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Chapter 1: Introduction to eOPF

The Office of Personnel Management (OPM) is changing 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 solution.

What does eOPF mean to Army? The eOPF is designed to
electronically store, manage, and distribute OPF documents. All
current paper OPF documents are uploaded into the web-enabled
eOPF. eOPF stores all OPF documents as Portable Document
Format (PDF) files, complete with data describing the folder and its
contents. eOPF changes how you and your co-workers access
OPF records

Army civilian employees are able to view their own OPFs through
this eOPF. 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. In addition, eOPF security logs and tracks
every action performed within eOPF. That includes sending a
notification to the employee every time a new document is added to
their eOPF.

Guidance on what is filed in the eOPF can be found in the Guide to
Personnel Recordkeeping (GPR). The GPR is available at:
http://www.opm.qgov/feddata/recquide2008.pdf.

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 through agency HR systems, Employee Benefits
Information Systems, etc.)

The eOPF has a variety of functions that are accessible depending
upon the role of the logged in user. This User Guide covers the
basic employee role and assumes you have working knowledge of
Microsoft Windows desktop. This Guide covers topics for 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.
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IMPORTANT!

This User Guide includes representative pages from the eOPF;
however, your system may be slightly different depending on
your agency’s requirements. In addition, some functionality is
optional and may or may not be configured for your system.

Note:

Army is not using the Emergency Data Tab in eOPF. This
information is track in other ways depending on the employee’s
organization.
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Chapter 2: Browser and Viewer Requirements

Browsers

To access and utilize the eOPF, you must use 2 basic off-the-shelf
software components: a Web browser application and Adobe
Acrobat Reader. The Web browser enables you to view the various
system pages such as Logon and Search. Adobe Acrobat Reader
enables you to view documents.

You 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.

Note:

eOPF has a session timeout feature that uses pop-up window
functionality. If your browser or other software is disabling pop-up
windows from displaying, you may be unable to see inactivity
warnings. Enabling pop-ups for eOPF allows inactivity warnings to
display to prevent the user from being logged out for inactivity
without notice.

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 is
available as a free download on the Internet.

IMPORTANT!

There is a daily data feed prompted by the Customer Support Unit
(CSU) refresh which occurs overnight. This impacts all documents
that are loaded into eOPF via an interface (ex. Defense Civilian
Personnel Data System (DCPDS), EBIS/IVRS etc.). Documents
that are directly loaded and indexed by an Army HR Specialist are
viewable instantly.
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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 a valid user name and
password. Your user name and password are created either at
system deployment or when you initially become an employee. If
you have a user name, but do not recall your password, a Forgot
your password? link is available on the eOPF Web Logon page.
When selected, you are prompted to answer some questions. If
you answer correctly you are allowed to reset your own password.
If you answer incorrectly your information is directed to the
helpdesk.

Note:
After three consecutive failed attempts to log on to eOPF, you are
locked out of the system as a security precaution.

In order to ensure the security of the eOPF, remember to safeguard
your user name and password. Some guidelines for password
security are:

Do not share your password with anyone.
Do not write your password down.

Do not allow 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, and accessing eOPF online help.

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 4



Logging on to eOPF

You 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.
If this is the first time you log on to eOPF, you are directed to a
Security Profile page to configure your own self service responses.

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, the 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.

This figure displays the eOPF User Agreement page.

A Office of Personnel Management | = " b |

)

The Federal Government's Human Resources Agency ¢ ﬂﬂl‘ -

{ ™
This is an official United States Government computer system, which may be accessed and used only for official

Government business by authorized personnel, Unauthorized access or use of this computer system may subject violators
to criminal, civil, and/or administrative action,

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to authorized
personnel for official purposes, including criminal investigation. Access or use of this computer system by any person
whether authorized or unauthorized, constitutes consent to these terms.

Signing into this application indicates you have read and accepted the Full Terms and Conditions
secure testing and monitoring.

Signing into this application indicates you have read and accepted the Privacy Policy, and you co
monitoring.

Signing into this application indicates you have read and accepted the Rules of Behavior, and
and monitoring,

sent to secure testing

eOPF vE.1 eOPF Helpdesk-
005 and help desk
— email address and
\ telephone number

eOPF Helpdesk / \

eopf_hd@telesishg.com | (866) 275-8518

Note:
The eOPF URLs for Army are as follows:

Appropriated Fund (APF) :https://eopfl.nbc.gov/army/

Non-appropriated Fund (NAF): https://eopfl.nbc.gov/armynaf/
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2.

ACCEFT

Read the User Agreement and click the
button.

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

Accept

This figure displays the Authentication Transition page.

o IV harleelion Im progres, ploss wadl - - UEresal] Thforeel Taplarar g g

BORT - User Auttentication in progress, please wail...

] ore S Lcal inraner

This figure displays the eOPF Web Logon page.

n. e.DF‘r Login - Microsoft Internat Explorer 1 : Iru_lﬁﬁl

Oftriee'of Personnel Management

enTerPrISEH R

{ Dermo vE.1 This web page serves two purposes.This

wab page serves two purposas. The administrator can
maintain the eOPF Webh Banner contont, This text that
up on the eOPF Login Page above the Login

L shows
= data antry flalds.
1 f Enter your eOPF 10 and Password to log in. *
' o 3 \%
ﬁ i €OPF 10: GO
— ¥
? 1 PASSWORD:
L ; 2

PR S E—

nquast & Now Password

Click on
Request
Your eOPF
ID

@ Trusted sites

eOPF Employee User Guide
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3. From the eOPF Logon screen, click Request Your eOPF ID.

4. From the Request Your eOPF ID screen, enter the
* last 5 digits of your SSN

« first 4 letters of your last name

* your date of birth (mm/dd/yyyy)

Click the _I STBHT—7 Submit button to activate logon process.

Request Your eOPF ID | Enter relevant

information

Purpose: This feature allows you to request your eOPF ID. Please enter i

Last 5 digits of your S5N:
(Example: 67890)

First 4 letters of your last name: If yaur last name is less than 4 characters, please enter your full last name.
Date Of Birth: q .
(mm/dd/yyyy) i Click Submit :l

5. You will see this confirmation message. Click OK.

Microsoft Internet Explorer

1 E Your Login request has been submitted For gps
.

6. You see a message that your login request has been submitted
for processing.

Your eOPF ID is sent to your registered agency email address
momentarily.
Click the link to return to the eOPF Logon screen.

Request Your eOPF I
Click here

four Login request has been submitted for pr

Click here to returfi to logon page.

Part 2: Obtain Your eOPF Temporary Password

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 7



1. From the eOPF Logon screen, click Request a New
Password.

Oeeee af Persannel Mannaement

enterprrisE H R

Click Request
"""""" a New
Password

2. On the Request a New Password screen, enter your:
*eOPF ID

* last 5 digits of your SSN

« first 4 letters of your last name

Click Submit.

Request Your eOPF ID

Enter

Purpose: This feature allows you to request your eOPF ID. Please enter information in the follo

relevant

Last 5 digits of your SSN: | | information
(Example: 67890)

First 4 letters of your last name: |:| If your last name is less than 4 characters, please enter

Date Of Birth:
(mm/dd/yyyy)

Microsoft Internet Explorer

1 "_\ ¥our Login request has been submitted For processing,
Loe

2. A confirmation message that your login request has been
submitted for processing displays.

Your eOPF temporary password is sent to your registered agency
email address momentarily.
Click the link to return to the eOPF Logon screen.
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New User - Request Password

Your password request has been subm

Click here to return to [3gon page.

Part 3: First-time eOPF Logon

1. Enter your eOPF ID and temporary password on the eOPF
Logon screen.

2. Click Submit.

QftfiEe of Personnel Managnmnnr

enTERPRISEH R

EOPF 10!

PASSWORD: {Enter EOPF Passwora

v 2
@5t Youwr eOPF 1D

3. You are required to change your password the first time you
logon to eOPF. The Please change your password screen
displays.
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Please change your password.

Note: Password must contain at least one upper-case lette Enter tempO l’ary
case letter, one number and one special character and mu:
& characters in length. paSSWO rd

Old Password: !

IﬁEnter new password I
<

New Password: i

Password Corrfirrn:! < Enter new password
again

Click Reset Passwordj

4. The Select and answer your security questions screen
displays. Here you answer your self-service questions.

Complete the information on this screen and click Submit.

Select and answer your security questions

Purpose: The following security questions will be usad to verify your identity if you forget your password or eOPF 1D, You can
mdify the answers using "My Profile’ after you login,

Email Address: | e @test.org
[ Check here, if you are using assistive technalogy? (ex: Scroen Reader)

Parsonal Questions
Plaase select and answer ihree Uniqus parsonal quastions fram tha ket provided balow

Parsonal Qusstion 1 Vimat is your Birth State?(Ex: VA) v
Pareanal Dusstion 2 Vihat is your Birth StateWEx VA) v
Persanal Qusstion Vihat 15 your Bath State{Ex: VA) -

Helpdesk Verllication Questions
Pie=ase select and answer theee unique helpdesk questions from the list provided below

Click Submit

Helpdeak Questian 1 What is your mather's birth dateMEx: 08/14/1950) -
Helpdosk Quastion 2 What is your mather's birth date(Ex 08/14/1950) p after
Helpdask Question 3 WWhat is your mother's hirth date?(Ex 08/14/1950) -

completing
page

Note: Answers to the above questions are required to procesd into eDPE, Clicks

The Rules of Behavior screen displays. Read the rules and
click

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 10



3 Rules of Behavior - Microsoft Internet Explorer

RULES OF BEHAVIOR FOR ALL USERS
FOR ENTERPRISE HUMAN RESOURCES INTEGRATION'S eHR. SYSTEM

The EHRI project office is responsible for ensuring an adequate level of protection and security is
afforded to the eHR system. The requisite level of protection and security is accomplished through an
appropriate mix of technical, administrative, and managerial controls including written guidance.
Because written guidance cannot cover every contingency, the following Rules of Behavior are provided
to further stipulate the responzibility of the users of the ¢HR System.

All persons must understand that these Rules of Behavior are based on Federal laws and regulation and,
as such, there are consequences for violation of theze rules. Depending on the severity of the violation,
at the discretion of management and with due process of law, consequences can include: reprimand,;
removal of access privileges; suspension, demotion, or termination from work; and criminal and civil
penalties.

Rules of Behavior

T understand that, when using the eHR System, I am [:;ersonally accountable for my actions and that I
must:

1. Protect data in accordance with the Privacy Act of 1974;

2. Protect sensitive information from disclosure to unauthorized individuals or groups;

3. Acquire and use sensitive information only in accordance with the performance of my official

government duties;

4. Agency point-of-contact must protect information security by properly identifying Agency
employees eligible as users of EHRI;

. Dispose of sensitive information contained in hardcopy or softcopy, as appropriate;

6. Ensure that sensitive information is accurate and relevant for the purpose which it is collected,
provided, and used;

. Protect my access codes from dizclosure;

. Report security incidents and vulnerabilities to the EHRI project office;

Comply with the provisions of copyrighted software by not infringing upon or compromising

(copy, distribute, manipulate, etc.) software of this system.

10. Ensure all changes to eHR System components and data are done via approved configuration

control procedures;
11. Use government equipment in accordance with my site’s/Agency’s policies and procedures;

tn

0 o0 -1

T understand that all conditions and obligations imposed upon me by these rules apply during the time
I am granted access to this system regardless of location.

T understand that the EHIRI project ofﬁce reserves the rlght to terminate or suspe CI |Ck Accept :I

&) cone % Local intranet

5. Read the rules and click the WAccept button to
accept the terms.
If accept is chosen, you are directed to the eOPF Welcome

page.

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 11



Manually Changing Your Password

eOPF 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 My
Profile button.
The My Profile page appears with the Who Am 1? tab active.

The following figure displays the Who Am I? page.
WhoAmI? :

Purpose: The WhoAmI? feature will allow you to get a quick read-only listing about your account.
Label | Value

Full Name: | BILL YWHITE

Birth Date: | 12/19/1975

Email Address: | ‘WhiteBi@xyz.com

POID: | 1601

Org Code: | O3C

Activity code: | A

Groupis): | e0OPF Users
(Pl S el I:(]Y;;[ Cwerseas, Performance, Permanent, Temporary, Training
Folder Sideis) Accessible in

Other eOPFs:

PO ID(s) Managed:

Folder Status:

Role:

Super Admin:

Active Start Date:

Active End Date:

Additional Rights:

2. From the WhoAmI? page, click the

Password tab.

