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Chapter 1: Introduction To OPM eOPF

Chapter 1: Introduction To OPM
eOPF

The Northrop Grumman Corporation is helping The United
States Office of Personnel Management (OPM) change the
way Federal Government agencies maintain and access
official personnel folders (OPF). Personnel offices across
the nation are changing from a paper-based personnel
records system to an electronic official personnel folder
(eOPF) management system. All current paper OPF
documents are uploaded into the Web-enabled Electronic
Official Personnel Folder (eOPF) solution. In the future, all
personnel actions will be performed electronically. That
includes how you and your co-workers access your OPF
and the OPFs of those whom you support. With personnel
records being electronic files instead of paper, eOPFs can
be viewed 24 hours a day, 7 days a week.

What is eOPF, and what does it mean to you? The eOPF
solution is designed to electronically store, manage, and
distribute OPF documents. eOPF stores all OPF documents
as Portable Document Format (PDF) files, complete with
data describing the folder and its contents.

Employees are able to view their own OPFs through this
eOPF solution. eOPF allows supervisors to view the eOPFs
of all of their subordinates. eOPF has multiple levels of
access security to ensure that neither employees nor
supervisors can change an eOPF at any time, in any
manner. All access for regular users and supervisors is on
a ‘View Only’ basis. eOPF security features also ensure the
integrity of the eOPF solution. In addition, eOPF security
logs and tracks every action performed within eOPF. That
includes notification to employees every time a new
document is added to their eOPFs.

This training session is designed to introduce you to the
eOPF solution, and to familiarize you with what you may or
may not do within eOPF based upon your security access
level. In this course we are only concerned with Human
Resources (HR) Specialists accessing their own eOPFs as
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well as the eOPFs of personnel they are responsible for
maintaining.

This HR Specialist Training Manual assumes that you have
working knowledge of Microsoft Windows and the Internet.
If you do not have access to the Internet or eOPF, please
contact an eOPF administrator to assist you with the setup.

IMPORTANT!

This HR Specialist Training Manual includes screens from
the eOPF solution representative of what you may see;
however, your system may appear slightly 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.

2 eOPF HR Specialist Training Manual
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Chapter 2: eOPF Browser And Viewer

Requirements

To access and use the eOPF solution, there are two basic
“off-the-shelf” software requirements for the user’'s PC: a
Web browser application and Adobe Acrobat Reader.

2.1 Browsers

Commercially available Web browsers can be used to
access the eOPF solution. For best results, OPM
recommends using the latest version of Microsoft Internet
Explorer.

2.2 The eOPF Viewer

The eOPF solution stores documents as Portable Document
Format (PDF) files, which are viewed and printed using
Adobe Reader. If you do not have Adobe Reader installed
on your computer, you may download the free viewer off
the Internet.

Note:

The Adobe Reader “options” should be set “not” to view
inside the browser.

eOPF HR Specialist Training Manual 3
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Chapter 3: Getting Started With eOPF

Before using the OPM eOPF solution, you must login.
Logging in requires a valid eOPF ID and password. Your
eOPF account may be set up when your agency initially
deploys eOPF, or when you first become an employee. If
you do not have an eOPF ID and password, please contact
your eOPF administrator to obtain one.

If you forget your password, a “Forgot Password” link is
available on the eOPF Logon page. Enter your eOPF ID
and click the Forgot your Password? link on the eOPF
Logon page. eOPF generates a letter assigning you a new
password. A new password is sent to you by either U.S.
mail, or email. Your organization will advise you what to
expect.

Note:

Both Single Sign On and eAuthenticate initiatives are
being implemented for eOPF. If activated for your
agency, you will no longer directly log into the eOPF
application. In that case, you will connect to eOPF using
an eAuthenticate type portal. When Single Sign On is
used, the eOPF ID and password functionality will be
disabled.

Note:

As an eOPF administrator, you can set the number of
logon failures that personnel may be allowed before the
user account is disabled. Typically, after three (3)
consecutive failed attempts to logon to eOPF, the user
account is “locked out” as a security precaution. eOPF
administrators must reset the user account after the user
exceeds the maximum number of failed logon attempts.

eOPF HR Specialist Training Manual 5



Chapter 3: Getting Started With eOPF

To ensure the data integrity and security of the OPM eOPF
solution, you must remember to safeguard your eOPF ID
and password. Some basic guidelines for maintaining your
password security are as follows:

+ Do not give your password to anyone.

+ Do not write your password down.

+ Do not let anyone logon with your eOPF ID or
password, because eOPF will log and track all actions
performed during your eOPF session to your eOPF ID
and password.

3.1 Logging Into eOPF

To log into eOPF:

1. Launch the eOPF application by double-clicking the
OPM eOPF shortcut on your desktop.
The OPM Government Usage Agreement page appears
with warnings and conditions for using the OPM site.

Office of Personnel Management

The Federal Government's Human Resources Agency

| Strategic Management of Human Capital Employment and Benefits

You are here: Horme = sgoew = EHRI = OPF

%)47 ﬁ:& Uf/;um( tla
4

e

This is an official .5, Government System for authorized use only. Unauthorized use of this system or the
information on this systemn 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 monitaring.

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

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
6.01 or higher to run this application software. JavaScript must be enabled to use the eQPF application.

Agency Specific Message
e

\

Office of Personnel Management Site Index |A-Z 'I
1900 E Street M, Washington, DC 20415-1000 | {202) 606-1800 | TTY (202} 606-2532

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

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

2. Read the User Agreement, and click the Accept

S button.
The eOPF Logon page appears.

r
2 eOPF Login - Microsoft Internet Explorer,

Oftfice of Personnel Management Yo Heiiruea

g3 Y. e
enTerPRISE H R i =

eHR eOPF v4.0 Testing

Enter your e0OPF ID and Password to log in. *

E-GOV

‘EDPF 1D: ‘

PASSWORD:

Forgot your Password?

Forgot your e OPF ID?
New User - Request Password...

% Laral intranet

3. In the eOPF ID field, enter your eOPF ID.
4. In the Password field, enter your password.

5. Optional: If you are a new user, click the New User-
Request Password... link.
The New User — Request Password page appears
allowing you to request your new password.

6. Click the Submit MR button.
If you have logged into this eOPF version previously,
the eOPF Welcome page appears.

eOPF HR Specialist Training Manual 7
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Note:

The first time that you logon to eOPF, the Change your
Password page appears displaying a message that your
password has expired. Change your password in
accordance with your password security requirements.

Note:

If you are logging into eOPF v4.0 for the first time, you
will be forwarded to the Select Security Questions page.
Here you will be required to answer security questions
that only you would know the correct answers.

The Select Security Questions page appears below.

2 eOPF - Select and answer security questions - Microsoft Internet Explorer

Select and answer your security questions

Purpose: The following security questions will be used to verify your identity if you forget your
password or @0PD ID. You can modify the answers using "My Profile’ after you login.

Email Address: |

Dchnnk here, if you are using assistive technology? (ex: Screen Reader)

Personal Questions

Pieaze select and answer all questions below.

What are the last 4 digits of your SSN?(Ex 1234) w
Whal are the last 4 digits of your SSN7(Ex: 1234) v
What are the last 4 digits of your SSN?(Ex: 1234) v:

Plaase select and answer all questions below.

What is you mother's birth date?(Ex: 09/14/1950) ¥
‘What is you mother's birth date?(Ex: 0911 41950) ~i|
What is you mother's birth date?(Ex 09/1 411950) v

Note: Answers to the above questions are required to proceed into eOPF. Clicking Cancel will exit you
out of the application,

e e

% Local intranet
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The eOPF Welcome page is shown below:

<2 Welcome to eOPF - Microsoft Internet Explorer |Z||E|[g|
L

My e0OPF
Search eQPF

Workflow Introduction:
My Profile

Help | FAOQ | Home

Welcome to the eOPF System

The eCPF Systerm containg electronic copies of the documents that make up your

. Official Personnel File, your e0FF rmay not contain copies of all documents that were
Create SF 75 created, as many of these docurments have not been scanned in yet, If you have

= questions concerning the technical aspects of the eOPF, email the e0PF

Print Folder administrator at eopfadmin@opm.goy

Batch Print

App Admin

CQuestions concerning specific persannel actions should be sent 1o the appropriste HE
Reports - ]

Y “qoresentative, Dermod0 (Gaining)
Pwd Admin

Transfer

Logout

User Info:
Etnail: HRSpecialistEatesh
Ermiail Motification Cpt Out Sta
Password will expire in: 180 digsd

Main Menu
Buttons

‘ﬁ Local inkranek

Note:

Your Main Menu buttons may appear slightly different
from the example above. The main menu buttons are
dynamically activated by your role within eOPF and
your security access permissions.

