure shows the Emergency Contact | nformation page
with the Home link circled.

OPF - Emergency Data - Microsoft Internet Explorer
JZc HASIL
Help | FAQ

My eOPF

Emergency Contact Information :

Search eOPF
earch e |

LML ENTRY OF THE FOLLOWING INFORMATION IS VOLUNTARY.
Emergency Data

Change Pwd

Disclosure Statement: This information may be used to notify the individuals of your choice should you be taken ill or injured during
' work. This informatien will be available to your supervisor and Human Resource personnel for emergency use only. This information is not to be
Preferences used for any other purpose. A log is kept showing any time this information is viewed and or changed. Only the individual employee is authorized

Logout to change this data.

G ey
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Chapter 8: Logging out of eOPF

In order to ensure the security of the eOPF, remember to log out of the
system when you are finished.

Note:

Y ou will be automatically logged out of the eOPF after the systemisidle
for acertain amount of time configured by your local Web site
administrator.

The following figure displays the eOPF Welcome page with the Logout
button circled.

a Welcome to eOPF - Microsoft Internet Explorer

Help FAQ | Home

M.:r eOPF
Search e0PF |
(IS Introduction:

| Emergency Data

Welcome to the eOPF System

The e0OPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that were
1 created, as many of these documents have not been scanned in yet. If you have
Freferences guestions concerning the technical aspects of the eOPF, email the eOPF
- e 0 dministrator at eOFFAdmin@agency.gov.

Logout ’

Change Pwd

Questions concerning specific personnel actions should be sent to the appropriate HR
representative.

OPM Website Page

User Info:

Email: Bazic@test.org

Emergency Data last updated on:3/28/2006
Pazzwaord will expire in: 180 day(z).

%

é1 Q Local intranet

To Log out of eOPF:

1. Click the Logout button.

A log out confirmation prompt is displayed.

The following figure displays the log out confirmation page.
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Microsoft Internet Explorer fz|

\?{} Do you want to Logout of eQPF?

I ok |[ Cancel ]

2. Click the
browser window.

| OK button to logout and close the
-OR-

Click the Cancel button to return to eOPF and
continue work.
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Glossary

Administrator

Career Brief

Contact I nfor mation

Groups

Folder

Password

Password L etter

Position Description

PDQ

A user that has special access to setup, modify,
and del ete parameters within the eOPF system.

A report (accessible via i View career Brief jcon) that
ISasummary of an employee’s career.

Data (accessible via [EEEEEN icon) is
voluntarily supplied by employees for use by
management during an emergency.

A combination of functional processes for
which a user is granted access.

A container for documents.

A complex sequence of characters required for
access to the eOPF.

Notification from the Agency to the employee
providing the password for the eOPF.

A written description of the duties, knowledge,
skills and abilities for aposition in the Federal
Service accessible viaicon. ' viewroa

An &' vewroa jcon for accessing Position
Descriptions. May not be available on all
eOPF deployments.
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Security Access

Super visor

View Doc

A level of accessibility to documents and
functions within EOPF.

A user that has access to not only hisor her
own EOPF, but aso is provided with access to
view and print documents for employees that
he or she supervises.

A [E vew jcon used to view the documents
within afolder.
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Acronyms

eOPF

NOAC

OPF

OPM

PDF

Electronic Official Personnel Folder
Nature of Action Code

Official Personnel Folder

Office of Personnel Management

Portable Document Format
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Index

A

administrator - 1, 7, 11, 13, 16, 30, 38, 48,
51,53,71, 75
Adobe Acrobat - 3, 27
Adobe Reader - 3
annotation - 20, 28, 29, 33
printing - 33
private - 29, 38, 40, 48, 51, 53
public - 29, 40, 48, 51, 53
auditlog - 1, 19

B

browser - 3, 12, 20
Browser and Viewer Requirements - 3
buttons - 12, 20, 24, 25, 27, 30, 31
Change Email - 12, 57
Change Pwd - 12, 14
Emergency Data - 12
Logout - 12
My eOPF - 12, 68, 71
Search eOPF - 12, 17, 20, 21, 33, 35

merging - 25

my eOPF - 19

order - 17

printing - 33

removing from a paper clip - 48

retention - 17

scanning a new page into - 33

searching for - 21

storing - 3

view annotations - 28

viewing - 17

viewing instruction pages - 30

viewing within a paper clip - 46
downloading Adobe Reader - 3
duplex printer - 25, 34

E

e-mail address - 12, 57, 58, 62, 63, 66, 67
emergency contact information - 12, 18, 59
Employee Benefits Information Systems - 1

C

cancelling
password changes - 14
printing - 34
career brief - 18, 57, 71
changing e-mail address - 12, 57, 61
changing password - 12

F

FAQ - 73

file format - 3

folders - 17, 18, 21, 28, 30, 33, 38, 40, 42,
43, 45, 46, 48, 49, 51, 53, 54, 68, 71, 78

frequently asked questions - 73

D

deleting documents - 49
deleting documents from a paper clip - 48
deleting paper clips - 53
desktop - 1
Document List - 23, 31
Documents
adding to a paper clip - 40
changing the viewing size of - 27

H

HR specialists - 20, 21, 22, 28
HR systems - 1

instruction pages - 30
Internet- 1, 3, 6

L

lock out - 5
Logging On - 5
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Logging Out - 12, 75

M

main menu - 12, 19, 20, 21, 40, 43, 46, 49

Microsoft Internet Explorer - 3

Microsoft Windows - 2, 1

My eOPF - 17, 19, 29, 30, 33, 38, 40, 43,
46, 49, 51, 54

double sided - 25
results lists - 35
single sided - 25
Printing - See Documents: printing

O

Office of Personnel Management - 1
OPM-1,17,79
OPM guidelines - 17
Other Functions - 57
career brief - 71
change email address - 57, 61
emergency data - 59
frequently asked questions - 72, 73

R

removing documents from paper clips - 48

reports - 1

resetting your password - 15

results list - 19, 24, 29, 30, 42, 43, 45, 46
printing - 35

retention - 17

P

paper - 17, 38, 40, 46, 48, 49, 51, 53
Paper Clip - 19, 38
adding documents to - 40
creating - 38
deleting a - 53
designating as public/private - 51
removing a document from - 48
viewing documents within - 46
Password
assigning anew - 5
changing, manually - 12, 14
e-mailing new - 11, 16
expiration - 13
guidelines - 5
managing passwords - 13
policies - 13
resetting - 10
resetting - 15
Portable Document Format - 3, 79
Position Description
viewing - 68
printer settings - 33, 34
printing - 33
annotations - 33

S

search results - 23

searching for documents - 12, 21
security - 1, 5

storing documents - 3

system lockout - 5

U

URL address - 7
user agreement - 7
user name - 8

Vv

viewer - 3, 20, 24, 30
viewing
annotations - 28
career brief - 71
documents - 17
documents in a paper clip - 46
emergency data - 59
instruction pages - 30
Viewing
a Position Description - 68

w

Web-enabled - 1
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