1601

ACTVE

Basic User

[o

Change
Password

The Change Password page displays.

Change

eOPF Employee User Guide
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This figure displays the Change Password page.

General Workflow . | Emergency Change Change Security
?
WhoAmI? Preferences Preferences Change Email Data ( Password Questions

Change Password :

Purpose: The Change Password feature allows you to change your current password to a new password.

Note: Password must contain at least one upper-case letter, one lower-case letter, one number and
one special character and must be at least 8 characters in length.

0ld Password:

New Password:

Click Update

Verify Password:

P upoRTE|
3. Enter your current password in the Old Password field.
4. In the New Password field, enter your new password.

5. Inthe Verify Password field, enter your new password
again.

6. Click the MUY pdate button, which updates your
new password in the eOPF.

Note:

You can cancel the password change by clicking the
Cancel button.

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 13



Resetting Your Password

If you forget your password, eOPF has the capability to allow you to
request that your password be reset. This link brings you to an
eOPF password reset request Web page. This Web page prompts
you for your eOPF ID, the last five digits of your SSN and the first 4
letters of your last name. When you select the Reset Password
button, the entries you made are compared against data in the
eOPF employee information repository. If all three entered values
match the stored values, then eOPF prompts you to answer one of
your personal profile security questions. If you answer the question
successfully, you are prompted to enter a new password.

Note:

If your account is locked out because of entering an incorrect
password multiple times, use the following process to unlock your
account.

If the values you entered do not match the values held in the eOPF
repository, you are prompted to contact the eOPF helpdesk.

To Request a Password Reset:

1. From the eOPF Web Logon page, click the Request a New
Password link.
The Reset Password Request page appears.

The following figure displays the Reset Password Request

page.
Request a New Password
Purpose: This feature allows you to request your new Password. Please enter information in the following fields.
eOPF ID:
Last 5 digits of your SSN: . .
(Example: 67890) Click Submit
First 4 letters of your last name: If your last name iz e

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 14



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

Type the last 5 digits of your SSN in the Last 5 digits of
your SSN field.

Type the first 4 letters of your last name in the First 4
letters of Last Name field. If your last name is less than 4
letters, then use your full last name.

3. Click the STERT Submit button.

Upon successfully verifying the user’s information, the system
randomly generates a challenge question the user should
know. The image below shows an example challenge
guestion.

Note:
If the user has not previously answered security profile question
then the password reset request is directed to the helpdesk.

Answer Security Question

To complete your identification process please answer the following security question.

What iz the name of the hospital you were born in?({Max 35 chars}

Note:
A failure to answer the challenge question correctly results in the
following error message.

Your answer to the identity challenge question does not match the information in the eOPF system. Please contact the helpdesk at
eopf_hd@telesishg.com for assistance. Please use "eOPF Challenge Questions" in the subject and include your Agency, Full Name,
your email address, and phone number in the body of the request. For many mail systems, if you click here, it will start an email for
you.

DO NOT INCLUDE YOUR. SSN IN ANY CORRESPONDENCE WITH THE HELPDESK.

Click here to return to logon page
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4. |If the answer is correct.
If the user correctly answered the challenge question, then the
user is forced to reset their password. The password change
screen is shown below.

Note: Password must contain at least one upper-case letter, one lower-case letter,
one number and one special character

New Password :

ReType Password :

d “' I“ -IIH i'ﬂ

Note:
A security email is sent to notify the user that their password has
been reset. The password is not in this email.

Note:

If the user has not yet set up their challenge questions then the
password request will be processed and an e-mail will be sent with
a new password to the user within 60 minutes of the request.

Note:

If the user does not have an email address on file, they do not
receive the security email and will need to contact their Agency HR
Representative.

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 16



Forgotten Login ID Process

If the user has forgotten their eOPF ID they go through several
security steps to learn their eOPF ID. If the user has never logged
in before, they need to go through the conversion process (see
Conversion Process section below).

Note:
If you have not logged in before, you need to use the Conversion Process
section below.

1. From the eOPF Web Login page, click the Forgot your
Login? link.
The Request Your eOPF ID page appears. The following
figure displays the Request your eOPF ID page.

Request Your eOPF ID

Purpose: This feature allows you to request your eOPF ID. Please enter information in the following fields.

Last 5 digits of your SSN:
(Example: 67890)

First 4 letters of your last name: If your last name is less than 4 characters, please enter your full last name,
Date Of Birth: =
(mm/dd/yyyy)

eOPF Employee User Guide Chapter 3: Getting Started with eOPF 17



2. Type the last 5 digits of your SSN in the Last 5 digits of
your SSN field.

Type the first 4 letters of your last name in the First 4
letters of Last Name field. If your last name is less than 4
letters, then use your full last name.

Type your date of birth into the Date of Birth Field.

3. Click the STERT Submit button.

Upon successfully verifying the user’s information, the system
randomly generates a challenge question the user should
know. The image below shows an example challenge
guestion.

Answer Security Question

To complete your identification process please answer the following security question.

What iz the name of the hospital you were born in?({Max 35 chars}

Note:
A failure to answer the challenge question correctly results in the
following error message.

Request Your eOPF ID

Your answer to the identity challenge question does not match the information in the eOPF system. Please contact the helpdesk at
eopf_hd@telesishg.com for assistance. Please use "eOPF Challenge Questions" in the subject and include your Agency, Full Name,
your email address, and phone number in the body of the request. For many mail systems, if you click here, it will start an email for
you.

DO NOT INCLUDE YOUR SSN IN ANY CORRESPONDENCE WITH THE HELPDESK.

Click here to return to logon page.
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4. |If the answer is correct.
If the user correctly answered the challenge question, then the
user’s eOPF ID is displayed on the screen.

eOPF ID

our eQPF 1D i=: NEVWUSERA

Click here te return to logon page.

Note:
A security email is sent to notify the user that their eOPF ID has
been requested. The eOPF ID is not in this email.

Note:

If the user has not yet set up their challenge questions then the
eOPF ID request will be processed and an e-mail will be sent with
their eOPF ID to the user within 60 minutes of the request.

Note:

If the user does not have an email address on file, they do not
receive the security email and will need to contact their Agency HR
Representative.
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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

My Profile

Print Status

Logout

Displays all of the contents of your eOPF.
You can select individual documents for
viewing or printing. See Viewing Your Entire
eOPF for details. You can also filter the
contents of your eOPF. See Searching for
Specific Documents in Your eOPF for more
details.

Displays the Preferences page where a user
can set general settings such as the Default
Forms List, shown on the Search page, and
the number of rows to return in a result set.
The workflow preferences are only enabled if
you have workflow access. Other tabs
include the ability to change/update your
email, password, and security questions.

Displays the Print Status of Print Requests
from My eOPF and Clip Folder pages.

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

My Profile

eOPF Employee User Guide
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The My Profile button allows a user to access the information the
eOPF application maintains regarding their account. Tabs are
listed across the top of the My Profile page allowing a user to
manage their preferences, email options, password and personal
security questions. If a tab listed below does not appear within
eOPF it is possible that your agency has disabled that particular
feature.
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Who Am 1?

This feature provides a way for the eOPF user to get a quick and
consolidated view of information about their user account.

1. Click the My Profile button on the eOPF main
menu.

; ; L
3 Welcome to «OFF - Microsoft Internet Explorer 0nE f: rﬂ R

Wah Servar Name: VA1-HEEKEN  User bama: TEST USER
Help | FAQ | Home

My o 2FF

Seatch olF WEifUITIE to thE eQPE

rrsr— . Click My Profile
Wl ew " tab
By Frafile

. The e0PF System contains elecironk: copies of the documents that make up your
ULS  Offical Personned Flle, Your eOPF may not contain coples of all documents that
woerit creted, a8 many of thise documents have not been scaned in yed, If you
hawe: questions congeming e technical aspects of the c0PF, emal te s0fF
administrator at eopfadmingopm.

Duestions congeming speciflc persomnel actions shoukd be sent b the approgrlate
HR roprosentative,

OPM Web Page Your User
Information

User Info;

Ermad Aftin o

Eovganecy Duta List upsated o 1772000

& Local riraret

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

The My Profile page appears with the Who Am 1? tab active.
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The following figure displays the Who Am I? page.
WhoAmI? :

Purpose: The WhoAmI? feature will allow you to get a quick read-only listing about your account.

Label | Value

Full Name: | BILL WHITE
Birth Date: | 12/19/1975
Email Address: | WhiteBi@xyz.com
PO ID: | 1601
Org Code: | O3C
Activity code: | A

Group(s): | eOPF Users

Folder Side(s) Accessible in Your

cOPE: COwerseas, Performance, Permanent, Temporary, Training

Folder Side{s) Accessible in
Other eOPFs:

PO ID(s) Managed: 1601
Folder Status: | ACTIVE
Role: | Basic User
Super Admin: | Mo
Active Start Date:

Active End Date:

Additional Rights:

Note:
You cannot make any changes to this page from this page.
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Changing Your Preferences

The eOPF application allows users to set specific preferences
when using the application. There are 2 types of preferences:
general and workflow. Workflow is only accessible if you have
workflow enabled for your account. If you do not have a workflow
enabled account the Workflow Preferences tab does not appear.

From the General Preferences tab, a user can set the Default
Forms List (provided on the Search page) and also the number of
rows and columns to display in the result set. The number of rows
is relevant to HR Specialists and Administrators to control long lists
within the administration pages of eOPF. The filter 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
may exceed three hundred forms.
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To Change Your Preferences (General):

General

1. Click the |_Freferencees | General Preferences tab at the top of
the page.

Emergency Change Change Security Help |
ces P es Data Password Questions

Change Email

WhoAmI? :

Purpose: The WhoAmI? feature will allow you to get a qui

Label Value

Click General
Preference tab

Full Name: SPECIALIST HR

Birth Date: 0&/20/1967

Email Address: Omarac@xyz.com

POID: NGT

Org Code: OTF
Activity code: A

Group(s): eOFF PWD Admin, eOPF Users, eOPF HR SPECIALISTS, eOPF_AVI, eOPF_PURGE

Folder Side(s): C llation, Deleted, O , Performance, P t, Temp y, Transferred
PO ID{s) Managed:
Folder Status: ACTIVE
Role: Super User
Super Admin: No
Active Start Date:

Active End Date:

Additional Rights:
POID OrgCode Activity Code SSH Effective From Effective To

NGT
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The Preferences — the General Preferences page appears.
See figure below.

Preferences - General Preferences :

Click Apply
Purpose: This feature allows you set your preferences
settings that you would like to see durin

il il Max amount is
999
Number of Rows ner Page 20
(Display): N

Display S5 column with Folder results
Display Last Marme column with Falder results
Display First Mame column with Folder results

Select Results Display (Folder):

[Iselect Al

Select Default Folder sides:

Termporary Parmanent [ Ferformance [ | Qverseas [ Training

Select Default Search Option

{Forms): ® Comman Farms () All Farms '-.:"Agency Forrms

Display Farm Mumber column with Document results

[] Display Form Description column with Document results

Display Type Description column with Document results

Digplay MOA Code 1 column with Docurment results
Select Resulis Display (Document): Display MOA Code 2 column with Docurnent results

D Display Side by Side column with Document results

Display Create Date column with Document results

Display Folder Side column with Document results

[ Display Exception Comment column with Document results

] Display Print column with Docurment results

Are you using assistive technology?
(ex: Screen Reader)

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

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.

Select which folder sides you’d like to see in the Results
List displayed at folder level by default.

The choices are dependent on what your agency currently has
configured.

Select the Default Search Option (Forms) you desire.

The choices are: Common Forms, All Forms, and Agency
Forms. Common forms are defined by the agency as forms
people typically search to see. All Forms produce a very large
list of all possible forms including a mix of agency specific and
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federal forms. Agency Forms produces a list of forms that are
owned by the particular agency you are a member of.

6. Select which fields you'd like to see in the Results List
displayed at 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.

7. Select if you are using assistive technology. Use this
option to improve performance when using assistive
technology 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 to re-enable the standard page display.

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

Preferences - General Preferences :

Purpose: This feature allows you set your preferences whenever you login to eOPF. Choose the
settings that you would like to see during document and folder search.

