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Part | - Basic User Functions

The following chapters cover Basic User Functions in the eOPF system and relate to
all personnel accessing the eOPF system.






Chapter 1.

eOPF Overview

Introduction to eOPF

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

The eOPF solution provides electronic, Web-enabled access for all
employees, supervisors, and HR staff members to view eOPF
documents. All employees will be able to view their own OPF through
this eOPF solution.

Note:

The eOPF administrator functionality allows administrators full access to
the system. eOPF HR functionality allows HR staff members to view
their own documents, documents of employees who report directly to
them, and documents of employees within the organizations they service.
The eOPF Supervisor functionality allows supervisors to view their own
eOPF documents and some of the documents of employees who report
directly to them. And, finally, general eOPF employee user functionality
allows employees to view/print their own eOPF documents.

eOPF includes security measures to ensure the integrity of the system.
For example, users are able to view their own eOPF documents, but
not modify the documents. Additionally, all activity performed in the
eOPF solution is logged and can be accessed through various reports.
The eOPF provides an audit trail capability, including a mandatory
log that documents when and why an authorized user has reviewed an
eOPF.

Note:

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

eOPF has a variety of functions that are accessible depending upon
the role of the logged in user. The eOPF system provides four types of

Chapter 1: Introduction to eOPF 1



functionality: eOPF administrator functionality, eEOPF HR
functionality, eOPF Supervisor functionality, and general eOPF
employee user functionality. This User Guide covers topics for HR
users and eOPF administrators, who may have access to scanning,
viewing, annotating, paper clipping, and printing. This Guide also
covers special functions that pertain to the eOPF administrators. This
Guide covers topics for installed versions of eOPF. If you do not have
access to the Web or the eOPF solution, please contact an eOPF
administrator to assist you with setup.

IMPORTANT!

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

User Types and Groups

Throughout this and other eOPF documentation, references are made to
User Types and User Groups. The following paragraphs describe the
distinction between the two.

User Types

The type of user (Employee, Supervisor, Super User, and Systems
Administrator) determines the documents to which a user is given access
when using eOPF.

e Employee users can view and print their own eOPF documents only.

e Supervisor users can access their own eOPF and can view and print
selected documents for those employees they supervise. The
determination of who is a supervisor is completed by a nightly
employee data feed from the agency. That nightly query also obtains
and stores in eOPF the organizational definitions for all employees and
supervisors. These organizational definitions determine the individual
eOPF(s) that a supervisor has access to view. Supervisors do not have
access to view the eOPFs of other supervisors at the same level of
organization.

2 Chapter 1: Introduction to eOPF



e Super users have access to view eOPFs for an additional selection of
employees for whom they would not have access by virtue of the
supervisor definition. The most common use of this designation is for
HR staff members who service or otherwise require and are authorized
access to eOPFs for employees who are not in the same organization.
For example, an HR staff member, working at a federal agency (with a
Personnel Office ID (PO ID) of “xx’, an Organization Code of ‘yy’,
and an Activity Code of ‘zz’, may have the responsibility of providing
service to employees within another Organization ‘aa’. If designated
simply as a Supervisor, the HR staff member would have access only
to eOPFs under the hierarchy of PO ID:xx, Organization Code:yy, and
Activity Code:zz. However, if this user is designated as a super user,
the user can be granted access to eOPFs in the organization with
Organization code ‘aa’. The super user designation and the additional
organizations, for which the user is provided access, are defined by the
functional administrator through use of the Administrative Tools
described in this Guide.

User Groups

User groups are defined to determine the functionality for which a given
user is granted access. Functionality refers to features and capabilities that
are provided within eOPF through menus or buttons. These features are
granted (or denied) to a user by virtue of the group or groups to which the
user belongs. Through the use of the eOPF administration function, the
individual agency eOPF administrator pre-sets different group names. For
each group, the eOPF administrator assigns specific functions to which
that group has (or does not) have access. Then, when a user is flagged as a
member of a group (or groups), that user has access to the functionality
that is allowed for that group (or groups).

When eOPF determines that an employee is active, that employee is
automatically inserted as a member of the eOPF users group. This group
has access to the View and Print functionality. For additional
functionality, such as scanning, annotating documents, modifying indexes,
etc., the user must be added to a group that has been given rights to those
functions.