3.2 Changing Your Preferences

The OPM eOPF solution allows you to set preferences
within the application. There are two types of preferences:
General and Workflow. Workflow is only accessible if you
have a workflow enabled account.

From the General Preferences tab, you can set your default
forms list on the Search page and which columns to
display in the result set.

eOPF HR Specialist Training Manual 9
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To change your general preferences:

1. From the eOPF main menu, click the My Profile

My Profile  olU1ute]ol
General

The General Preferences | "= | tab of the My
Profile page displays by default.

2 My Profile - General Preferences - Microsoft Internet Explorer _ _ _

General Workflow Change Emergency Change Change Security Help
Preferences Preferences Email Data Password Questions
My eOPF Preferences - General Preferences :
bl e
Workflow
My Prafile HNumber of Rows per Page (Display):
App Admin
Create SF 75 Display SEN column with Folder reautts
— Select Results Display (Folder):
Print Folder Dlsplay Lazt Mame column with Folder results
Dlsplay Firzt Mame column with Folder results
Batch Print
[ Select Default Search Option (Forms): | (&) common Forms (O &l Forms O Agency Forms
Pwd Admin
Tran;fer Display Form Mumber column with Document results
7 DDisplay Form Description column with Document results
ogout

Display Type Description column with Document results
[Coisplay MOA Coe 1 column with Document resuts

Select Results Display (Document): DDiSplay MOA Code 2 column with Document results
DDisplay Sice by Sice column with Document results
DDlsplay Create Date column with Document resultts
DDlsplay Falder Sicde column with Document resutts
DDisplay Exception Comment column with Document results
DDisplay Print column with Document resultts

Are you using assistive technology?
{ex: Screen Reader) @ Mo OYes

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

3. Select which fields you would like to see for each
section.

4. Select if you are using Assistive Technology.

5. Click the Apply |l button.

The General Preferences page reappears displaying
the following message: “Settings updated. Some of
these settings will take effect next time you log
into eOPF.”

10 eOPF HR Specialist Training Manual
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3.3 Your Email Address

The OPM eOPF solution notifies you by email every time a
new document is added to your eOPF. Your agency will
provide guidance at to whether or not you can change your
email address.

To change your email address:

1. From the eOPF main menu, click the My Profile

My Profile button.

The General Preferences tab of the My Profile page
displays by default.

E My Profile - Change Email - Microsoft Internet Explorer

[ General Workflow Change Emergency
5 Email Data

r(hanqz Change Security Help |
P

assword Questions

My «0PF
2bacilBS Email Address :
Search cOPF

Workflow Instructions: The sOPF system can autmatically inform you every time a document 5 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
may change this address whenever you would like, If you do not enter an address you will not recelve any email
notification.

My Profile

App Admin

Create 5F 75

Print Folder ‘Your Email Address: HRSpecialist@test.org

e e

Batch Print

Reports

Transfer

Change

2. Click the Change Email ™" _| tab at the top of the

page.
The Change Email page appears.

3. Type your email address into the field provided.

4. Click the Update m button.

The Change Email page reappears displaying the
following message: “Email Address updated
successfully.”

eOPF HR Specialist Training Manual 11
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3.4 Viewing And Updating Emergency Data

The OPM eOPF solution allows you to enter Emergency
Contact Information. This information is available to your
supervisor and/or HR personnel for emergency use only.

To view and update emergency data:

1. From the eOPF main menu, click the My Profile

LU button.

The General Preferences tab of the My Profile page
displays by default.

Emergency

2. Click the Emergency Data |l "** | tab at the top of
the page.
The Emergency Data page appears.

u,-nr.l. ¥ Emergency Contact Information :

Disclosure Statement: 1
work, This information will be availabile 5 your supervisor and
used for any other purpose. A ko B kept showing any time t
to change this data.

reiivichaalts of your choice should you b taken il o injred during
persornel for smergency wse only, This nformation
wewad and of changed, Only the individual aemploy

s 2 s

User Info =
Last Name ¢ e First Maene : SPECALET nitials : E
BENG 454545404 Last Updated: 7152007
Home Address: Work Address:
AN SEE NamaLocattons
City: oty
States Siabe
Zh/rasilceds: | AT 2ip/Pastol Code: |
Country:  UNITED STATES Country: | UNITED STATES ~
Notify First: Notify Second:
Last Namne Last Mamme =
First Mamme First Masme :
Relationshin Relationship :
Street 1 Street 11
Stront 2 Street 72
City City :
Stat State:
L g

ry 1| UNITED STATES - Country : | UNITED STATES v

3. Edit the desired fields, and then click the Apply

S b tion.

The Emergency Data page reappears displaying the
message “Emergency data updated successfully.”

12 eOPF HR Specialist Training Manual
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3.5 Managing Your eOPF Password

eOPF gives you the ability to change your password
anytime. For example, your password may have been
compromised or you may need to synchronize your eOPF
password with your network password.

Note:

The following topic is only relevant if you are using the
traditional eOPF login page requiring an eOPF ID and
password. As agencies implement Single Sign On and
eAuthenticate, the need to maintain a specific eOPF ID
and password will cease to exist.

When you change your password, you must ensure that
your new password adheres to all requirements that your
eOPF administrator has defined. Your administrator may
require that you use a combination of the following:

+
4
+
+

+

Minimum number of 8 characters.

At least one uppercase or lowercase letter.
At least one number.

At least one special character such as:

@ # $ %" &), +.{}[1]: > etc)
Password expiration period.

To change your password:

1. From the eOPF main menu, click the My Profile

LTI button.

The General Preferences tab of the My Profile page
displays by default.

Change

2. Click the Change Password I_"**4 | tap at the top of
the page.
The Change Password page appears.

eOPF HR Specialist Training Manual
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3. Enter your current password in the Old Password field.

4.

5.

Change Password :

Allowy uzer to change Password.
Hote: Password must contain at least one upper-case letter, one lower-case letter, one number and
one special character and must be at least § characters in length.

Old Password: | |
New Password:

verify Password:

-l'i|nlﬂ -a”ﬁﬂ

In the New Password field, enter your new password.

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

Click the Update | button to update your
eOPF password.

Click the Cancel button to cancel the password change.
The eOPF Welcome page appears with the number of
days when the password expires.

3.6 Change Security Questions

eOPF allows you to manually change your security
questions at any time.

To change your security questions:

1.

From the eOPF main menu, click the My Profile

My Profile button.

The General Preferences tab of the My Profile page
displays by default.

Change Security
Questions

Click the Change Security Questions
tab at the top of the page.
The Change Security Questions page appears.

14

eOPF HR Specialist Training Manual



Chapter 3: Getting Started With eOPF

2 My Profile - Change Security Questions - Microsoft Internet Explorer,

General ‘ Workflow Change Emergency Change Change Security Help |
Preferences Preferences Email Data Password Questions
Lol Change Security Questions :
s:l:.)'::f;U:F Allowe user to change Security Guestions
My Profile
— Personal Questions
Sl R [4hatis your Birth State #Ex V&) | [mD
:mt‘ F:I.der |What is the yearyou graduated from high school?(Ex 1987) v| |1995 ‘
:::plm:lsm |What is the color ofyour mother's eyes?(Max 35 chars) v| |EROWN ‘
Pwd Admin Helpdesk Questions
Transfer |Whatisthe name of your high school?(Max 35 chars) v| |MOUNT YERMON ‘
CEpoit |What is your father's middle name?(Max 34 chars) v| |EDWARD ‘
|Whatisy0urfav0ritet\me ofthe year?(Max 35 chars) v| |WINTER ‘
[ upomTE == T

3. Select the security question(s) you would like to change
by clicking the appropriate drop-down arrow. Once you
select your new security question(s), type the correct
answer in the box to the right of the question.

4. Click the Update L& hutton to update your
security questions.
The Change Security Questions page reappears
displaying the message “Security questions updated
successfully.”

3.7 Accessing Online Help

The OPM eOPF solution allows you to access on-line help
for just in time tutorial or refresher training.

To access online help:

1. Click the Help link in the upper right corner of an eOPF
page.

eOPF HR Specialist Training Manual 15
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2} Welcome to eOPF - Microsoft Internet Explorer, |Z||E|rg|
-~

My eOPF
Search eQPF
Workflow

My Profile
App Admin
Create 5F 75
Print Folder
Batch Print

Reports
Pwd Admin

Transfer

Logout

Welcome to the eOPF System
Introduction:

The e0OFF Systerm containg 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 docurments have not been scanned in yet. If you have
questions concerning the technical aspects of the eOPF, email the eOPF
adrinistrator at ecpfadmin@oprn.goy

Questions concerning specific personnel actions should be sent to the appropriate HR
representative. Dermodd (Gaining)

OPM Web Page...

User Info:

Email: HR Specialisti@test org

Email Matification Opt Out Status: Mo,
Pazzward will expire in: 180 dayi=).