User Preference settings updated.

Number of Rows per Page
{Display):

Select Default Search Option
(Fur':ns]: (®) common Forms O Al Forms OAgency Forms

LI s sSSP S]] [S]

Are you using assistive technology?
{ex: Screen Reader) @no Oves
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Changing Your Email Address

The eOPF solution notifies users when new eOPF documents are
added via email; therefore, if your email address changes, it is
important that you update it in the system. eOPF allows all users to
change their email address. If the Change Email tab is not visible it
is possible your agency has chosen not to enable the feature.

To Change Your Email Address:

1. Click the My Profile button on the eOPF main
menu.

; ; L
3 Welcome to «OFF - Microsoft Internet Explorer 0nE f: rﬂ R

Wah Sarvar Name: VM1-HEIEKEN  User bama: TEST USER
Help | FAQ | Home

Click My Profile
tab

The e0PF System contains elecironk: copies of the documents that make up your
Officlal Personned Hie, Your eCOPF may not contaln coples of all documents that
were criated, o many of Bese documents have nob been scanmned in pet. If you
hawe: questions congeming e technical aspects of the c0PF, emal te s0fF
administrator at eopadminiopm.

Duestions congeming speciflc persomnel actions shoukd be sent b the approgrlate
HR roprosentative,

P Wab Paga

User Info:
Ermad Aftin o

Eovganecy Duta List upsated o 1772000

& Local riraret

The My Profile page appears with the Who Am 1? tab active.
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The following figure displays the Who Am I? page.
WhoAmI? :

Purpose: The WhoAmI? feature will allow you to get a quick read-only listing about your account.

Label | Value

Full Name: | BILL WHITE
Birth Date: | 12/19/1975
Email Address: | WhiteBi@xyz.com
PO ID: | 1601
Org Code: | O3C
Activity code: | A

Group(s): | eOPF Users

Folder Side(s) Accessible in Your

cOPE: COwerseas, Performance, Permanent, Temporary, Training

Folder Side{s) Accessible in
Other eOPFs:

PO ID(s) Managed: 1601
Folder Status: | ACTIVE
Role: | Basic User
Super Admin: | Mo
Active Start Date:

Active End Date:

Additional Rights:

Change

2. Click the L_=" | Change Email tab at the top of the page.
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General

WhoAm1? Preferences

Help |

Change Security
Questions

Workflow
Preferences

Change
Password

Emergency

Change Email Data

S

WhoAmI? :

Purpose: The WhoAmI? feature will allow you to get a quick read-only listin

s

Label

Full Hame:

Birth Date;

Email Address:

PO ID:

Org Code:

Activity code:

Group(s):

Folder Side(s):

PO ID{s) Managed:

Folder Status:

Role:

Super Admin:

Active Start Date:

Active End Date:

Additional Rights:

POID OrgCode Activity Code SSH

NGT

Click Change
Email tab

Value

SPECIALIST HR

08/201967

Omarac@xyz.com

NGT

O7F

A

€0PF PWD Admin, eOPF Users, e0OPF HR SPECIALISTS, e0OPF_AVI, eOPF_PURGE

Canceliation, Deleted, Overseas, Performance, Permanent, Temporary, Transferred

ACTVE

Super User

No

Effective From Effective To

The Change Email page appears. See figure below.

Email Address :

Purpose: 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
You may change this address whenaver you woul

notification.

Your Email Address: /se@storg com ‘

mail address block below.
u will not receive any email

Click Update

e ey

Type your email address in the Your Email Address field.

Click the m Update button.

The eOPF Welcome page appears with the updated email
address displayed.
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The following figure displays the Change Email tab with a
confirmation message.

Email Address :

Purpose: 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 may change this address whenever you would like. If you do not enter an address you will not receive any email
notification.

Email Address updated successfully.

Your Email Address: |test user@testorg.com

i B

The email address is immediately changed in the User Info part
of the Welcome page.

Welcome to the eOPF System
Introduction:

The eOFF 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
guestions concerning the technical aspects of the eOPF, email the eOPF
administrator at eopfadmin@opm.gov

Questions concerning specific personnel actions should be sent to the appropriate HR
representative. Demo40

OPM Web Page._.

User Info:
Email: admini@agency.gov
Emergency Data last updated on:1/8/2004

Note: _

You can exit the Change Email page by clicking the FEONET7
Cancel button and return to the eOPF Welcome page.
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Managing Your eOPF Password

The following topics are only relevant to you if you are using the
traditional eOPF login page requiring an eOPF ID and password.
As the Federal Government implements single sign on and
eAuthenticate technologies, the need to maintain an eOPF specific
user ID and password cease to 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

Contain at least one uppercase letter (i.e., ‘A’)
Contain at least one lowercase letter (i.e., ‘a’)
Contain at least one number (i.e., ‘1)

Contain at least one special character (i.e.,!, @, #, $, %, *, &,
*! (1 )! +! {! }1 [! ]1 11 ;1 ”1 :1 ?1 >! <! R /)

Password expiration period

Note:

Army has your eOPF password set to expire every 90 days. When
your password expires, you are forced to select a new one the next
time you log in before proceeding with any other functions.
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Manually Changing Your Password

eOPF provides the ability for you to manually change your
password, at any time, prior to the 90-day expiration date.

1. Click the I My Profile button on the eOPF main
menu.
The My Profile page appears with the Who Am 1? tab active.
The following figure displays the Who Am I? page.
WhoAmI? :
Purpose: The WhoAmI? feature will allow you to get a quick read-only listing about your account.
i
Label | Value
Full Hame: | BILL YWHITE
Birth Date: | 12/19/1975
Email Address: | ‘WhiteBi@xyz.com
PO ID: | 1601
Org Code: | O3C
Activity code: | A
Group(s): | eOPF Users
Folder Side(s) Accessible i:o‘l'";:;r Cwerseas, Performance, Permanent, Temporary, Training
Folder Sideis) Accessible in
Other eOPFs:
PO I1D(s) Managed: 1501
Folder Status: | ACTIWE
Role: | Basic User
Super Admin: | Mo
Active Start Date:
Active End Date:
Additional Rights:
Change
2. Click the |_Pe==*ed | Change Password tab at the top of the

page.
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General

‘ WhoAmT? Preferences

Workflow
Preferences

Change Security
Questions

Help |

Emergency H

Change
Data

‘ Change Email Pa ond

WhoAmI? :

Purpose: The WhoAmI? feature will allow you to get a quick read-only listing about your account.

E

Label

Full Name:

Birth Date:

Email Address:

PO ID:

0Org Code:

Activity code:

Group(s):

Folder Side(s):

PO ID({s) Managed:

Folder Status:

Role:

Super Admin:

Active Start Date:

Active End Date:

Additional Rights:

POID OrgCode Activity Code SSN

NGT

Click Change
Password tab

Value

SPECIALIST HR

08/20/1967

Omarac@xyz.com

NGT

O7F

A

eOPF PWD Admin, eOPF Users, eOPF HR SPECIALISTS, eOPF_AVI, eOPF_PURGE

Cancellation, Deleted, Overseas, Performance, Permanent, Temporary, Transferred

ACTVE

Super User

No

Effective From Effective To

The Change Password page appears. See figure below.

Change Password :

Purpose: The Change Password feature allows you to change your current password to a new password.

Note: 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: | |

Jlg:nck Update j

Verify Password: | |

_—
L O

Enter your current password in the Old Password field.

In the New Password field, enter your new password.

The new password must contain at least one upper-case letter,
one lower-case letter, one number, and one special character
and must be at least 8 characters in length.
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5. Inthe Verify Password field, enter your new password
again.

6. Click the WMELISEN Update button.
The Change Password page reappears, displaying the
following message: “Password updated successfully”.

Note:

Password settings are configurable by the site administrator.
Typical settings force required password length and track password
history. When changing passwords, there are a few guidelines to
follow:

Passwords cannot be reused for a number of iterations.

Passwords must be complex (Minimum 8 characters, contain at
least one upper-case letter, contain at least one lower-case
letter, contain at least one number and contain at least one
special character(!,#,$,7,*).

Passwords must not contain identical, repetitive characters.
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Change Security Questions
eOPF provides the ability for you to manually change your security

guestions at any time.

1. From the eOPF Welcome page, click the My

Profile button.

The My Profile page appears with the Who Am 1? tab active.

The following figure displays the Who Am 1? page.

WhoAmI? :

Purpose: The WhoAmI? feature will allow you to get a quick read-only listing about your account.

Label

Full Hame:
Birth Date:
Email Address:
PO ID:

Org Code:
Activity code:

Groupis):

Folder Sideis) Accessible in Your
e0PF:

Folder Sideis) Accessible in
Other eOPFs:

PO ID{s) Managed:
Folder Status:
Role:

Super Admin:
Active Start Date:

Active End Date:

Additional Righis:

Value

BILL YWWHITE

1211911975

WhiteBiExyz.com

1601

03C

A

e0PF Users

Overseas, Performance, Permanent, Ternporary, Training

1601

ACTVE

Basic User

Mo

3. Click the

Change Security
Questions

Change Security Questions tab.
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Change Security
Questions

General
fi CES

Change Email

WhoAmI? :

Purpose: The WhoAmP? feature will allow you to get a quick read-only listing about your account.

Label Value

Click
Change
Security
Questions
tab

Full Name: SPECIALIST HR
Birth Date: 08/20/1967
Email Address: Omarac@xyz.com

POID: NGT

Org Code: OTF

Activity code: A
Group(s): e0FF PWD Admin, eOPF Users, e0PF HR SPECIALISTS, eOPF_AVI, eOPF_PURGE
Folder Side(s): Canceliation, Deleied, Overseas, Performance, Permanent, Temporary, Transferred
PO ID{s) Managed:
Folder Status: .ACTIVE
Role: ISuuer User

Super Admin: N

o
Active Start Date:

Active End Date:

Additional Rights:
POID Org Code Activity Code SSN Effective From Effective To

NGT

The Change Security Questions page appears. See figure
below.

Change Security Questions :

Purpose: The change guestions feature allows you to modify the answers to the security questions, or select a different guestion to
answer. The Personal Questions are asked when you reset your password or reguest your eOPF 1D, The Helpdesk Questions are asked by
helpdesk administrators who reset the password for you.

Personal Questions

Personal Question 1: | What s the color of your mother's eyes?(Max 35 chars)

Click Update

Pearsanal Questian 2 || VWhat is your hometown %{lMax 35 chars)

Personal Question 3 | What is the name of the hospital you were bom in?(ha -
Hulpdusk Chrestions

Folpdusk Cusstion 1| What is your astralogical Sig -
Helpdask Quastion 2 | What is or wa; Bjor in college?(Max 35 chars) -
Halpdesk Question 3 e he name of your hl_qﬁ schaolMMax 35 chars) -
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3. Choose which security question you would like to change
by clicking the drop-down to the left. Once your question
is selected, type in the answer in the box supplied to the
right of the question.

4. Repeat Step 3 for each question you would like to change.

5. To save, click the _' UPDATE ™ Update button below the

guestions.

6. If you do not want to save the changes, click the

_' CRNCEL 7. Cancel button.
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Accessing Online Help

You can access eOPF online help by clicking 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.

| FAQ | Home

Welcome to the eOPF System
Introduction:

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
created, as many of these documents have not been scanned in yet. If you have
questions concerning the technical aspects of the eOPF, email the eOPF
administrator at eopfadmin@opm.gov

Questions concerning specific personnel actions should be sent to the appropriate HR
representative. Demo40

OFM Web Page...

User Info:

Email: testuser@test.org
Emergency Data last updated on:8/8/2007
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Accessing Frequently Asked Questions

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

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

Help | | Home

Welcome to the eOPF System
Introduction:

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
questions concerning the technical aspects of the eOFF, email the eOFF
administrator at eopfadmin@opm.gov

Juestions concerning specific personnel actions should be sent to the appropriate HR
representative. Demo40

OPM Web Page. ..

User Info:

Email: testuzer@test.org
Emergency Data last updated on:8/8/2007

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

Definition of the eOPF solution

Frequently asked questions and answers

What's new

Discussion of technical issues

How to contact eOPF support, and

General information about eOPF solution access
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Home link

You can return to the eOPF Welcome page at any time by pressing
the Home link at the top of any page.
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Logging out of eOPF

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

Note:

You are automatically logged out of the eOPF system after the
system is idle for 15 minutes. (This setting is configurable by the
administrator.)