‘a Local inkranst

2. Search to locate information about eOPF functionality
and procedures

3.8 Accessing Frequently Asked Questions (FAQ)

The OPM eOPF solution provides answers to frequently
asked questions on its FAQ page.

To access the FAQ page:

1. Click on the FAQ link in the upper right corner of an
eOPF page.

16
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2 Welcome to eOPF - Microsoft Internet Explorer, |Z||E|r5__(|
~

My eOPF
Search e0PF

Workflow Introduction:
My Profile

Welcome to the eOPF System

The e0FF System containg electronic copies of the documents that make up your
Official Personnel File, Your @0PF may not contain copies of all documents that were
Create SF 75 created, as many of these docurments have not been scanned in yet, I you have
questions concerning the technical aspects of the eCPF, email the eCPF
adrinistrator at eopfadmin@oprn, gov

App Admin

Print Folder

Batch Print

Questions concerning specific personnel actions should be sent to the appropriate HR.
representative. Dermodd (Gaining)

Pwd Admin B

OPM Web Page...

Reports

Transfer

Logout

User Info:

Emzil: HRSpecialist@test.org

Ermail Motification Opt Out Status: Mo,
Password will expire in: 180 day(=s).

‘:} Lacal intransk

2. Browse the FAQ page to learn answers to the questions
most people are asking.

You could get answers to questions similar to the
following:
4+ What is the OPM eOPF solution?

4+ What eOPF questions do people ask most
often?

What is new in eOPF?

- ¥

What kinds of technical issues may we
encounter?

4+ Who do I call when I need help with eOPF?

eOPF HR Specialist Training Manual 17
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3.9 Using The Home Link

The OPM eOPF solution allows you to return to the eOPF
Welcome page by clicking the Home link in the upper
right corner of any eOPF page.

2 Welcome to eOPF - Microsoft Internet Explorer,

My eOPF
Search e0PF

Workflow Introduction:
My Profile

Welcome to the eOPF System

The e0FF System containg electronic copies of the documents that make up your
Official Personnel File, Your @0PF may not contain copies of all documents that were
Create SF 75 created, as many of these docurments have not been scanned in yet, I you have
questions concerning the technical aspects of the eCPF, email the eCPF
adrinistrator at eopfadmin@oprn, gov

App Admin

Print Folder

Batch Print

Questions concerning specific personnel actions should be sent to the appropriate HR.
representative. Dermodd (Gaining)

Pwd Admin y

OPM Web Page...

Reports

Transfer

Logout
User Info:

Emzil: HRSpecialist@test.org
Ermail Motification Opt Out Status: Mo,
Password will expire in: 180 day(=s).

|£

‘1:} Lacal intransk
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Chapter 4: Viewing eOPF Documents

eOPF organizes and manages personnel documents within
an electronic folder. All Federal government employees
have an eOPF with all of their personnel documents
organized in the same manner as the traditional OPF.

4.1 Viewing Your eOPF Documents

To view eOPF documents:

1. Logon to the OPM eOPF solution.

2. Click either the My eOPF or the Search eOPF button
to access your eOPF.

+

+

My eOPF lists your documents from the most
recent effective date.

Search eOPF allows you to view:
< Particular documents.

< Your entire eOPF.

eOPF HR Specialist Training Manual

19



Chapter 4:

Viewing eOPF Documents

My OPF My e0PF: STEVE CRAWFORD
Search eOPF
Annotation: |Vi ew documents with annotations j
Workflow
LT i il
App Admin
Create SF 75 . .
= Action | 55N Latest Eff. Date FOID Ory Code Activity Codg
Print Folder
Batch Print | oond 01/11/2004 1001 01D
—
Reports
Pwd Admin 102 o it(s) returned. \I
Transfer
Logout Action | Effective Date | Form Mumber | Type
Qe £ P AL EER!
Q |iw/05/z008  |sFso Im\l Document
Listing
&) |1zfo3fzo0z  |sFso INDIVIDUAL CASH AWARD
O 101172002 |sFso GROUP CASH AWARD 241
) 09222002 |SFso WITHIN-GRADE INC 293
@ |ozroarzonz  |sFso-e INDIVIDUAL CASH AWARD 840

3. Click the Action @ icon next to the document that you

want to view.

Your security options for the selected document appear.

102 document(s) returned.
Prev 1 2
. . MNOA Code
Action | Effective Date | Form Mumber | Type 1
) |oi/1i/zo04 sFs0 PAT AD] 894
Q |11os/z003  sFs0 INDIVIDUAL GASH AWARD g40
) |izoz/zooz SF S0 INDIVIDUAL CA View 40
Document
-
GROUP CASH AWARD 841
— % Add ta Clip
=] F 50 WITHIM-GRADE IMGC CEE!
B &) |ozroaszooz  |sFso-e INDIVIDUAL CASH AWARD g40
) |oisisfzonz |SFS0-B PAYT ADJ g94
Q |oir1arzo01 [sFso-m PAT AD] 894
) |owizzizono | sF S0-B PERFORMANGE AWARD g85
Q |ovozzooo | sFso-e PAY AD] 294
4. Select the View [4l view option.

The document you want to view launches Adobe Reader
allowing you to view the document.
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5. Click the Open button when the File

Download box displays.
The Adobe Acrobat Reader is opened and the selected
document is displayed.

File Download E|
Do you want to open or zave thiz file?

]E{- Mame: WiewPDF,pdf
ﬁ Tywpe: Adobe Acrobat Document

From: eopf.nbc.goy

Open ] [ Save ] [ Cancel

harm your computer. [f you do not trust the source, do not open or

@ YWhile files from the Internet can be useful, zome files can potentially
zave thiz file. What's the righ’?

6. Click the Close button when finished viewing the
document to return to eOPF.

Note:

Every time an eOPF document is viewed, that action is
logged electronically.

4.2 Searching For eOPF Documents

eOPF search capabilities allow you to search and filter the
search results according to your particular document
requirements. You should try searching using different
search criteria to learn how to locate desired documents in
the manner that is most effective for you.

To search for eOPF documents:

1. Click the Search eOPF IEEEEUEN button.
The Search Folders page opens.
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My <OPF Search Folders : (HR Specialist)
Search eOPF =
e Ty (T el
My Profile PO ID QOrg Code Activity Code Employee I
App Admin I‘ I I I
Create SF 75 SN & Date of Birth NOA Code 1 NOA Code 2
brint Falder | S| |
H‘mh Print Last Name First Name Query Package
Reports I | W Standard -
Pwd Admin
Transfer
Form @ cammon Forms " Al Farms 8 Agency Forms
Logout
[an
Type

[an

Folder Sides T select Al

¥ Temporary W Permanent [ Performance [ Training [ Deleted [ Cancellaion [ Transferred

Create Date Start Eff, Date End Eff. Date

il il &

I” Include Empty Folders

Note:

eOPF has “wildcard” characters to filter searches. The
‘%’ character represents multiple characters; the * ’
character represents a single character. For example:

% A% returns anything that starts with the letter
A (e.g. AA, AAA, ABA, ABC, etc.).

% A_returns anything that starts with the letter
A, plus one additional character (e.g. AA, AB,
AC, etc.).

s 1% returns 11, 123, 1234, 12345, etc.
< 1 returns 11, 12, 13, 14, 15, etc.

2. Enter search criteria for particular eOPF document(s)
and click the Search IMLLMEN button.

3. Click the Folder Action = icon of the folder to be

viewed and select the Open =/ Open option to display
the documents in the chosen folder.
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My eOPF Reason: | Annhual Review jl Annotation: | View documents with anhotations
Search eOPF
Workflow
Lyl 18 folder(s) returned.
App Admin . Activity
Action | 35N Last Marne First Marne Latest Eff. Date | PO D Ory Code Cod
Create SF 75 28
Print Folder )‘ ) |ooo-o0-0003 BECK FRED 02/08/2004 1001 10 A
gi'f:" Print =) |ooo-oo-o0011 BROWHN LEROY 04/25/2007 1001 fs3-13 A
Reparts )
— ) |ooo-00-0010 CHEEKS MART 01/12/2003 1001 OzH A
Pwd Admin
) |oo0-00-0004 CRAWFORD STEVE 01/11/2004 1001 =51+ A
Transfer
Logout ) |0o0-00-0013 HANS-SMITH CINDY 01/15/2004 1001 oD A

4. Click the Action @ icon next to the document that you
would like to view and select the appropriate action.

iy Reason: Annual Review e Annatation: | View documents with annotations
Search e0PF
ﬂﬂlﬁ"ﬁ B ]M
Workflow
My Profil
AU 13 folder(s) returned.
App Admin Activity
Action | SSN Last Name First Mame Latest Eff. Date | PO ID Org Code Coda
Create §F 75
Print Folder b‘ ) |ooo-oo-0003 BECK FRED 02/08/2004 1001 olc A
Hf"_‘" Print ) |ooo-oo-o011 BROWH LERGY 04/25¢/2007 1001 DZB A
Reports i
— ) |000-00-0010 CHEEKS MARY 01/12/2003 1001 o248 A
Pwd Admin
) |ooo-oo-ooo4 CRAWFORD STEVE 01/11/2004 1001 Q10 ”
Transfer
Logout ) |000-00-001%3 HANS -SMITH CINDY 01/15/2004 1001 o020 A
27 Common d it(s) returned for: BECK, FRED

Prev 1 2 Next

NOA Code
Action| Effective Date | Form Number | Type 1
J | oz/oerz004 SF 50 REALIGNMENT 790
@ |oworrzo0z SF 50 WITHIN-GRADE INC EEE
J |owizrzo0z SF 50 PAY D] CEES

4.3 Viewing eOPF Document Annotations

The OPM eOPF solution has an annotation feature that
allows HR specialists to make annotations on documents,
which are preserved as a layer that sits on top of the
original document. Annotations can be viewed and/or
printed with the original document. As an HR specialist,
you may annotate any document that is not part of your
own eOPF. In addition, if multiple HR specialists make
annotations, they are each saved as a separate layer,
which provides information about who added what
information.
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Annotations are added to each individual page of a

document. As a result, you must navigate to each page to
view the annotations on that particular page.

Note:

There are two classifications of an annotation: Public
and Private. A Public annotation may be viewed by

anyone who views the eOPF document. Private

annotations can only be viewed and/or edited by the
user who created the annotation or an authorized HR

specialist.

To view eOPF document annotations:

1. Click either My eOPF or the Search eOPF

Search e0PF

button to locate the annotated document.

“View documents with annotations” is the default
selection at the top of the display.

Search eOPF
Workflow
My Profile
App Admin
Create SF 75
Print Folder

Batch Print

Reports

Pwd Admin

Transfer

Annotation: |View documents with annotations j
ﬂ |"i’"i|'i"ﬂ' -Iliﬁﬂ
Action | 35N Latest Eff. Date POID Ory Code
= ‘000-00-0004 |01f11f2004 1001 1D
102 document(s) returned.
Prev 12
Action | Effective Date | Form Mumber | Type ?IOA B
) | oi/i172004 SF 50 P ADJ 894
O |11/05/2002 SF 50 IMNDIVIDUAL CASH AWARD 240

2. Click the Action @ icon next to the document that you
would like to view and select the View [ View
Your eOPF document will open in Adobe Reader.

option.
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4.4 Creating And Adding Pages To Clip Folders

eOPF allows you to group pages and/or documents from
the same folder together so that you may conduct a
records audit or review. You determine whether or not
you need individual pages or the entire document.

Creating a Clip Folder is a two-step process. The first step
is to create a new clip folder. Then, you must select the
pages you want to add to the clip folder.

To create a new clip folder:
1. Search for and open the desired folder.
2. Click the Folder Action '“ icon and select the Clip

Folder = “PFeder gption.
The Clip Folders page appears.

STEVE CRAWF(

Help | FAQ | Ho
Clip Folders :
Allow to addfmadifyidelete clip Falder. Click an the Detail buttan ko wiew the clips in the Falder,
Selected clip is deleted successfully.
Owner Description Clip Date Pages Security
sco [Pubic_v]
1
|7- G

3. Enter a description for the clip folder in the Description
field.
For maximum usability, use specific HR terms and/or
actions in the Description field.

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

5. Click the Insert button.

6. Click the Back [ button to return to the
Search Results page.
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Note:

A clip folder is classified as Public or Private. Any user
accessing the selected folder can view a public clip
folder; however, ONLY the user that created the clip
folder and authorized HR specialists can view a private
clip folder.

3. Click the Select

To add individual pages to a clip folder:

1. Search within the folder for the documents you wish to

clip together.
If this is not your own folder, you must select a reason
for accessing a document from the Reason drop-down

list.

. Click the Action @ icon next to the document that you

want added to the clip folder, and click the Add to Clip
option.

The Add Clip to Clip Folder page appears.

Help | FAQ |

Add Clip to Clip Folder :

Select the clip folder you want to add the clip to.

Owner Description Clip Date Pages Security

CRAWFORD, STEVE SCD TISI2007 2:19:38 PM 0 Public

button to add pages to the clip

folder.
The Add Page to Clip Folder page appears.

26

eOPF HR Specialist Training Manual



Chapter 4: Viewing eOPF Documents

Add page to Clip Folder :

Check the page you want 1o add to Clip Folder. Click on the image to see larger ane.

1 [T Add Page 11to Clip 2 [T Add Page 2 to Clip

4. Click the checkbox under each page that you want
added to the clip folder, and click the Submit sk

button.
A confirmation page appears.

5. Click the OK sl button.
The Search Results page reappears.

To add multiple documents to a clip folder:

1. Search within the folder for the documents you wish to
clip together.
If this is not your own folder, you must select a reason
for accessing a document from the Reason drop-down
list.

2. Click the Show All Docs button.
The Show All Documents page appears.
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My eOPF
Search eOPF

e stz

& Printer friendly version of result list

Workflow
My Profile

App Admin

User Admin

&1 Common returned in 1 folders.

To print & documenti=), click on the checkbox to selectideselect and then click on the Print Single Sided or Print Double Sided button

System Admin

— Prev 1 2 Next
Create 5F 75
= Effective
Print Folder Check | 3SM Date Form Mumber | Type NOA Code 1| Side
Batch Print
[~ | ooo-oo-0o013 04/04/2004 | SF 50 REASSIGHMENT 721 Ternporary
Reports
I~ |ooo-oo-o0o01a 01/11/2004 | SF 50 Pay AL 894 Temporary
Pwd Admin
Transfer [~ | ooo-oo-o018 02/23/2003 | SF 50 REALIGNMENT 790 [Fiow 2, NOA Code 1
Logout [T |ooo-oo-0o018 02/0%/2002 | SF 50 PROMOTION 702 Ternporary
000-00-0013 02/09/2003 | SF 52 PROMOTION 702 Permanant
fosy
I~ |ooo-oo-o0o01a 12/01/2002 |SF 50 REASSIGHMENT 721 Temporary
-00- - ernporary
[~ | 000-00-0018 05/05/2002 | 5F 50 WITHIN-GRADE ING 893 T

3. Click the checkbox for the documents you want to add

to the clip folder.

4. Click the Add to Clip M button.
The Add Clip to Clip Folder page appears.

STEVE CRA

Help | FAQ |
Add Clip to Clip Folder :
Select the clip folder you want to add the clip to.
1
Owner Description Clip Date Pages Security
m CRAWFORD, STEVE | sco 71512007 2:19:38 PM 1 | Public
1

5. Click the Select
the clip folder.
A confirmation page appears.

button to add the documents to

Help |
My eOPF Pages have heen successfully added to the Clip Falder.
Search eOPF
| ——
My Profile

FAQ | Home

6. Click the OK gl button.
The Search Results page reappears.
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Chapter 5: Printing eOPF Documents

Although the eOPF solution is a paperless Official Personnel
Folder system, there may be times when you will need a
hard copy of an eOPF document.

You may choose to print one or more of your eOPF
documents. You may also choose to print documents with
or without electronic annotations. Annotations are like
notes that you may make on a paper document.

5.1 Printing An eOPF Document
To print an eOPF document:

1. Locate the eOPF document you want to print.

2. Click the Action @ icon next to the document that you

would like to print and select the View Q] view option.
The document opens in the eOPF viewer.

3. Click the Print button.
The standard Windows Print dialog box appears.
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Pririter

NV it Copier/Printer (Matoom] g

Status:  Heady [ Pririt ta file

Type: CopierBW Ver 1.11

Frirt R ange Preswisw

(O] 2 85 3
() Curernt view -

(3 Current page —]

() Pages from: |1 to |B

Subset:| &l pages in range + |[] Reverse pages = . T

Fage Handling
Copies: 1 F, 11

Page Scaling: Fit to paper w
Auto-Fotate and Center

[] Choose Paper Source by PDF page size

= S

Frint 'what: D t A"
oetmen Urits: Inches Zoom: 35%
Printing Tips] [ Advanced 1] l [ Cancel
Note:

If you are printing a double-sided document, you must
ensure that the printer is capable of duplex printing.