Note:

Attempting to close the browser using the “X” button in the upper-
right corner will display a pop-up asking if you want to exit out of
eOPF. Click the OK button to continue closing the browser or click
the Cancel button to stay logged in to eOPF.

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

! Welcomas o IEIF"I - Mdcrosoft Internet Explorer

)

Hy o FF

Seaich o047 Welcome to the eOPF System

Watkflem Introduction:
My Frofile

Click Log Out
tab

ins eleckronic copies of the documents that make up your
File. Yiour eCOPF may not contain copdes of all documents that
& created, as many of these documents have not been scanned in yel. If you
Thawe cuiestions conceming e technical aspects of the cOPF, email e oO0PF
administrator at eopEadminiiopm.

The &0PF 5

Peimt Saatus

Questiors concerning specific personnel actions should be sent to the appropriate
HR representative,

OFM Wab Page

User Info:
Ermad AdGrtest org
Emsigancy Duta Last epdated on 102000

g Local nirarmt

To Log out of eOPF:

1. Click the Logout button.

A log out confirmation page displays.
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The following figure displays the log out confirmation page.

Microsoft Internet Explorer E'

.\;':/ Do you want to Logout of eCPF?

| oK | [ Cancel ]

2. Click the | | OK button to log out of eOPF and
automatically close the browser window.

-OR-

Click the Cancel button to return to eOPF and
continue to work.
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Session Timeout

For security purposes, your eOPF session timeouts if there is
inactivity for a set amount of time (set by the System Administrator)
typically set to 15 minutes. To provide the user an opportunity to
stop the session timeout from occurring, the user is now prompted
when they are 2 minutes from being logged out for inactivity. The
countdown is updated every ten seconds until the 2 minutes have
passed. Being logged out includes closing of the browser window.

Session Timeout Process:

1. After inactivity for a set amount of time, the user receives a
Session Timeout pop-up warning.
The following figure displays the Session Timeout pop-up.

2} eOPF Session Timeout - Microsoft Internet Explorer

Your session will end in
120
seconds.
Click "Continue" to refresh your session or "Quit" to end.

[ Continue ] [ Quit ]

2. At this point the user has 120 seconds to either:

Continue — the eOPF page refreshes and resets all
inactivity timers.

Quit — the session terminates immediately and the browser
window closes.

Note:
Not responding to the Session Timeout pop-up within 2 minutes
results in a session termination and the browser window closes.
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Chapter 4: Viewing Documents

eOPF manages personnel documents, which are organized by
folder. Folders are created for every employee. Individual
documents and forms are filed in chronological order in the
individual 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. You are able to view and print these
documents using eOPF.

The eOPF v4 release added a watermark identifying the document
as coming from eOPF. This watermark is automatically added to
the document when accessing the document using the Show All
Docs feature. The eOPF v4.1 release added the ability for a user
to view a single document with a watermark. To view a single
document with a watermark, use the With Watermark option from
the View drop-down within Search Results.
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Viewing Your eOPF Documents

Release E1 has consolidated the My eOPF and Search eOPF
functions into one button — My eOPF. Once logged on to the eOPF
system, you can click the My eOPF button to access your OPF
information. The page will default to the My eOPF tab, and you see
a listing of all documents stored in your eOPF listed by effective
date of the document. If you click the My eOPF Search tab, you
see a filtering page to search for and list specific documents within
your eOPF. You can also print one or more documents.
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Viewing Your eOPF

To view all contents of your eOPF in order by effective date of the
documents, click o 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.

3 Welcome 1o IEIF"I = Mdcrosoft Internet Explorer

Help | FAQ | Home

Click My
EOPF
tab

Welcome to the e0PF
| Introduction:

The &0PF System contains eleckramic copies of the documents that make ug your
Official Personned Fle, Your eQPF may not contain copdes of all documents Hhat
wers created, as many of these documents have not been scanned inoyet, IF you
Ihave cuiestions concerming the technical aspects of the o0PF, email the cOPF
administrator at eopladminiiopm.

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

OPM YWab Pagh

User Info:
Ernad AAGHEs tig
Errmigancy Duta Last opdated s 17,2000

N Local inyanset

Note:
If you choose to sort the search results by a certain field, that sort
order is in effect until you sort by another field or log out of eOPF.
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The following figure displays the My eOPF Results page with the
My eOPF tab defaulted.

Y
| My LOFT [ Ay e0IFT Search | My T Print fokder iy 0P Frint fitatus Help | FAQ | Home

My eOPF: BILL WHITE

View; | with annctations

[ ———
Action S5M Latest Eff. Date FOID Org Code Aty Coda
L) | 000-16-0017 5/5/2009 12100100 &M | 1601 o3 A
1312 raturnad.

Prav 1734567 oxt

Aclion Effective Date | Form Numbsr - Type '1\‘0)\ Coda ;JGA Code Side Create Date
o 10/18/2008 0G 05 EMPLOYEE Permanent 10/28/2009
O |ropzmon  ocos | pLover | 10/2n/2000
O |ovoees  |oe e | emorovee logseiyean
A} .m,.r: 1/2004 lsr sn [pav Ao Eann I 05/31/2007
o ] 11,/06,/2003 | £F 50 I INDIVIDISAL CASH AWARD | 240 | 05/31/2007
0 lvpaees s TN GRADE INE 03 [osausmoo
0 12/20/2002 | TED 1 .u'_-r:h-i s [ 05/31/2007
O e |ww INOTVIDUAL CAsH AWARD [ [ [Rarformancs | os/a1/z007
0 12/18/2002 SF 50 FEASSIGNMENT 21 Permanent 05/31/2007
O wzme s INDTVIDUL CasH AWARD 54 performance | o5/a1/2007
0 | 10/10/2002 [ OTHER .l'_"_-_" on [ .V llllll nEnt | 05/31/2007
O lwowme  =se Po—— 721 I |Pormanent | osyaz007
0 10/08/2002 & 50 EXCEPTION
o R I I aAn

From the My eOPF Results page, you can access folder actions by
clicking the Folder icon = :

&/ Open  Open your eOPF,

-
L) show AlDocs— Access Show All Docs page and features,

Z|| Emergency Data

Access your emergency contact info, or

] cip Folder - Access clip folders associated with your eOPF.

Note:

A clip folder is a virtual collection of one or more documents from
your eOPF. It is used 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.
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The My eOPF Results page automatically opens your folder and
lists its content.

S0
| My LOFT | Ay e0IFT Search | My T Print fokder | iy 0P Frint fitatus Help | FAQ | Home

My eOPF: BILL WHITE

Wiew; | with arnctations i
Action S5 Latest Eff. Diste POID Org Cade Aetity Code
=y | 1 { |
)| 000-16-0017 5/5/2009 12;00:00 AM | 1601 |0x A
1312 raturnad.
Prav 1 23456 7 Next
Action Effactive Diats | Form Number | Typs ?‘0"\ Codo ;.m Code | e Create Dats
Q |wnameer  |ocos EMPLOYEE Permangnt 10/28/2008
QD wpapion (oG os mwLovan 10/20/2000
o 09/11,/2005 SF 144 EMPLOYEE 05/31/2007
Q osupes s PAY ADD 794 057312007
0 11/06/2003 £F 50 INDIVIDISAL CASH AWARD 240 Perfarmance 05/31,/2007
Q oraamns  (ses0 WITHIN-GRADIE THE lasa | Parmanant 05007
o8| | ! ! 1| I s

0 12/29/2002 TER 1 BENEFITS Permanent DE/31 52007
Q wavwez  (ss0 INDIVIEUAL CASH AWARD: {540 |Performance | D/31/2007
O 1aseee  |sreso REASSIGNMENT 721 Permanent o5a1/2007
@ maso: (s INDIVIDUAL CASH AWARD \#40 |Performance | D5/3142007
0 10/10/2002 OTHER POSITION Permas nent 05/31/2007
@ wosewz  sse REASSIGHMENT |721 |Parmanant 057312007
0 10/08/2002 & 50 EXCEPTION 05/31/2007
S R A R e L3 R T

You can view a document by clicking the @ Action button of the
corresponding document you want to view and selecting the view

view  View option.

Note:
Each time an eOPF document is viewed by you or any other
individual, the event is logged electronically.
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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 or with a watermark.

Note:

An annotation is a transparent layer placed on top of the document
that may be used to highlight, mark up, or write comments. These
layers can be public or private. The ability to create annotations is
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 document
you want to view. A pop-up menu is activated. Select the
[dl view View option.
This action opens the document using Acrobat Reader in a new
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 finish, click the 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

You can search for and display specific documents in your eOPF.
For example, this may 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 My eOPF
Search tab from within the My eOPF page to display the Search

page.

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

Note:

It is important to note that the result set of documents found in your
folder and presented to you is also filtered by the Form Setting you
have chosen. If you want to see all documents in your folder, select
All Forms.

This figure displays the Search tab.

Search My eOPF :
Form (% Comman Farms O anForma () Agancy Forma

Al v
Type

Al L

Folder Sides [ setect an

Click Search
button

[#] Temparary | Permanent

Create Date tart Eff. Date End Eff. Date
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To View an eOPF Document Using My eOPF Search:

1.

Click the My eOPF button on the eOPF main menu to open
the My eOPF page, then click the My eOPF Search tab at
the top of the 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:

The result set of documents found in your folder and presented to
you is also filtered by the form setting you have chosen. If you
want to see all documents in your folder, select All Forms.

To retrieve all of your documents, click the (A
Search button.

Because of the size of the Search tab, the action buttons have
been placed 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 My eOPF Search Results
page.

My ¢OPF: BILL WHITE Click show All DOCS
Viaw: | with annotations, bUttO n
Toocs gr—cme |
Aclion| SSN Latest EIf. Date POID Org Code Actty Code

) | 000-16-0017 5/5/2009 12:00:00 AM | 1601 03 A

126 raturnad.

Prav 123456 7 Naxt
Action Effectve Diate | Form Number | Type NGA Code ?““’““’”“ Sida Craate Date

O |ososeoe s 7S EMPLOYEE Temparary 05/05/2008
Q |osoyzome  sFrs EMPLOYEE Temparary 0E/05,2009
0 10/19/2008 bG 05 EMPLOYEE Parmanant 10/28,/2008
Q 10/18/2008 DG 0§ EMPLOYEE Parmanani t 10/88/2008
O lwazmes  ooos EMPLOYEE Pormarsnt 10/28/2008
O |osnvmoos  sF 14 EMPLOYEE Parmanant 05/31/2007
0 m/1f2004 8F 50 PAY a0 B Parmanant 05212007
A L SF 50 WITHIN-GRADE INC B3 Parmanent 053142007
Q |wzopore  [TEe1 BENEFITS Parmanent | 08/31/2007
Q [1zrsponz  (sFso REASSIGNMENT Pur t 05/31/2007
U‘ 10/10/2002 OTHER POSITION Permanant 05/31/2007
Q |wossoe  sFso EXCEPTION Parmanant 08/31,/2007
U 10/06,/2002 SF 52 REASSIGNMENT Tl Parmanant 05/31/2007
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Note:
If you choose to sort the search results by a certain field, that sort
order is in effect until you sort by another field or log out of eOPF.

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

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.

The following figure displays the Show All Documents page.