4. Ensure that your printer settings are correct.

5. Click the OK button to print your document.

6. Click the Close button to close the document viewer.
5.2 Printing Multiple eOPF Documents

eOPF permits you to print one or more documents from
the Show All Documents page. A watermark of the OPM
logo is added to the bottom, center margin of documents
when printed from the Show All Documents page.
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To print two or more eOPF documents:

1. Click the Search eOPF IEEEEUEN button.
The Search eOPF page opens.

2. Enter search criteria and click the Search |iikg
button.
The Search Results page appears.

3. Click the Show All Docs _ button.

The Show All Documents page appears with all
documents that meet the search criteria.

4. Click the checkbox for documents to print, or click the

Check All _F i button to select them all.

All selected documents are merged into one document
displayed in the viewer.

My eOPF To print & document(=), click on the checkbox to selectideselect and then click on the Print Single Sided or Print Double Sided button.
searchcopr_|[FPRWIRGESIOERN[PERYIORIESIRD [FDELEIESSTECTED | SUODVUEIFSS PSR 2
Workflow ERECKA T UNCREGKAID
My Profile
| AppAdmin B Printer friendly version of result list
User Admin
I - 81 Common returned in 1 folders,
System Admin
— Prev 1 2 Next
Create SF 75
Effective -
Print Folder Check | 55h Date Farm Mumber | Type NOA Code 1/ Side
Batch Print
[~ | ooo-oo-o018 04/04/2004 | SF 50 REASSIGNMENT 721 Ternporary
Reports
= T |ooo-oo-0o018 01/11/2004 |SF 50 PaY AD] 294 Ternporary
Puwd Admin
Transfer ™ ooo-oo-0o013 02/23/2003 |SF 50 REALIGNMENT 790 [Row Z, NOA Cade 1
000-00-0013 02/09/2003 |SF 50 FROMOTION 702 Termporar
f09f porary
I~ | ooo-oo-o0o01a 027092003 |SF 52 PROMOTION 70z Permaner it
] 000-00-0018 12/01/2002 [SF S0 REASSIGHMENT 721 Ternporary
™ | ooo-oo-0018 05/05/2002 | SF 50 WITHIN-GRADE ING 293 Ternporary
000-00-0013 01/13/2002 |5F 50-B PaT AD] 294 Ternporary
O f13
000-00-0013 09/0%/2001 | 5F S0-B REALIGNMENT 790 Ternporar
/03 porary
000-00-0013 07/15/2001 |SF 50-B REALIGNMENT 790 Termporar
F15¢ P ¥
000-00-0018 05/06/2001 | SF 50-B CORRECTION [ili-3 Ternporar:
f06S P ¥
[C |ooo-oo-oois 04/22/2001 |SF 50-B WITHIN-GRADE ING 893 Ternporary
000-00-0013 01/14/2001 | SF 50-B PAT ADJ 294 Ternporary
| f1dy
T |ooo-oo-0o013 04/23/2000 |SF S0-B WITHIN-GRADE INC 293 Ternporary
000-00-0013 01/03/2000 | SF 50-B PaY AD] 294 Termporar:
fo3f porary
000-00-0018 11/08/1999 | SF 50-B CHG IN DATA ELEMENT a0 Ternporar
fo8f P ¥

5. Click the desired Print button.
The documents print single sided or double-sided
according to the settings for the designated printer.
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Chapter 6.:

Adding eOPF Documents

eOPF enables HR specialists and eOPF administrators to
manually add new documents into the system. Authorized
users may either import electronic files or scan paper
documents into the database.

6.1 Adding Electronic Documents To The eOPF

eOPF allows users to import electronic documents into the
eOPF. eOPF supports files that are scanned, images,
Microsoft Word, and many other types of electronic files.

To import an eOPF document:

1.

Search for the employee eOPF to which you need to add
the new document.

. Select a Reason for viewing the eOPF.

. Click the Folder Action '“ icon of the folder and

select the Add Doc &2 4ddDaz option.

£

&

. Click the Open "' button.

The Select Local File to import dialog box appears.

. Search for and select the desired file, and click the

Open

Open button.
The selected file appears.

=

. Click the Save ' **** button.

The Document Information dialog box appears.
The First Name, Last Name, and SSN fields will be
completed based upon the SSN of the selected folder.
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7. Complete all known indexing information to describe the

10.

11.

new document that you are adding to the OPF. Add as
a minimum:

* From the Form drop-down list.

= From the Type drop-down list.

= Select the Effective Date of the action.

= Select the Folder side on which the document
will reside.

Document Information

¥ Include Obsolete Forms

Farm:

|SF 50 NOTIFICRTION OF PERSOMNEL ACTICHN j

Tupe:
| CANCELLATION LJ

HOA Code: 1
NOA Code 2 |294

1~ Inzert inko Worlfow:

Flaw: |Default Process L]
Effective Date: Folder Side: Uszer Information:
10?3243’2005 [ Temparary SoN: |000-00-1111 Select
/| Permanent
Performance First Mame: JOE
J July 2005 —'J [ ] Overseas )
[ Training Last Wame: BaSIC
5 27 2 ) 30 1 2 [ | Deleted
3 4 5 8 7 8 3 genicy Speciic G
5 et :
10011 12 12 14 15 1 Dont know the S5MN7 Click "Find". Find

17 18 13 20 21 22 23
M 2728 2 a0
- =

L3 Save | Cancel
T3 Today: ¥/25/2005 |

. Verify your indexing information and click the Save

| Save | button.
A confirmation box appears.

. Double-check your information is accurate, and click the

Yes button to save the indexing information.

A confirmation box appears.

Click the OK button to confirm that the

indexing information is correct.

e |
Click the Exit ¥ button.
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12. Click the “Please click here to return to eOPFE” link.
The Search Results page reappears.

6.2 Importing A New Page Into An Existing eOPF
Document

Sometimes you may need to add a missing page from an
electronic document.

To insert a new page from an electronic file:

1. Search for the employee eOPF to which you need to add
the new document.

2. Select a Reason for viewing the eOPF.

3. Click the Action & icon next to the document that has
to be modified and select the Modify & oty option.

'}

=
4. Click the Import ™ putton.
A confirmation pop-up box appears.

eOPFAY]

\:{/ Do you want ko import inko the currently open document?

Yes Mo

5. Click Yes button.

The Page Import dialog box appears.

6. Select the desired document, and click the OK
button.
A confirmation box displays the following message
“New page was saved successfully.”

Click the OK button.
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a1 |
Exxit

7. Click the Exit

button.

8. Click the “Please click here to return to eOPF” link.

The Search Results page reappears.

6.3 Modifying Document Index Information

Sometimes you may need to change the indexing
information in eOPF to match the official document. For
example, if a mistake was made with the indexing when a
scanned document was entered into eOPF, users can
correct it with this option.

To modify a document index:

1. Select a Reason for viewing the eOPF.

2. Click the Action @ icon next to the document that has
the incorrect indexing information and select the
Modify Index #5 Wodify ndex option.

The Modify Document Index page appears.

My <OPF

Original Values:
Search e0PF

Hame:
Workflow SSH:
Eff. Date:

000-00-0018
212372003

'lyl)e
DA Code 1: 90
DA Code 2:
Exception Comment:
Folder Side:

o

Create SF 75
- Temporary

Enter New
Reports Data:
Pwd Admin

Eff. Date: 242372003

SMITH, CHRIS

HOTIFICATION OF PERSOHNEL ACTION
REALIGHMENT

I” Show all FormsTypes - including Obsolete

SSlk: j000-00-0018

w

(Obsolete Forms/Types are indicated with an * at the beginning)

e Form:

ISF 50:NOTIFICATION OF PERSONNEL ACTION

[EJEY

Type: IREAL\GNMENT =790

HOA Code 1: [750
HOA Code 2:

Exception
Comment:

e e

Folder Side: | Temporary hd

3. Modify the incorrect indexing information (e.g.,
Effective Date, Form Name, Form Type, Folder Side)

and click the Save | b tton.

The Search Results page reappears with the correct
indexing information displayed.
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Chapter 7: Working With eOPF Reports

The eOPF system allows HR specialists and eOPF
administrators to view, print, and export standardized
reports. The reports are real time data analysis of eOPF
users, records, and system usage. The eOPF system
administrator creates and defines the various reports HR
specialists can view, print, and export if needed.

There are three major report groups: Document Access,
System Access, and System Integrity. Document Access
reports list types of actions taken on eOPF documents, by
whom, and when. System Access reports detail system
access. System Integrity reports verify data integrity of
the repository if there is a system or hardware failure, or
some system threat. If you need different reports, request
that your eOPF system administrator create the new
report.

7.1 Viewing And Printing Reports And Logs

HR specialists may view and print reports on demand. The
procedure is the same for viewing all of the reports.