My eDFF

My eDPf Search

My eDFF Print Tolder

My eDPf Prink Status

Help | FAQ | F

0 slect 3 document {0 pant, select the check box next bo the document znd chck on the Pk Uocumends bution

II'-' i Wil r_‘ ".'_“’l_-'l’fi i . I"iil'l". .I Hﬂ

CHECKAL HECKAL
8 Printer friendly version o resuft s
1264 ] rafumatl.
Prev 1 Next [

Effective . e .
Die Form Wumber — 1ype NUA Code 1/ NOA Code 2 Side Creale Uide | Check
05052008 SF 75 EHPLOYEE Tenporay | 05/05/2009 | [ ] 5
05/01f2008 |Gr 75 CMPLOYLC Temporary | 05/05/2009 |:
10/19/2008 |06 05 EHRLOYEE Pemanent | 10/25/2008 | [
10142008 |06 05 EHRLOVEE Pemanent  [10/28/2008 | []
10/12/2008 |06 05 EHRLOYEE Pemanent | 10/25/2008 | [
NIA1ME | SF 144 FMPOYRR Demanant | N5/312007 |:
DL/11/2004 SF 50 PAY A0 894 Pemmanent 05312007 | [
/i35 WITHIN-GRADE INC 533 Pemanent (05302007 | []
12/l |TaR1 BENEFITS Pemanent | 05/31/2007 | [
1215200 |5 50 REASSIGRMENT 721 Pemanent (05312007 | [
10/10/2002 | OTHER NOSITION Pemanct | 05/21/2007 | [
100642002 |5F 50 EXCERTION Pemanent (05312007 | []
10/06/2002 |5F 52 REASSIGRMENT 721 Pemanent | 05/31/2007 | [
oy |Tse1 BENEFTTS Pemanent (05302007 | []
MA3PM?  SF 5-R PAY 401 a4 Demanent  MSAENT | [

PERFORMANCE I
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Viewing Documents from the Search Results Page:

You can use the Search Results tab to view and print a document
in your eOPF. Note that you can only view and print documents
one at a time 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:

1. From the top of the Search Results page, select whether
you want to include annotations or not by choosing an
Annotation option. There is also an option to include a
watermark overlay.

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

2. Click the @ Action button of the corresponding document
you want to view and select the [dl view View option to
view.

The document opens in 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 finish, click the 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:

You can use the Show All Documents page to view and print a
document in your eOPF. You can view and print multiple
documents at once from the Show All Documents page. A
watermark is inserted on the bottom of each page in the single
document generated using the Show All Documents feature.

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 Documents in Your eOPF for steps
on how to display the Show All Documents page.)
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Note:

buttons to select and deselect all documents listed.

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

A message appears stating that the print request has been
submitted for processing.

The following figure displays the Show All Documents page
with the print request confirmation.

My e0PF My e0PF Search My e0PF Print Folder My e0RF Print Status Help | FQ |t

(Your print request has bean submitted for processing, )
To select 3 document to prin, selectthe check box next o the document and click on the Print Documents bufon,

Check All and
Uncheck All Buttons

] Printer riendly version of result st

126 documentg refumed.

Prev 1 Next

Effectve :

Dde om Number  Type NOA Code 1 NOA Code 2 Side Create Date Check
05/05/2009  |5F 75 EMPLOYEE Temporary | 05/05/2009 3
05/01/2009 | F 75 EMPLOYEE Temporary | 05/05/2009
10/19/2008 |05 05 EMPLOYEE Pemanent | 10/28/2008
 10/18/2008 |06 05 EMPLOYEE Pemanent | 10/28/2008
10/12/2008 |05 05 EMPLOYEE pemarent  10/3008 | [
09/11/2005 |5F 144 EMPLOYEE Remanent |05/21/2007 | [
0L/1/2004 |5F 50 PAY 40] 4 Remarent 05212007 | []
07/13/2003 |5F 50 WITHIN-GRADE INC | 893 pemarent  |05/31/2007 | []
/3y TSP BENEFITS Pemanent | 05/32007 | []
/15 |5 5 REASSIGHMENT  |721 pemanent |05/31/2007 | []
inAn/NY  IATHED ONARITIAN Darmanant t nc/atfonn? ’_‘

Note:
You must have access to a duplex printer for double-sided printing.
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3. To see the status of your print request, click the

My 20PF Print Status

My eOPF Print Status tab at the top of the

screen.

4. The My eOPF Print Status page appears, displaying all My
eOPF print jobs.

The following figure displays the My eOPF - Print Status page.

My e0PF Help | FAQ | Home

My eOPF Search

My eOPF Print Folder

My eOPF Print Status

My eOPF - Print Status :

Print requests are processed periodically in the order they were requested.

Click on the Refresh button to update the page with the |atest print status information.
Please wa a few minutes between refreshing the page to give the print services time to process your request(s).

Al dates and times displayed below are based on local (Denver, C0) server time. The current server time s: 2/1/2011 3:06:11 PM

Click My
eOPF
Print
Status tab

Click on the View link found in each row of the results table to view a successfully processed print request.
Click on the Delete link found in each row of the results table containing a print request to DELETE the print request.

1

‘ Requestld/ Part Number @ Request Date Processed Date Page Count Annotations Action

BN 01 30412 PM ¥

=

5. Click the View link next to the print job you would like to

view. Acrobat launches and displays the results of the
print job.
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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.
You can also select a view size from the drop-down list. The
numbers represent the percent of original size.

The following figure displays the Zoom drop-down list.

@ % |- @ |
1600%:
B800%
400%:
200%
150%
125%
100%
S0%:
25%
12.5%
8.33%

Fit im WWindow
Actual Size
Fit: Wwidth

Fit: Wisible

3. Toreturn to screen size, select Fit in Window from the
drop-down list.
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Viewing Instruction Pages

The eOPF allows you to see instruction 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 a form includes instruction pages, the [ mstruction Page
Instruction Page icon is enabled on the Action menu.

To View Document Instruction Pages:

1.

Click 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.

e
My BOPF Print Status Help FAQ Hos

My RORF

My RORF Sparch My ROPF Print Folder

My eOPF: BILL WHITE

View: | with annatations.

] Click My eOPF
Aclion S5 Latest Eff. Crate POID g Code Ltab
) DO0=-16-0017 S/5/2009 12:00:00 AM 1601 o3c .J\

87 Common documentis) remsmes .
Priv 120 4 5 Nt

T R
Achon | Effectve Date | Form Number | Type l]\l(.Ar,oaa gmf_oﬂq Side Creats Date

Q |osmsawy |sF7s FMPLOYER D5/5/F008
T el L kg
o .lwl\w(')lxm [oc0s IMPLAYED ny/z0/2000
0 | 10/10/2000 .l.'J 0% EMPLOTER 0/2e/2000
o .1W12rz|x|n .uu 0% .mro\-.or!e L0/28,/2008 |
o | 0%/11,/2005 .‘;l- 144 EMPLOYEE A A DE/212007 |
Q |owiyeooe  |sFso PAY ADJ IE=T Permans D5/31/E007
Q lowi 3/2003 == WITHIN-GRADE INC [ Parmars 172007
O s e ENEFITS |Parmanent | us/atmon
u | 12/15/2002 .".l' 0 REASSIGHMENT 21 .9-: 1,/2007
e .-—h-l—n\—--- I ._ -

Click the @ Action icon next to the corresponding
document you want to view and select the

E Instruction Page

Instruction Page option.

The instruction pages open 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.

When you finish, 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 are times when you need a hard copy
of an OPF document. You can print documents with or without
annotations. There is also an option to include a watermark
overlay.

You can choose to print all or specific documents found in your
eOPF. Using the My eOPF option, you can only print a single
document at a time. Using the Search eOPF option, you can select
one or more documents from your eOPF for printing. New in eOPF
E1 you can now print your entire folder.
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Printing an eOPF Document Using My eOPF

To Print an eOPF Document:

1. Click My eOPF to show your folder, then search for and locate
the desired eOPF document to print.

2. Click the @ Action button of the corresponding document
you want to view and select the [€l view View option.
Do not forget to set your desired annotation setting. The
default setting for printing annotations is 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 a double-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 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.

Type: HFP Laser)et 8000 Senes PCL

2l
— Printer
(PR P L aserd et 3000 Series PIL Properties |
Statuz;  Ready [” Reverse pages

™ Prirt &z image

Frint; IEven and Odd Pages j
v Comments

Where,  IP_1592.168.4.90 [ Print o file
— Print Range — Copiez and Adjustments
oAl = Selected pages/oraphic Mumber of copies: m
€ Current page v Collate
" Pages fn:nm:l'l to: |2 ¥ Shiink oversized pages to paper size

" Expand small pages to paper size
¥ &uto-rotate and center pages

= PostSeript D ptions

Frint Method: | Language Level 2 j

¥ | Optimize for Speed
¥ Downloadibsian Fonte [T Save Printer Memong

Color Managed: On printer

Frinting Tips I Advanced... I

Freview

k—8.50—y

1100

Zoom: 99.8%

=]

Units: [nches

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 begins to print.

Click the Cancel button to exit the print mode.

Click the Close button to close the document view

window.
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Printing an Entire eOPF or a Subset of Documents Using
Search eOPF

eOPF produces a Results List matching documents based on your
search query. You have the option of printing one or more
documents directly from the results page, if desired. If you use
Show All Docs to print, a watermark is placed on all pages with in
the document indicating that the documents came from eOPF.

To Print One or More Documents Based on Search Results:

1. Click the My eOPF Search tab from within the My eOPF

page.
The My eOPF Search page displays.

This figure displays the My eOPF Search page.

Search My eOPF :
o — T

Form @ Commeon Forms OAII Forms O Agency Forms

All v
Type
All ~

Folder Sides [ selectall

Temporary Permanent

Click Search
button

Create Date - Date

O B T

2. Enter search criteria to narrow the Ii_st of desired

documents and click the LM Search button.

-OR-

criteria if you desire all documents within your eOPF.
The Search Results page displays.

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

Show
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This figure displays the Show All Documents page.

Haln FAQ | ]

My eOPF My e0PF Search My eOPF Print Folder My eOPF Print Status
: _ Print Single Sided
To select & document to print, select the check box next to the document and click on the Print Docurents button, o
, & Print double
ﬁided huttons
Click Check All
=] Printer friendly version of result list
button
87 Comman document(s) returned.
Prev 1 Next

Effective

Dt Form Number | Type NOA Code 1 NOA Code 2| Side Create Date | Check

D5/05/2009 | SF 75 EMPLOYEE Temporary  05/05/2008 | [ ] W

05/01/2008 | SF 75 EMPLOYEE Temporary | 05/05/2009 D

10/19/2008 DG 05 EMPLOYEE Permanent | 10/26/2008 D

10/18/2008  |DG 05 EMPLOYEE Permanent | 10/26/2008 D

10/12/2008 DG 05 EMPLOYEE Permanent | 10/26/2008 D

09/11/2005 | SF 144 EMPLOYEE Permanent | 05/31/2007 D

01/11/2004 |SF 50 PAY 4DJ 894 Permanent | 05/31/2007 D

07/13/2003 | SF 50 WITHIN-GRADE INC (893 Permanent | 05/31/2007 D

19295002 [ TEP 1 RFHFFITS Permanent (/AL | [

4. Select the documents to print by clicking the checkbox(es)
to the right of each document. You can select all listed

documents by clicking the [ CHECKRT Check All button.

of the page to submit the job for printing.
This figure shows the print request confirmation.

My eOPF

¥y e0PF Search

My e0PF Print Folder

Print Single Sided or the
Print Double Sided button located at the top

My e0PF Print Status

Your print request has been submitted for processing.
To select a document to print, select the check box next to the document and click on the Print Documents button

SIDED m 'Ewrrﬁiﬁ.i[m | = ﬁ

i R

Note:

Records are printed in the order they are displayed on the page. If
you have altered the default sort order, the print job is in the order it
was in at the time of print request submission.
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6. The selected document(s) are merged into a single PDF
document, a watermark is added to each page indicating
the source of the documents as eOPF, and the resulting

My =OPF Print Status

document can be accessed by clicking the
My eOPF Print Status tab.

The following figure shows the My eOPF Print Status page.

1 My eOPF H My eOPF Search H My eOPF Print Folder My eOPF Print Status ‘ Help | FAQ |
~— Home
My eOPF - Print Status : Click Mv eOPE
Print requests are processed periodically in the order they were requested. IC y S

Please wait a few minutes between refreshing the page to give the print services time to process your req
All dates and times displayed below are based on local(Denver, CO) server time. The current server time i

Click on the Refresh button to update the page with the latest print status information. U ri nt Sta‘tu S tab
3:11:47 PM

Click on the View link found in each row of the results table to view a successfully processed print request.
Click on the Delete link found in each row of the results table containing a print request to DELETE the print request.

1

‘ Reguest Id / Part Number G Request Date Processed Date Paye Count Annotations
343441 20172011 3:10:14 P 2/1/2011 3:10:38 PM 18 A
Delete
View
343341 20172011 3:04:12 PM 2/1/2011 3:06:32 PM 13 ¥

Delete

1

7. To view the print request results, click the ' M€¥ view link.

8. Toremove the print request that is no longer needed, click
the Belete Delete link.
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Print My eOPF Folder

With eOPF E1 users now have the ability to print the contents of
their folder. Only folder sides viewable by the user (based on their
eOPF group membership) will be printed. The user will still be able
to print to single or double sided output. The eOPF watermark will
automatically be placed as a footer on each printed page.