To view and/or print an eOPF report:
1. From the eOPF main menu, click the Reports

button.
The Reports page appears.
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-2 eOPF - Reports - Microsoft Internet Explorer,

Help | FAQ | Home

s Reports :

Search e0PF Purpose: The Reports capahility allows the a user to acquire information regarding ‘Document Access’, 'System Access” and 'System
Workflow Integrity’ within their eOPF application. The user must first select a report category and then select & specific report, Depending on the

selected report additional field criteria is presented allowing the user to customize the conditions used to produce the repart,
My Profile

App Admin Reports categories: Filter By Viewer SSH:

Create SF 75 DOCUMENT ACCESS » SSH #

Active Documents - Created by HR Specialist v -

= Filter By Owner SSH:
Active Documents - Created by lis SeN#
Active Documents - Modifications

Batch Print

Reports .
Active Documents - Viewed _ Loakup
Pwd Admin Cancelled 5F 50s Report -~ N
0 Docurments Moved To Deleted Folder Side Report Filter By Document Effective Date:
TERHE, Purged Documents - All Actions From: (MMDD/YYYY) To: (MMDDYYYY)
Logout Purged Documents Report | 3 H v|
Filter By Date Viewed:
From: (MMDDYYYY) To: (MMDDYYYY)
| ) |
A
& | @
| O %) Local intranet

2. Select from Report categories, the desired Reports,
and input report filters.

3. Click the View Report Y REPC button.

The report appears.

A eOPF - Heports - Micresoll Internel Explorer

Reports :

Purpose: Thi Reports copability allows e a v to scquing information regarding ‘Docurmint Access’, 'System Acoess’ wnd 'System
Integrity’ within thir 60PF applcation. Th ustr must first saloct a report category and then solect 3 spaciic raport. Depending on the
salected report additional field oriteria is presented allowing the user to oustomize the conditions used o produce the report.

@I M1 n2 Main Report »
BECK, FRED { PO I): 1005 =
BROWN, LEROY (PO ID: 11
BROWN, LEROY (PO ID: 11
CHEEKS, MARY ( PO ID: 10 )
CHEEKS, MARY { PO ID; 10 et o
CRAWFORD, STEVE (PO
CRAWFORD, STEVE (PO
EOPF, ABBOT (PO ID: 100
EOPF, ABBEOT (POID: 100
ECPF, ABBOT (PO ID: 100 Gowwp Name Swperwser Daertipuier Swperviser
HANS-SMITH, CINDY (PO
HANS-SMITH, CINDY [ PO BECE, FRED { PO [: 1005 )

o
b cRarr

Beparts cOPF Roles Report
Fud Mdmin

e O ineQFF system
Transfer 3 oaly to #0PF USERS povwp hows!

#OFF Roles Repart

HIGHTOP, MARK (PO 10 1 BOPF Users Yes Ho Mo

HIGHTOR, MARK, { PO ID: 1

HR, SPECIALIST { PO 1D 1 SOPF HR OPECIALISTD e Mo Ho

JAMES, EDWARD (PO 1D

JAMES, EDWARD (PO ID YOPT_A s e Ko

JAMES, SUSAN (PO ID: 10 2

>

N Local intranet

4. Click the Print L= button.
The Print the Report box appears.
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‘2 Print the Report - Microsoft Internet Explorer

Page Range: ol
@ Pages:
Fram: |’I | Ta |1
To Print:
1. Inthe next dialog that appears, zelect the "Open this file" option and click
the Ok hutton.

2. Click the printer icon on the &crobat Reader Menu rather than the print
button on your internet browveser.

Ok Cancel

5. Select pages of the report to print, and click the OK

button.

The report appears as a PDF document.

A http://coors/demo40/EOPF/EOPE . aspx - Microsoft Internet Explorer

EEFEEINE | PRIV A N Fa—"

I! e¢OPF Roles Report

*Mote: This report is designed to show user's Group membership(s) and Role in eOPF system.
Users assizeed oaly to sOPF USERS group aze aot showe!

«0PF Roles Report
Pama 1 of11
[ 2] Group Name Supermser Tavestigator Supervisor
BECK, FRED (PO ID: 1005
2OPF Users Yes Mo No
SOFF HR SFECIALISTS Yes Mo No
eOFF_AVI Ves Mo No
BROWN, LEROY (PO ID: ]
2OFF Users Yes Mo No
20FF HR SPECIALISTS Yes No No
SOFF_AI Yes Mo No
/é;' BROWN, LEROY (PO D |
SOFF Users Yes Mo No
L] OFF HR SPECIALISTS Yes Mo No

11.00 % 8.501in <

|<

=3

6. Click the Print button.
The Print settings box appears.
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Print g|
Frinter
[Tl ticrosoft Office Document Image Writer I8
Status:  Feady Comments and Formes:
Type: Microzoft Dffice Document Image ‘wiiter Diriver Document and Markups w
Frint Bange Fresviews: Composite
©al
() Current view
k 1 .
T
Subszet:

[] Reverse pages

Fage Handling
Copies: 1 & 85

Page Scaling: Shrink. ta Printable Area w

Auto-Fotate and Center

[ Choose Paper Source by POF page size

[ Print ta file
[ Print color az black.

Unitz: Inches Zoorn: 100%

1/111]

[F‘rintinglips] [.t‘-‘aglvanced ] I 0K ] [ Cancel ]

7. Select the desired print parameters and click the OK

button.

7.2 Exporting Reports And Logs

The eOPF system allows HR specialists and eOPF
administrators to export reports and logs. The procedure
is the same for viewing all of the reports.

To export reports and logs:
1. From the eOPF main menu, click the Reports

BApOLtE button.
The Reports page appears.
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-2 eOPF - Reports - Microsoft Internet Explorer EHE|E\
~

Help | FAQ | Home

My eOPF
Search e0PF
Workflow
My Profile

Reports :

Purpose: The Reports capability allows the a user to acquire information regarding ‘Document Access’, ‘Systern Access’ and ‘Systern
Integrity’ within their eOPF application. The user must first select a report category and then select a specific repart, Depending on the
selected report additional field criteria is presented allowing the user to customize the conditions used to produce the repart,

App Admin Reports categories: Filter By Viewer SSH:

DOCUMENT ACCESS » SSH #
oo

Active Documents - Created by HR Specialist v -
= Filter By Owner SSH:
Active Documents - Created by B

ed by lis
Active Documents - Modifications Sst&
Active Documents - Wiswed
Cancelled SF 905 Report
Documents Moved To Deleted Folder Side Report Filter By Document Effective Date:
Purged Docurments - All Actions From: (MM/DD/YYYY) To: (MMDD/YYYY)
Purged Documents Report |

Create SF 75

Print Folder

Batch Print

Reports
Pwd Admin

Transfer

Logout

| |

Filter By Date Viewed:
From: (MMDDAYYY) To: (MMDD/YYYY)

| | |

e e (e

[E3

I@ Done % Local intranet

2. Select the Report categories, the desired Reports,
and input report filters.

3. Click the View Report ki button.
The report appears.

F - Reports - Microsoft Infernel Explorer

Reports :

Purpose: Thi Reports copability allows e a v to scquing information regarding ‘Docurmint Access’, 'System Acoess’ wnd 'System
Integrity’ within thir 60PF applcation. Th ustr must first saloct a report category and then solect 3 spaciic raport. Depending on the
salected report additional field oriteria is presented allowing the user to oustomize the conditions used o produce the report.

=B L L 2 Main Report %

BECK, FRED ( FO ID: 1005 =
BROWMN, LEROY (PO ID: 11

o
b cRarr

party BROWN, LEROY (PO ID: 11 ¢OPF Roles Report
Ford Admin CHEEKS, MARY { PO ID; 10 . "
- CHEEKS, MARY { PO ID: 1( *Hote: This mpost il e o g d Rale in ¢CFF syvtean

CRAWFORD, STEVE (PO |
CRAWFORD, STEVE (PO
EOQRPF, ABBOT (PO ID: 100
EOPF, ABBOT (POID: 100
EOPF, ABBOT (PO ID: 100 Graup Name Superuser Ivestigater Supesvinar
HANS-SMITH, CINDY (P01
HANS-SMITH, CINDY (Pi| | BECH FRED (PO ID: 1885 )

#OFF Roles Repart

HIGHTOP, MARK (PO 10 1 BOPF Users Yes Ho Mo
HIGHTOR, MARK, { PO ID: 1
HR, SPECIALIST { PO 1D 1 SOPF HR OPECIALISTD e Mo Ho

JAMES, EDWARD ( PO ID
JAMES, EDWARD (PO ID
JAMES, SUSAN (PO ID: 10

eOPF_AV Tes No HNo

N Local intranet

4. Click the Export button displayed above the report.
The Export the Report box appears.
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2 Export the Report - Microsoft Internet Explorer : E'E'

File Format: Adobe Acrobat (POF) W |
Pane Ranoe: )
O Pages:
Fraom: | | T |
(8124 Cancel

5. Select the report File Format, and click the OK
button.

The report appears in the selected format.

e | http:/fcoors/demo40/EOPF/EOPF. aspx - Microsoft Internet Explorer,

=N N1y =i Ll BRG K @@= - A id @i |
I! ¢OPF Roles Report A
*Note: This report i designsd to show wse?s Group mesbership(s) aud Rle i eOFF system
Users assigned ouly to OPF USERS zroup ase not showe!
K
. #0PF Rales Report
Pagz 1of12
(2] Group Name Supermser Tavestigator Supervisor
BECK, FRED (PO ID: 1005
SOFF Users ves No No
OFF HR SPECIALISTS Ves Mo No
=OPF_AVI Yes No No
BROWN, LEROY (POID: | —
20PF Uszrs Yes Mo No
=OFF HR SPECIALISTS Yes No No
SOFF_AVI ves No No
ﬁ/’ BROWN, LEROY (PO ID: 1
OFF Users Yes No No
L) 20FF HR SPECIALISTS Yes Mo Na v
11.00 % 8.501in < >

6. Click on Save or Save a Copy, depending on the file
format selected.
The Save As pop-up box appears.
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Save a Copy...