To Print your eOPF Folder:

1. Click the My eOPF button from the left menu.
The My eOPF page displays.

2. Click the My eOPF Print Folder tab from within the My
eOPF page.
The My eOPF Print Folder page displays.

This figure displays the My eOPF Print Folder page.

) ) Help | FAQ | Home
My eOPF My eOPF Search My eOPF E% My eOPF Print Status
My eOPF - Print Folder \/

Click My eOPF

Click the Print Single Siced or Print Double Sided button to submit a print request. The processedrequed  Print Folder tab
20PF Print Status page. A PDF file will be created with the applicable documents which can be opened |

printed.

Name: WHITE, BILL
SSN#: 000-16-0017

Total Document Count:| 134

[ ] include Annotations

Select Folder Sides): [ Select Al

Print Single Sided
V] Permanent [Performance Tempurary [ Trains & Print dOUbIe

/\Sided buttons
\

3. Select which folder sides you would like to print and
choose if you would like annotations included.
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Print Single Sided or the

Print Double Sided button located at the
bottom of the page to submit the job for printing.
This figure shows the print request confirmation.

My eOPF My eOPF Search My eDPF Print Folder My eOPF Print Status

My eOPF - Print Folder

Your request has been submitted for processing.

5. The selected document(s) are merged into a single PDF
document, a watermark is added to each page indicating
the source of the documents as eOPF, and the resulting

My =OPF Print Status

document can be accessed by clicking the
My eOPF Print Status tab.

The following figure shows the My eOPF Print Status page.

-‘ My cOPE ‘ My CIIF Search [ My COPE Print Folder ‘ My COPE Print Status Help | FAQ | Home

My eOPF - Print Status :

Print requests are processed periodically in the order they were requested.

Click on the Refresh button to update the page with the latest print status information.
Please wait a fow minutes between refreshing the page to give the print services time to process your request{sh
All dates and Limes displayed below are based on local(Denver , CO) server Lime. The current server Lime is: 2/,

Click My eOPF
Print Status tab

Click on the View link found in each row of the resulls Lable to view a successfiully processed print request.
Click on the Delete link found In each row of the results table containing a print request to DELETE the print r

RS

Ilhw 1d / Part Number J:t Request Date anui‘ad Date Page Count Annotations
EMN 212011 £:50:14 PM 2/172011 4:50:59 PM 51 H
MHES2 2012011 4:50:14 PM 201/2011 4:51:09 PM 53
%3 212011 £:50:14 PM 2/172011 4:51:19 PM 50 H
MESL 212011 £:50:14 PM 212011 4:51:27 PM 54
IS 2172011 430,14 PM 217201 45130 PM 19 N

Note:

Depending on server settings, large jobs may be split into multiple
“parts” as shown above for performance reasons.

7. To view the print request results, click the V€% view link.

8. To remove the print request that is no longer needed, click
the Eelete Delete link
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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 “all benefit forms associated
with the birth of an employee’s child”.

eOPF allows you to create 2 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 (you), 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 a document that had been paper clipped to other documents is
deleted from the eOPF, the paper clip remains intact (with the other
clipped documents), minus the newly deleted document.
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Creating a Paper Clip

The first step in using paper clips is to create a new paper clip for a
folder.

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.

My eDPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF: BILL W

Wiew: | with annotations

sl imuﬂ 0 “M

Aeton| 59 . Click My eOPF

5 tab
T q
Folder icon
87 Common document(s) returned.
N\ S Prav 1234 5 Next

Action| Effective Date | Form Mumber | Type TOA Cods QOA gz Side Create Date
W os/0s/2009 SF 75 EMPLOYEE Temporary 05/05/2009
©Q  osrouz00s SF 75 EMPLOYEE Temparary 05/05/2009
@ 10/19/2008 DG 05 EMPLOYEE Permanent 10/28/2008
O | 10/18/2000 DG 05 EMPLOYEE Permanent 10/28/2008
D 10/12/2008 DG 05 EMPLOYEE Permanent 10/28/2008
O |oos11/2008 SF 144 EMPLOYEE Permanent 05/31/2007
@ owiizooe SF 50 PAY AD] 894 Permanent 05/31/2007
O |o713/2003 SF 50 WITHIN-GRADE INC 803 Permanent 05/31/2007
D | 127202002 TSP 1 BENEFITS Permanent 05/31/2007
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2. Click the 2 Folder Action icon and select the (=) Cip Folder

Clip Folder option to open the Clip Folders page of this
folder.

Action | SSM Latest Eff. Date CIICk Cllp FOIder
| | icon
| I — R Sl 201
| O e =
S Clip F olde
108 docu
= Show Al Docs
Al ooy omee— o R LUmber Form Description
A 09/ 04/2012 D T2zo SEMNIOR SYSTEM CIWVILLAM EWALLL
REPORT
o 08/06/2012 SF 52 REQUEST FOR PERSOMNMNEL ACTION

The following figure displays the Clip Folders page.

Clip Folders :

This web page allows the user o view, add, modify, and delete clip folder(s). Activate the Detail link 1o view the contents of 3 selected clip folder.

W

Clip Folder 1 WHITE, BILL 20172011 3:12:32 PM 0 Public Detail Edit Delete

Pages Security Detail ‘ Edit Delete ‘

1

3. Click the sl Insert button to display the Clip Folder —

Insert Clip pop-up.

= Clip Folder - Insert Clip -- Web Page Dialog

Purpose: This web page allows the user to create a new Clip Folder. The Clip Folder
description is limited to 100 characters in length.

Label Value

Clip Folder Description: |

Security:

Click on
Save button

Enter a description for the paper clip in the Clip Folder
Description field.

For maximum usability, try to be as specific and descriptive as
possible.
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4. In the Security field, select either Public or Private based
on your needs.

eOPF allows you to create 2 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 _'m! Save button.

6. Click the W Back 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 at 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.

My eOPF My eOPF Search My eOPF Print Folder My eOPF Print Status
My eOPF: BILL WHITE \/
Wiew: | with annotations v CI ICk My
e LeOPF tab
Action| SSN Latest Eff. Date PO ID Org Code Activity Code
) | 000-16-0017 5/5/2008 12:00:00 AM | 1601 03C A
87 Common document(s) returned.
Prev 123 4 5 Next
Action | Effective Date | Form Mumber | Type 1NOA il EOA oty Side Create Date
W os/0szz009 SF 75 EMPLOYEE Temparary 05/05/2009
O |os01/2000 SF 75 EMPLOYEE Temporary 05/05/2009
D 10/19/2008 DG 05 EMPLOYEE Permanent 10/28/2008
O | 10/18/2008 DG 05 EMPLOYEE Permanent 10/28/2008
D 10122008 DG 05 EMPLOYEE Permanent 10/28/2008
O |oos1/e008 SF 144 EMPLOYEE Permanent 05/31/2007
Q111004 SF 50 PAY AD1 894 Permanent 05/31/2007
D |or13/e003 SF 50 WITHIN-GRADE INC 893 Permanent 05/31/2007
W 12/20/2002 TSP 1 BENEFITS Permanent 05/31/2007

2. On the My eOPF Results page, click the @ Action button
of the corresponding document you want to view and

select the k= ~ddto Cie 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.
Add Clip to Clip Folder :

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

1

Owner Description ﬁ Clip Date Pages Security
WHITE, BILL Clip Folder 1 21172011 21232 PM 0 Public
D\dE!’z 2004 14-794 Dhg D Puhhc
Click Select
button

3. Click the | selzct | Select button to add the clip to the clip
folder.

The Add Page to Clip Folder page appears.

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

Add page to Clip Folder :

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

[ suem m R i

TEST PDF  TEST PDF

PAGE 1 P

Click Submit
button

1 [J Add Page 1 to Clip 2 [Jadd Page 2 to Clip

ST T EACK |

4. Select the additional pages you want to add to the clip,

then click the | MSHIIMEA Submit button.
The confirmation page appears.

Note:
Click the w Back button to return to the previous page.
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The following figure displays the confirmation message page.

Click OK
Pages have been successfully added to the Clip Folder. r
: 8 . button

- -

5. Click the il OK button.

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

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

The following figure displays the My eOPF Results page.

My eOPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF: BILL WHITE

View: with annotations v CIICk My
LeOPF tab
L G “M
\/ . ‘\
Action| SSN Latest Click Show All fefivity Code
) | 000-16-0017 5/5/2009 12:00:00 AM Docs button
87 Common document(s) returned.
Prev 12 3 4 5 Next
Action | Effective Date | Form Number | Type TOA Code QOA Code Side Create Date
0 05/05/2009 SF 75 EMPLOYEE Temporary 05/05/2009
0 05/01/2009 SF 75 EMPLOYEE Tempoarary 05/05/2009
0 10/19/2008 DG 05 EMPLOYEE Permanent 10/28/2008
0 10/18/2008 DG 05 EMPLOYEE Permanent 10/28/2008
0 10/12/2008 DG 05 EMPLOYEE Permanent 10/28/2008
0 09/11/2008 SF 144 EMPLOYEE Permanent 05/31/2007
0 01/11/2004 | SF 50 PAY ADJ 894 Permanent 05/31/2007
0 07/13/2003 SF 50 WITHIN-GRADE INC 893 Permanent 05/31/2007
0 12/29/2002 TSP 1 BENEFITS Permanent 05/31/2007

2. From the My eOPF Results page, click the iy
Show All Docs button.
The Show All Documents page appears containing only the
documents that meet the search criteria.
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The following figure displays the Show All Docs page.

My eQPF Print Status

‘ My env My e0PF Print Folder

Torsetec] a document 1o print, select the check bax nex 1o the document and click on Ihe Print Documents bation

My Pt Search

| Click Add to

| & Printar friendly version of result list CI | p button

| 108 document(s) returned.

| Prev 123 Next

| Effective 5 o .

| Check Date Form Number | Form Descnphon Type NOA Code 1| Side Cre
| W F wfmfzuu DA 7222 iE;'{'g'? SYSTEM CIVILIAN EVALUATION PERFORMANCE performance | 09/2
| [T |os/oezoiz  |sF sz REQUEST FOR PERSONNEL ACTION GEN AD1 894 Temporary | DB/T
| ™ |08/05/2012 |SF 50 NOTIFICATION OF PERSONNEL ACTION | GEN AD) 804 |Permanent | 08/C
| [T |oa/zsizoiz (TSP THRIFT SAVING PLAN ELECTION FORM BENEFITS Permanent | 03/2
| i = [ T - Darcarw enecwse | T iF

Using the Show All Docs page, select the documents you

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

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

Add Clip to Clip Folder :

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

Click Select

‘Owner ecurity
WHITE, BILL button ublic
WHITE, BILL Clip Folder 2 26142011 3:14:21 PM ] Public
1
Fma e
Click the Select button to add the documents to the clip
folder.

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

The following figure displays the confirmation message page.

Click OK

Pages have been successfully added to the Clip Folder. fbutton

R——— -

Click the LSS OK button.

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 a
list of the documents associated with that clip and view those
documents.

To View Documents Contained within a Paper Clip:

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.

My eDPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF: BILL WHITE

Wiew: | with annotations

Click on My
eOPF Tab

Action| SSN Latest Eff. Date PO ID Org Cche\ T T

_) |oo0-16-0017 5/5/2009 12:00:00 &AM | 1601 o3C A
87 Common document(s) returned.
Prev 1234 5 Next

Action | Effective Date | Form Number | Type TOA Code EOA Code Side Create Date
D os/msz00g SF 75 EMPLOYEE Temporary 05/05/2000
O osoyz000 SF 75 EMPLOYEE Temparary 05/05/2009
D 10/10/2008 DG 05 EMPLOYEE Permanent 10/28/2008
D 107162008 DG 05 EMPLOYEE Permanent 10/28/2008
@ | 10/12/2008 DG 05 EMPLOYEE Permanent 10/28/2008
© |oo/11/2008 SF 144 EMPLOYEE Permanent 05/31/2007
@ 012004 SF 50 PAY ADI 894 Permanent 05/31/2007
@ |o713/2003 SF 50 WITHIN-GRADE INC 893 Permanent 05/31/2007
D 122002002 TSP 1 BENEFITS Permanent 05/31/2007

2. Click the = Folder Action icon and select the = P Folder
Clip Folder option to open the Clip Folders page for this
folder.