Save in: |E]M_I,J Dacurnents V| W ? ? [~

T I3 Cyberlink

I 2, LMy eBooks
My Recent )y music
Documents ﬁﬂMy Pictures

?"L_‘_'

Dezktop

)

My Documents

=

My Computer

File name: | - | [ Save ]
by Metwark Save as bype: |.-’-‘«dobe FODF Files [*.pdf) A4 | [ Cancel ]

7. Type the desired document File Name, and click the

Save button.
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Chapter 8: Transfer Administration

The eOPF system allows HR specialists with Transfer
Capability to electronically transfer an employee’s OPF to
another eOPF participating agency.

When transferring an OPF, eOPF pre-selects required
transfer documents and allows the Losing Agency HR
specialist to add additional documents necessary to
complete the transfer. If a required document was missed
or additional documents arrive at the Losing Agency after
the transfer, the Losing Agency can transfer additional
documents to the Gaining Agency.

Documents transferred from the Losing Agency are placed
in the Transferred folder side at the Losing Agency. Once
the transfer is confirmed by the Gaining Agency, the
Losing Agency employee folder becomes inaccessible by
the employee, who should begin viewing his or her eOPF
using the Gaining Agency repository. Once the transfer is
complete, the Losing Agency must print a transfer receipt
to maintain a record of the transfer and purge the folder.

Currently, there are six potential transfer scenarios:

Gaining Agency (non-eOPF), Losing Agency (eOPF).
Gaining Agency (eOPF), Losing Agency (non-eOPF).
Gaining Agency (eOPF), Losing Agency (eOPF).
Losing Agency (eOPF), Gaining Agency (NPRC).
Gaining Agency (eOPF), Losing Agency (NPRC).
Gaining Agency (eOPF), Losing Agency (NPRC w/
Paper Reinstatement).

>@hwhPR

This manual covers the most common scenario where both
the Gaining Agency and Losing Agency use eOPF.

Note:

Before initiating a transfer, the Gaining Agency must
have a folder created either through the Gaining
Agency’s employee feed into eOPF, or it must be
created manually by an administrator.
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8.1 Gaining Agency Creates SF 75 Part 1

To create Part 1 of the SF 75:

1. From the eOPF main menu, click the Transfer

button.

The Requested Transfers — Open Transfers page
displays by default.

2 Transfer - Open Transfers - Microsoft Internet Explorer

Reguested New Reprocess / History- History- Send To Received Transfers
Transfers Transfer Transfer Sent Requested MNPRLC Transfers Duk
Requested Transfers - Open Transfers Requested Transfers - Create SF 75 Requested Transfers - Create SF 127
Locl? Transfer - Open Transfers :
Search e0PF
Select an Agency: ‘ .
Workflow
My Profile
- o
Print Folder Transfer Type: | FOLDER v
Batch Print SvanT i TLERR
Reports
Pwd Admin
Transfer
Logout

New

2. Click the New Transfer [_tansfer | tab at the top of the

page.
The New Transfer — Request a Transfer page opens.

Transfer - Request A Transfer, - Microsoft Internet Explorer,

Requested New Reprocess | History- History- Send To Received Transfers
Transfers Transfer Transfer Sent Requested MNPRC Transfers Ouk
New Transfer - Request A Transfer New Transfer - Create SF 75 New Transfer - Create SF 127
MyEE Transfer - Request a Transfer :
Search eOPF
Select an Agency: | v |
Workflow
App Admin L
= Transfer Type: | FOLDER ~|

Create SF 75

prnt Folder_ | SERITS7 CLERRS |

Batch Print

Reports
Pwd Admin
Transfer

Logout
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3. Click the New Transfer — Create SF 75 tab.

Transfer, - Create SF 75 - Microsoft Internet Explorer

Requested New Reprocess History- History- Send To Received Transfers
Transfers Transfer Transfer Sent Requested NPRC Transfers Out
MNew Transfer - Request A Transfer Mew Transfer - Create SF 75 New Transfer - Create SF 127
UM Create SF 75 :

Search eOPF

Workflow Enter S5N &: I:l
Ll T

App Admin
=
Create SF 75
Print Folder Name:
Batch Print SSN:
Reports Form: |SF 75
Pwd Admin Type: EMPLOYEE
Transfer
Logout @ Temporary O Performance O Deleted O Transferred

Folder Side:

O Permanent. O Training O Cancellation

Eff Date
[ GRERTESF 75 [ FREVIEW |
[ iwsERT W

4. Enter the SSN of the employee that will be transferred
and click the Submit ML button.
The employee’s Name and SSN will appear or a

message displays “You do not have access to this
OPF. Contact your eOPF administrator.”

X Transfer - Create SF 75 - Microsoft Internet Explorer

Requested New Reprocess | History- History- Send To Received Transfers
Transfers Transfer Transfer Sent Requested NPRLC Transfers Out
New Transfer - Request A Transfer MNew Transfer - Create SF 75 Mew Transfer - Create SF 127
UL Create SF 75 :

Search e0PF

Workflow Enter SSN #&: | 500-00-0009
Lol e

App Admin
=
Create SF 75
Print Folder MName: SMITH, JOHN
Batch Print SSMN: 500-00-0008
Reports Form: |SF 75
Pwd Admin Type: EMPLOYEE
Transfer
Logout @Tempnrary OPerfnrmam;e Olleleted OTrans‘ferred

Folder Side:

O Permanent O Training O Cancellation

Eff Date:
[ CRENTESF75 ™ WPREviEn|
e (o)
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5. Select the appropriate Folder Side and Eff Date

(Effective Onboard Date).

. Click the Create SF 75 W button.

. Complete Part 1 and click the Back To eOPF

button.

. Click the Insert |l button to electronically store

the employee’s SF 75 data.
A confirmation appears stating that the SF 75 was
created successfully.

. Click the New Transfer — Request a Transfer tab.

Transfer - Request A Transfer - Microsoft Internet Explorer

Transfers
Out

Received
Transfers

Send To
NPRC

New
Transfer

Requested
Transfers

History-
Requested

Reprocess / History-
Transfer Sent

New Transfer - Request A Transfer New Transfer - Create SF 75 New Transfer - Create SF 127

MricOPF Transfer - Request a Transfer :
Search e0PF
= SeledanAgency:| v|
Workflow
" Hame:
App Admin
- Transfer Type: | FOLDER ~|

Create SF 75

print Folder_|IPSGUBHIT SRR

Batch Print

Reports
Pwd Admin
Transfer

Logout

10. Select the appropriate information from the agency

you are requesting the transfer:
* From the Select an Agency drop-down list.

= Enter the Employee SSN # and click the
Search |giiliedy button to confirm the
employee name.

= Select SF 75 from the Transfer Type drop-
down list.
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Transfer - Request a Transfer :

Select an Agency: | Office of Personnel Management hd

Employee SSH # 995-44-3333 Hm- &
Hame: TEST, TRAHSFER
Transfer Type: | 5F75 b
) Modify )

Form Send View Doc Index Create Date Eff Date NOA Code Folder Side
SF 75 | = &= 450007 22521 PM 4412007 Temporary

11. Click the Submit Ll hutton to submit the SF 75
request.

12. Select the Send checkbox next to the SF 75 document
you created earlier in this process, and click the

Request m button to transfer the document.
A confirmation pop-up box appears.

13. Click the OK button to confirm the transfer
request.
A confirmation page displays the following message
“Action has been initiated on Transfer Service.”,

click OK.
8.2 Losing Agency Completes The SF 75

To complete SF 75:

1. From the eOPF main menu, click the Transfer

putton,

The Requested Transfers — Open Transfers page
displays by default.
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2l Transfer - Open Transfers - Microsoft Internet Explorer

Requested
Transfers

New
Transfer

Reprocess /
Transfer

History-
Sent

Send To
NPRLC

Received
Transfers

Transfers
Out

History-
Requested

Requested Transfers - Open Transfers Requested Transfers - Create SF 75 Requested Transfers - Create SF 127

My eOPF

Transfer - Open Transfers :
Search e0PF

Select an Agency: ‘ -
Workflow

My Profile
=

Pri|:|r Folder Transfer Type: ‘ FOLDER v

e (G

Batch Print

Reports
Pwd Admin
Transfer

Logout

2. Select the appropriate information the employee will be
transferring to:

* From the Select an Agency drop-down list.

= Enter at least one other criteria such as

Employee SSN #, Last Name, and Activity
On/After.

= Select SF 75 from the Transfer Type drop-
down list.

3. Click the Submit LA Hutton.

New

Requested
Transfer

Transfers

Reprocess [ History- History- Send To Received Transfers
Transfer Sent Requested NPRC Transfers Out

Requested Transfers - Open Transfers Regquested Transfers - Create SF 75 Regquested Transfers - Create SF 127

Transfer - Open Transfers :

Select an Agency: | United States Coast Guard v

Activity OniAfter: | 4/1/2007 v

Transfer Type: | 5F75 b
i
Name Transfer Deny SSN (Eefudiry) ey ARy Status
Agency Type Date
TEST, TRANSFER qu ﬁ 555-44-3333 UscG SF75 AMTI2007 5:09:59 PM REQUESTED

4. Click the Transfer " icon to continue the transfer or
click the Deny & icon to deny the transfer.
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Requested Transfers - Open Transfers Requested Transfers - Create SF 75 Requested Transfers - Create SF 127

Transfer - Open Transfers :
Select an Agency: | United States Coast Guard hd
Employee 55N #
Last Name:
Activity OniAfter: w

Transfer Type: | SF75 -

View Modify Complete Create NOA  Folder
Doc Index SF75 oM Date EffDate  code  side

SF 75 u & &, 555443333 4M17/2007 5.06:11 PN 41112007 Temporary

Form  Transfer

5. Click the View Doc < icon to view Part 1 of the SF 75

and click the Complete SF 75 ¥ icon to complete
parts 2, 3 and 4 of the SF 75.

Complete SF 75

Enter SSN #: (222-22-0003

Name:

SSN:

Form: SF 75
Type: EMPLOYEE

@ Temporary O Performance O Training O Cancellation
Folder Side:
O Permanent O overseas O Deleted O Transferred
Eff Date: v

6. Enter the SSN of the employee that will be transferred
and click the Submit MELLED button.

7. Select the appropriate Folder Side and Eff Date
(Effective Onboard Date).
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8. Complete part 2, 3, and 4, and click the Back To eOPF

W button.

9. Click the Insert button to insert the updated
SF 75 into the employee folder.

A confirmation appears stating that the SF 75 was
created successfully.

History-
Sent

Transfers

Requested New Reprocess |
T T Out

s Transfer

History- Send To Received
Reguested NPRC Transfers

Requested Transfers - Open Transfers Requested Transfers - Create SF 75 Reguested Transfers - Create SF 127

Transfer - Open Transfers :
Selectan Agency: | United States Coast Guard v
Employee SSN #|222-22-0003

Last Name:

Activity On/After: w
Transfer Type: | SF75 w
View Modify Complete Create NOA  Folder
Form Transfer . Index SF75 oM Date EffDate  Coge  side
SF75 O & &, 222230003 5/2/2007 3:32:57 PM 51112007 Temporary
SF75 O #s ¥, 222220003 5/2/2007 3:36:29 PM 50112007 Temporary

10. Select the Transfer checkbox next to the SF 75 with
the most recent Create Date (the SF 75 updated with

parts 2, 3, and 4), and click the Transfer il
button.

A confirmation pop-up box appears.

11. Click the OK button to confirm the transfer
request.
A confirmation page displays the following message
“Action has been initiated on Transfer Service.”
click OK.
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8.3 Gaining Agency Receives Completed SF 75

To receive completed SF 75:

1. From the eOPF main menu, click the Transfer

button.

The Requested Transfers — Open Transfers page
displays by default.

Received

2. Click the Received Transfers | _transfers | tab at the top
of the page.
The Transfer — Received Transfers page opens.

A Transfer - Received Transfers - Microsoft Internet Explorer

Requested
Transfers

New Reprocess H History- ” History- Send To Received Transfers
Transfer Transfer Sent Requested NPRC Transfers Duk
Ly Transfer - Received Transfers :
Search e0PF Select an Agency: ‘ 5 |
Workflow
My Profile i |:|
App Admin Enpl okl l:l
Create SF 75 e (s l:l
Print Folder Activity OnAfter:
H;uh Print Transfer Type: ‘ FOLDER v
Reports
e el )
Transfer
Logout

3. Select the appropriate information the employee will be
transferring to:

* From the Select an Agency drop-down list.

= Enter at least one other criteria such as
Employee SSN #, Last Name, and Activity
On/After.

= Select SF 75 from the Transfer Type drop-
down list.

4. Click the Submit LA Hutton.
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5.

Transfers
Out

Send To
NPRLC

New
Transfer

Requested

Reprocess [ History- History-
Transfers

Received
Transfer Sent Requested

Transfers

Transfer - Received Transfers :
Select an Agency: | Office of Personnel Management b
Reason:
Employee S5H # |222-22-0003
Last Hame:
Activity OniAfter: w

Transfer Type: | SF75 e’

Losing Transfer .. .. Doc
Agency Status Activity Activity Date Count

THREE, SCEMARIC | 222-22-0003  OPM DELIVERED  DOCUMENTS RECENED /202007 34313 PM 1

Name Send Ack. SSN

The SF 75 is now located in the employee folder.

Review the SF 75 and click the Ack. icon to
acknowledge the SF 75 transfer and continue.

A confirmation page displays the following message
“Action has been initiated on Transfer Service.”,
click OK.

8.4 After The Completed SF 75 Is Received

Due to the necessary requirements involved in the transfer
process between the Gaining Agency and the Losing
Agency, we will cover the remaining steps with a
summarization.

After the Gaining Agency receives a completed SF 75, the
following steps need to take place:

1.

Gaining Agency receives the completed SF 75 and uses
it to create a record in the HRIS system projecting the
EOD date. The employee starts, which establishes the
EOD date.

At the next pay cycle, a new EDF record and pick-up SF
50 are generated for the Gaining Agency, and are
transmitted to eOPF and loaded. The pick-up SF 50 and
folder request to transfer must be sent to the Losing
Agency.
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. Losing Agency receives the transfer request and
transfers the selected documents to the Gaining
Agency.

. Losing Agency executes the eOPF transfer. All
permanent documents are automatically transferred
and placed on the Transferred folder side. The
documents still exist in the system, but are no longer
accessible, except by users that have access to the
Transferred folder side. The employee’s folder status
will be “Transfer Delivered”, which is no longer
accessible by the employee or supervisor.

. Gaining Agency confirms the correct number of
documents is received and the form numbers match the
agency forms list. Those not matching are marked as
“Other”.

. Gaining Agency acknowledges that the documents are
received and transmits a confirmation receipt.

. Losing Agency receives the transfer complete notice
from the Gaining Agency, verifies the number of
transferred documents, archives the SF 75 and pick-up
SF 50, then stores the transfer complete notifications in
paper form in a separate location. The eOPF account
status automatically changes to “Transfer Confirmed”,
at which time the Losing Agency must purge all
documents from the employee’s folder.

eOPF HR Specialist Training Manual 55



Chapter 8: Transfer Administration

56 eOPF HR Specialist Training Manual



Glossary Of Terms

Glossary Of Terms

TERM

DEFINITION

Add Clip

An icon used to add documents to a paper
clip that was previously assigned to a
folder.

Administrator

Users with special access to setup,
modify, and delete eOPF system
parameters.

Annotation

Notes added to an employee’s eOPF
document.

Folder A container for documents.

Modify A function that allows a user to add or
delete pages to a document.

Modify Index A function used to alter the indexing of a
document within a folder.

Clip Folder Logical grouping of documents within a
folder.

View Doc

Icon @ used to view eOPF documents.
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Index

A Vv

Annotations............ See eOPF VICWEK ..o 3
Documents: add
annotations, See eOPF
Documents: add annotations

D

Document
adding electronic............ 33

E

eOPF Documents

21, 22

pPrinting.........ccoovveeeenna., 29
viewing.............. 19, 23, 37

eOPF Password ................ 13
guidelines ...............ooo... L. 6

L

Logging In........ccooiiiiiin..... 6

P

Printing See eOPF Documents:
printing

R

Reports.....coovvveiiviiiinnnann.. 37
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