Action | SSMN Latest Eff. Date CIICk Cllp FOIder
Icon
| 4 “— . S 201
= O e
55 Clip F old
108 docu
b Showall Docs
Acthier——re——=—— —=rr——Number Form Description
< 09/04/2012 D 72Ee SEMNIOR SYSTEM CIWILLANM EWALLLE
REPORT
<O o08/065/2012 SF 52 REQUEST FOR PERSOMMEL ACTION
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This figure displays the Clip Folders page.

Clip Folders : Click on Detail

Thirs wishs page allowes e user W view, o, modily, and delete clip folerds). Autivate $re Dutail lik: b view e contents of 2 selecled Clip fokder,

[Tk

1
|Muipm ,_J Owner Clip Date Pages Security Detail
Clip Foldsr 1 \WHITE, BILL 101 3123280 12 Fublic Datall  Edit  Delow
Clip Folder 2 WHIIE, HILL N 1421 M i Flubbe Detail  kdit  Delete
1

I

3. Click the Eetall Detail link next to the desired paper clip.
The Clip Folder Detail page appears.

This figure displays the Clip Folder Detail page.
Clip Folder Detail :

To print a document(s), click on the checkbox to select/deselect and then click on the Print Single Sided or Print Double Sided button

Click on the clip to view.

lame Create Date Ef Date I Lrorm Action Type Folder Page Num Check fiew Cli\ Remove

BROWNL16, LEROY ~ S/31/2007 8:55:25 AW 4/18/2004 12:00:00 AM  SF 50 WITHIN-GRADE INC Permanent 1 [ |

BROWNL16, LEROY  5/31/2007 B:55:25 AW 3/22/2004 12:00:00 AM DG 04 INVESTIGATIONS/SECURITY CLEARANCE Permanent 2 [ @ %

BROWNL16, LEROY  5/21/2007 8:55:25 AW 30222004 12:00:00 AN DG 04 INVESTIGATIONS/SECURITY CLEARANCE Permanent 1

Click Back button

BROWNL1E, LEROY  S/31/2007 8:55:25 AW 3/22/2004 12:00:00 AN

BROWMNL16, LEROY  5/31/2007 8:55:25 AW 2/8/2004 12:00:00 AN

ZM  OTHER INVESTIGATIONS/SECURITY CLEARANCE Permanent 1

BROWNL16, LEROY  5/31/2007 8:55:25 AW

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

within the clip.
The document appears.

Note:

A paper clip is classified as public or private. A public paper clip
can be viewed by any user accessing the selected folder.

However, a private paper clip can be viewed ONLY by the user who
created the paper clip, an eOPF administrator, and any HR
Specialist that manages the OPF.

5. Click the w Back button to return to the
previous page.
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Printing Documents within a Paper Clip

Once a paper clip has been created and populated, you can print
the documents associated with that clip.

To Print Documents Contained within a Paper Clip:

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.

My eOPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF: BILL WHITE m ]
Click My eOPF

tab

Wiew: | with annotations h?

FsHow W"H =0 “M

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

) | 000-16-0017 5/5/2008 12:00:00 AM | 1601 03C A
87 Common document(s) returned.
Prev 123 45 Next

Action | Effective Date | Form Number | Type 1NOA Cadls EOA Gt Side Create Date
W os/0szz009 SF 75 EMPLOYEE Temporary 05/05/2009
O |os01/2000 SF 75 EMPLOYEE Temporary 05/05/2009
D 10/19/2008 DG 05 EMPLOYEE Permanent 10/28/2008
O | 10/18/2008 DG 05 EMPLOYEE Permanent 10/28/2008
@ 1071272008 DG 05 EMPLOYEE Permanent 10/28/2008
O |oos1/e008 SF 144 EMPLOYEE Permanent 05/31/2007
Q111004 SF 50 PAY ADI 894 Permanent 05/31/2007
D |or13/e003 SF 50 WITHIN-GRADE INC 893 Permanent 05/31/2007
D 12/20/2002 TSP 1 BENEFITS Permanent 05/31/2007

3. Click the = Folder Action icon and select the £ Cip Foer
Clip Folder option to open the Clip Folders page for this
folder.

Action | SSM Latest Eff. Date _C:IICk Cllp FOIder
: icon
> C=T —— e S 20
= O e ~
55 Clip F old
108 docu
1 Showall Docs
Actie—————————————————'Number Form Description
A 0S/04/2012 Do Tz SEMNIOR SYSTEM CIWILLAM EWVALLULE
REPORT
A 08/06/2012 SF 52 REQUEST FOR PERSOMNNEL ACTION
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This figure displays the Clip Folders page.

Clip Folders : Click on Detail

This wiehy page dllowes e uses W view, o), modify, and debete clip ok 5). Autvate S Detail Ink D view e contents of @ selected Ol fokder,

1
Inmbtm < Owner Clip Date Pages Sopurily Detail
Clip Falder 1 WHIIE, BILL AN 318320 12 Fublic ail
Clip Foldar 2 WHITE, BILL ANEANT 3421 P u Hubhe Datail Edit Delote
1

3. Click the Eetal Detail link next to the desired paper clip.
The Clip Folder Detail page appears.

This figure displays the Clip Folder Detail page.

Clip Folder Detail :

To print a document(s). click on the checkbox to select/deselect and then click on the Print Single Sided or Print Double Sided button

Click on the clip to view.

Name Create Date [Eff Date vr!-Fnrm Action Type Folder Page Num Check View Clip Remove
BROWNL16, LEROY  5/21/2007 8:55:25 AM  4/18/2004 1200:00 AW SF 50 WITHIN-GRADE INC permanent 1 [] @ @
BROWNL16, LERQY ~ S/31/2007 85525 AN 3/22/2004 1200:00 AW DG 04 INVESTIGATIONS/SECURITY CLEARANCE Permanent 2 [ @ @
BROWNL16, LEROY  5/31/2007 8:55:25 AM  322/2004 1200:00 AW DG 04 INVESTIGATIONS/SECURITY CLEARANCE Permanent 1 [] @ %
BROWNL16, LEROY ~ S/31/2007 855:25 AM  3/22/2004 1Z00:00 AM DG 04 INVESTIGATIONS/SECURITY CLEARANCE Permanent 3 il @ @
BROWNL16, LEROY  5/31/2007 85525 AM  2/3/2004 12:00:00 AM  SF50 REALIGNMENT (As of 1/1/1998) Temporary 1 [ | @ %
BROWNL16, LEROY  S/31/2007 855:25 AM  1/16/2004 1200:00 A OTHER  INVESTIGATIONS/SECURITY CLEARANCE Permanent 1 a @ %

4. From the Clip Folder Detail page, click the checkbox(es)
corresponding to the document(s) you want to view.

Note:

buttons to select and deselect all documents listed.

5. If the document is single-sided, click the Print Single Sided
button. If the document is double-sided, click the Print
Doubled Sided button.

A message appears stating that the print request has been
submitted for processing.

eOPF Employee User Guide Chapter 6: Working with Paper Clips 79



The following figure displays the print request confirmation.

Clip Folder Detail :

To print a document(s), click on the checkbox to select/deselect and then click on the Print Single Sided or Print Double Sided button.

SIDED. |[VEINT DOUBLE SIDED || DELETE SELECTED |
, ——

Click on the clip to view.

Your print request has been submitted for processing.

Note:
You must have access to a duplex printer for double-sided printing.

6.

7.

To see the status of your print request, click the
SUELCB Print Status button from the menu on the left.

The Print Status page appears defaulted to the My eOPF
Print Status tab.

The following figure displays the My eOPF Print Status page.

" My eOPF Print Help | FAQ | Home

Status

Clip Folder Print
Status

My eOPF - Print Status :

Print requests are processed periodically in the order they were requested.

Click on the Refresh button to update the page with the latest print status information.

Please wait a few minutes between refreshing the page to give the print services time to process your request(s).

All dates and times displayed below are based on local(Denver, CO) server time. The current server time is: 2/1/2011 3:22:58 PM

Click on the View link found in each row of the results table to view a successfully processed print request.
Click on the Delete link found in each row of the results table containing a print request to DELETE the print request.

1

| Request |d / Part Number @ Request Date Processed Date Page Count Annotations Action
View
3434 /1 20172011 3:10:14 P 2A1/2011 3:10:38 PM 18 ¥
Delete
View
3433 /41 20172011 3:04:12 P 2172011 3:06:32 PM 13 ¥
Delete

1
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8. Click the @ Clip Folder Print Status tab to display
the Clip Folder Print Status page.

The following figure displays the Clip Folder - Print Status

page.
My eOF Print | Clin Folder Print Help | FAQ | Home
Status Status

Click Clip
Folder Print
Status tab

Clip Folder - Print Status :

Print requests are processed periodically in the order they were requested.

Click on the Refresh button to update the page with the latest print status information.
Please wait a few minutes between refreshing the page to give the print services time to process your request(s).

All dates and times displayed below are based on local{Denwer, CO) server time. The current server time is: 2/1/2011 3:23:25 PM

Click on the View link found in each row of the results table to view a successfully processed print request,
Click on the Delete link found in each row of the results table containing a print request to DELETE the print request.

1

‘RequeslldﬂPanNumher @EmplnyeeName Requesting User  Request Date Processed Date ~ Page Count  Annotations /' Action

View

BN WHITE, BILL BLLWHTE 212010 32008 PM 2172001 320:44 P B ¥
Delete

9. To view the print request results, click the ' Vi€% view link.

10. To remove the print request that is no longer needed, click
the Lelete Delete link.
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Removing a Document from a Paper Clip

As your 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 a paper clip at any time, you also 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. 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.

My eDPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF: BILL WHITE

Wiew: | with annotations

Click My eOPF

—— tab
Action| S5N Latest Eff. Date PO ID Org Code Activity Code
) |o00-16-0017 5/5/2009 12:00:00 &AM | 1601 o3C A
87 Common returned.
Prev 12345 Next
Action | Effective Date | Form Number | Type :JOA Code EOA Code Side Create Date
D os/msz00g SF 75 EMPLOYEE Temporary 05/05/2000
O |os/z009 SF 75 EMPLOYEE Temporary 05/05/2009
D 10/10/2008 DG 05 EMPLOYEE Permanent 10/28/2008
D |10/16/2008 DG 05 EMPLOYEE Permanent 10/28/2008
@ | 10/12/2008 DG 05 EMPLOYEE Permanent 10/28/2008
[ B E RV SF 144 EMPLOYEE Permanent 05/31/2007
@ 011172004 SF 50 PAY ADI 894 Permanent 05/31/2007
O |o713/2009 SF 50 WITHIN-GRADE INC 893 Permanent 05/31/2007
D 12/29/2002 TSP 1 BENEFITS Permanent 05/31/2007

2. Click the = Folder Action icon and select the = i Folder
Clip Folder option to open the Clip Folders page for this
folder.
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Action | SSH Latest Eff. Date PO ID

> = B I;/4/2::|12 1Z:00:00 A8 J)‘“ﬁ
O e - -
. ———— Click Clip

Clip F older
Folder icon
Shovwe Sl Docs ;/

108 docu

UEBE

| Actic—— —=rr——Number Form Description
<> oo/04a/2012 e — SENIOR SYSTEM CIWILLAN EVaLLL
REPORT
(A o8/06/2012 SF 52 REQUEST FOR PERSOMMEL ACTION

The following figure displays the Clip Folders page.

Clip Folders :

This web page alkows the user to view, add, modify, and delste clip folder (5). Activate the Detail Ink o view the contents of a selected ciip folder,

Click Detail

Descri L Owmer Clip Date Fages Securlty De
Chp Foldor 1 WHITE, BILL 2N2010 31232 PM 12 Public Dutail Edit Dl

Clip Falder 2 WHITE, BiLL 2201 31421 PM o Public Datail Edit Dalate

Click the Eetall Detail link next to the desired paper clip.
The Clip Folder Detail page appears.

This figure displays the Clip Folder Detail page.
Clip Folder Detail :

To print a document(s). click on the checkbox to select/deselect and then click on the Prin Sins

Click Delete
Selected button

N

Click on the clip to view.

Name Create Date Eff Date: J,_!-Form Action Type Folder Page Num

BROWNL18, LEROY  &/31/2007 85525 AM  4/18/2004 12.00:00 AM  SFS0 WITHIN-GRADE INC Permanent 1
BROWNL18, LEROY  &/31/2007 85525 AM  3/22/2004 12.00:00 AM DG 04 INVESTIGATIONS/SECURITY CLEARANCE Permanent 2
BROWNL16, LEROY ~ 5/31/2007 8:55:25 AM  3/22/2004 12:00:00 AM DG 04 INVESTIGATIONS/SECURITY CLEARANCE Permanent 1

BROWNL16, LERQY  5/21/2007 8:55:20 AW 3/22/2004 12:00:00 AN DG 04 INVESTIGATIONS/SECURTY CLEARANCE Permanent 3

BROWNL18, LEROY  5/31/2007 8:55:25 AM 27872004 12:00:00 AM SF50 REALIGNMENT (As of 1/1/1989) Temporary 1

LI 1

s ) o

BROWNL18, LEROY  5/31/2007 8:55:25 AM  1/18/2004 12:00:00 AM  OTHER INVESTIGATIONS/SECURITY CLEARANCE Permanent 1

Click the % Delete icon to delete the desired document

within the clip. To remove multiple documents from the

c_I_i_p_,_g:_I_q_g(_:__lf_pff the documents to be deleted and click the
DELETE SELECTEL

Delete Selected button.
The document(s) are removed from the clip.
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Note:

A paper clip is classified as public or private. A public paper clip
can be viewed by any user accessing the selected folder.

However, a private 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:
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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 the HR Specialists managing
the OPF have access to 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 a single row representing your eOPF
folder.

The following figure displays the My eOPF Results page.

My eOPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF: BILL WHI

- Click My eOPF T

tab

Action| SSN Latest Eff. Date PO ID Org Code clivity Cade

) | 000-16-0017 5/5/2008 12:00:00 AM | 1601 03C A
87 Common document(s) returned.
Prev 123 45 Next

Action | Effective Date | Form Number | Type 1NOA Cadls EOA Gt Side Create Date
W os/0szz009 SF 75 EMPLOYEE Temporary 05/05/2009
O |os01/2000 SF 75 EMPLOYEE Temporary 05/05/2009
D 10/19/2008 DG 05 EMPLOYEE Permanent 10/28/2008
O | 10/18/2008 DG 05 EMPLOYEE Permanent 10/28/2008
D 10122008 DG 05 EMPLOYEE Permanent 10/28/2008
O |oos1/e008 SF 144 EMPLOYEE Permanent 05/31/2007
Q111004 SF 50 PAY ADI 894 Permanent 05/31/2007
D |or13/e003 SF 50 WITHIN-GRADE INC 893 Permanent 05/31/2007
W 12/20/2002 TSP 1 BENEFITS Permanent 05/31/2007

eOPF Employee User Guide Chapter 6: Working with Paper Clips 85



2.

Click the = Folder Action icon and select the (= Clp Foser
Clip Folder option to open the Clip Folders page of this
folder.

Click Clip
Folder icon

Action | SSM Latest Eff. Date

S 2012 120

| L T o
[ Clip F
(=] olcd
108 docu ﬁ
B = Show Al Docs .
Al ooy omee— o R LUmber Form Description
< oos0ar2012 e — SENIOR SYSTEM CIWILLAN EVALIL
REPORT
o 08/06/2012 SF 52 REQUEST FOR PERSOMMEL ACTION

The following figure displays the Clip Folders page.

Clip Folders

Thiz eb pace allows e wszr toview, ad, modfy, and delete lo oble 5] Activat the Defal Ik 0 view i cortents of 3 sslcted cp flder,

Destription ﬂ Ovemer Clip Date Payes Security Detail  Ed[  Delete
Clp Foldar WHTE BLL Y00 3232 P I2 Public Detal  Edf  Delete
Ol Falder 2 WHTE BLL SN 3 Py I Fublic Detall  Edit  Delete

Click the 'Edit. Edit link associated with the clip folder.

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

Edit the desired fields, then click the _l UPDATE 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.
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This figure displays the Clip Folders page with the verification
message.

Clip Folders :

This s page allows the Lser b visw, add, modify, and delete clin fakder(5). Activate the Defall ink to view the contens of a selected clip folder,

Selected clip folder is updated successfully.

Destription @ Oimer Clip Date Pates Securiy Defail ~ Edit  Delete
Clp Folder WHITE, BILL NN 31230 P 12 Pulic Detail ~ Edit  Delete
Clip Folder 2 WHITE, BILL NN 342 P 0 Fuhlic Detail  Edit  Delete

Note:

A paper clip is classified as public or private. A public paper clip
can be viewed by any user accessing the selected folder.

However, a private 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.

My eDPF My eOPF Search My eOPF Print Folder My eOPF Print Status

My eOPF: BILL WHITE

Wiew: | with annotations A

i e

Click My
eOPF tab

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

_) |o00-16-0017 5/5/2009 12:00:00 &AM | 1601 o3C A
87 Common document(s) returned.
Prev 1234 5 Next

Action | Effective Date | Form Number | Type TOA Code EOA Code Side Create Date
D os/msz00g SF 75 EMPLOYEE Temporary 05/05/2000
O osoyz000 SF 75 EMPLOYEE Temparary 05/05/2009
D 10/10/2008 DG 05 EMPLOYEE Permanent 10/28/2008
D 107162008 DG 05 EMPLOYEE Permanent 10/28/2008
@ | 10/12/2008 DG 05 EMPLOYEE Permanent 10/28/2008
O |oo/11/2008 SF 144 EMPLOYEE Permanent 05/31/2007
@ 012004 SF 50 PAY ADI 894 Permanent 05/31/2007
@ |o713/2003 SF 50 WITHIN-GRADE INC 893 Permanent 05/31/2007
D 122002002 TSP 1 BENEFITS Permanent 05/31/2007
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2. Click the 2 Folder Action icon and select the (=) Cip Folder
Clip Folder option to open the Clip Folders page of this

folder.
T > I
Action | SSN Latest Eff. Date A Click Clip
i i Folder icon
[ 3 I — T /442012 12:00-
= O pen
E Clipp F ol
108 docu
1 Show Al Docs
Acticerm——r——v——o———=——Number | Form Description
< 0o/04/2012 DA 7233 SENIOR SYSTEM CIWILLAN EVALLUL
REPORT
< 08/06/2012 SF 52 REQUEST FOR PERSOMMEL ACTIO!

The following figure displays the Clip Folders page.

Clip Folders : Click Delete
This web page allows the user o view, add, modify, and delete clip folder(3). Actvate the Detail Ink o view the contents of & selected clip folder,
1
T F
L plian i q Owmer (Tip Date Mages Serurity Detail Hdit DeXete
Ciip Folder 1 WHITE, BILL N0 31232 P 12 Public Detail Edit Delete
Clip Folder 2 WHITE, BILL 21172018 3:14:21 PM 0 Public Detall Edit Delete
1

3. Click the Delete. Delete link.
The Confirmation pop-up box appears.

The following figure displays the Confirmation pop-up box.

EX

?) Do you want to DELETE Clip folde

|

Click OK
button

Message from webpage

Note:
To cancel 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.

Clip Folers

This el page allis b user i, ), mod, e il clp folde(5). Acthete the Del ik fn v e coments of el clp ol

Selected clpfolder s DELETED successfuly.

[l
f
-0wner ‘CIipIJate Pages Securly Detall it Delete
Cli Folder WHTEBLL 20001 3T232PM 1 bl Defall  Edt  Delete

U

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

You are automatically logged out of the eOPF after the system is
idle for a certain amount of time configured by your local Web site
administrator.

Note:

Attempting to close the browser using the “X” button in the upper-
right corner will display a pop-up asking if you want to exit out of
eOPF. Click the OK button to continue closing the browser or click
the Cancel button to stay logged in to eOPF.

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

3 Welcome to eOPF - Microsoft Internet Explorer @ |:||E‘E|
~

User Name: BILL WHITE

Help | FAQ | Home

My eOPF
T

My Profile

Welcome to the eCOPF System Click Log

Out Tab

Introduction:

Print Status

logout '

hie 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 created, as many of these documents have not been scanned in yet. If you

have questions concerning the technical aspects of the eOPF, email the eOPF
administrator at eopfadmin@opm. N

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

DM YWeb Page. .

User Info:
Email: WhiteB@uyz.com
Emergency Data last updated on:1/1/2000

¢

|2:| Ciore & Trusted sites

To Log out of eOPF:

1. Click the Logout button.

A log out confirmation prompt is displayed.
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The following figure displays the log out confirmation page.

Microsoft Internet Explorer rZ|

.:.";/ Do you want to Logout of eCPF?

oK I|[ Cancel ]

2. Click the | | OK button to log out and close the

browser window.

-OR-

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

eOPF Employee User Guide Chapter 7: Logging Out of eOPF 92



Glossary

Administrator
Groups

Folder
Password

Password Letter

Security Access

Supervisor

View Doc

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

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 level of accessibility to documents and functions within eOPF-.
A user that has access to not only his or her own eOPF, but also is

provided with access to view and print documents for employees that he
or she supervises.

A @ Wiew  View icon used to view the documents within a folder.
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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

eOPF Employee User Guide

Acronyms 94



Index

A

administrator - 1, 33, 59, 68, 77, 85, 87, 88, 91

Adobe Acrobat - 3, 58
annotation - 51, 61
printing - 61
private - 68, 71, 77, 84, 85, 86, 87
public - 71, 77, 84, 85, 86, 87
audit log - 50

viewing instruction pages - 59
viewing within a paper clip - 76, 78
duplex printer - 56, 62, 80

E

e-mail address - 26
emergency contact information - 49
Employee Benefits Information Systems - 1

B

browser - 3, 20, 52
Browser and Viewer Requirements - 3
buttons - 20, 51, 55, 56, 58, 59, 79
Change Password - 12
Logout - 20
My eOPF - 20
My Profile - 12, 37
Search eOPF - 47, 52, 53, 60, 63, 66

F

FAQ - 41

file format - 3

folders - 46, 48, 49, 53, 59, 61, 68, 69, 72, 73,
74,75, 76, 77,78, 82, 84, 85, 87, 88, 93

C

cancelling
password changes - 13
printing - 62

changing e-mail address - 24

H

HR specialists - 51, 52, 53
HR systems - 1

instruction pages - 59
Internet - 1, 3,5

D

deleting documents - 82
deleting documents from a paper clip - 82
deleting paper clips - 88
desktop - 1
Document List - 59
Documents
adding to a paper clip - 72
changing the viewing size of - 58
my eOPF - 51
order - 46
printing - 60
removing from a paper clip - 82
retention - 46
scanning a new page into - 61
searching for - 53
storing - 3
viewing - 47

L

lock out - 4

Logging On - 4
Logging out - 43
Logging Out - 20, 91

M

main menu - 20, 22, 51, 53, 72, 74, 76, 78, 82

Microsoft Internet Explorer - 3

Microsoft Windows - 1

My eOPF - 47, 48, 51, 59, 60, 61, 69, 72, 74, 76,
78, 82, 85, 88

o

OPM - 46, 94
OPM guidelines - 46
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Other Functions
change email address - 24, 29
frequently asked questions - 41
on-line help - 40

P

paper - 46, 68, 69, 70, 71, 72,76, 77, 78, 79, 82,

83, 84, 85, 87, 88
Paper Clip - 49, 68
adding documents to - 72
creating - 69
deleting a - 45, 88
designating as public/private - 85
removing a document from - 82
viewing documents within - 76, 78
Password
changing - 34
changing, manually - 12
expiration - 33
guidelines - 4
resetting - 14
Portable Document Format - 3, 94
printer settings - 61, 62
printing - 61
annotations - 61
double sided - 56, 79
results lists - 63
single sided - 56, 79
Printing - See Documents: printing

R

removing documents from paper clips - 82

resetting your password - 14

results list - 50, 51, 55, 59, 73, 74, 75
printing - 63, 66

retention - 46

S

searching for documents - 53
security - 4

storing documents - 3
system lockout - 4

U

user agreement - 6

Vv

viewer - 3, 51, 55

viewing
documents - 47
documents in a paper clip - 76, 78
instruction pages - 59
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