Chapter 1: Introduction to eOPF 3



Note:

The eOPF administrator functionality allows administrators full access to
the system. eOPF HR functionality allows HR staff members to view
their own documents, documents of employees that report directly to them
and employees within the group they service. The eOPF supervisor
functionality allows supervisors to view their own eOPF documents and
the documents of employees that report directly to them. The eOPF
investigator role allows for the definition of a user that performs
background checks. This user has read/print privileges on eOPF they are
granted access to. Finally, general eOPF employee user functionality
allows employees to view/print their own eOPF documents.

4 Chapter 1: Introduction to eOPF



Icon Conventions

The icons shown in the following table are used in eOPF and throughout
this User Guide.

Icon Function Description

L View Career Brief  Career Brief Click this icon to view an eOPF career
brief. A career brief is a summary of an
employee’s career activities.

54 \iew PDQ PDQ Click this icon to view the Position
Description. This feature is not available
to all deployments.

£ Ciip Folder Clip Folder Click this icon to view clipped folder(s). A

clip folder is an a group of documents
within a folder.

Emergency Data  Click this icon to view the Emergency
Contact Information page from which you

can view and update your emergency

information.
(8] view View Doc Click this icon to view a document.
P \odify Modify Doc Click this icon to modify a scanned
document.

Note: The only modification of the
document that can be done is the addition
or deletion of pages. Contents of the data
cannot be modified in eOPF.

ial Delete Delete Doc Click this icon to delete a document.

| Annotate Annotate Doc Click this icon to annotate a document.

&5 WModify Index Modify Doc Index  Click this icon to modify the document
index.

a3 Add to Clip Add Clip Click this icon to add documents to a
paper clip.

& Add Doc Add Doc Click this icon to add documents to an
eOPF folder.
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Chapter 2: Browser and Viewer
Requirements

Browsers

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

Commercially available web browsers can be utilized to access the eOPF
solution. For best results, it is recommended that the latest version of
Microsoft Internet Explorer be used.

Downloading and Configuring the Viewer (Adobe Reader)

The eOPF solution 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.

Note:

The Adobe Reader “options” should be set to “not” view inside the
browser. This can be accessed by selecting Edit > Preferences - Internet
in Adobe Reader v6x version.

Chapter 2: Browser and Viewer Requirements 7






Chapter 3: Getting Started with eOPF

Before you can perform any activity within the eOPF solution, 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 do not
already have a user name and password for eOPF, please contact an eOPF
administrator to obtain one. 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, this generates a letter sent by U.S. mail
or email, which assigns a new random password to you.

Note:

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

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

= Do not share your password with anyone, not even an eOPF
administrator.

= Do not write your password down.

= Do not allow anyone to use eOPF with your eOPF ID/password
combination. All system actions are logged by user name.

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

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.

To Log on to eOPF:

1. Launch your Internet browser.

2. Maximize the browser to utilize the entire page.

Chapter 3: Getting Started with eOPF 9



3. Type the designated Address for eOPF in the Uniform
Resource Locator (URL) field of the Web browser.
For example, https://hostsite/eOPF. You can obtain the URL address
from your eOPF administrator. The eOPF User Agreement page
appears.

The following figure displays the eOPF User Agreement page.

nic Dfficial Personnel Folder - Microsoft Internet Explorer

File Edit View Favorites Tools Help P

@Back L > | \ﬂ @ _:‘J /-:}Search ‘f;?Favorites {_‘} .v .,_7 ‘ﬁ = _J ﬁ

Address |@ http: ffcoorsfeopfu3/f
New User

Office of Personnel Managemeni_ _T"

The Federal Governmenf's Human Resources Agency

Employment and Benefits Career Opportunities

%ﬁé{ﬁ an Uf?’»‘m zla
“7 /o

L Strategic Management of Human Capital

You are here: Home = egov = EHRI 20OPF

F
rdl e
This is an official U.S. Government System for authorized use only. Unauthorized use of this system or the

information on this system could result in criminal prosecution. Signing into this application indicates you have read
and accepted the Full Terms and Conditions of Use and you consent to secure testing and monitoring.

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

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

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

Please be aware, you must have Microsoft Internet Explorer version 6.0 or higher and Adobe Acrobat Reader version
6.01 or higher to run this application software. If you have a question about this application or you are having a
problem with the application software, send a message with a description of the problem or question, your name,
and email address to your human resources specialist. If you are having a problem with your PC, operating system,
network, server, or printer, please contact yvour agency IT Service Center.

\ v

Office of Personnel Management Site Index[A-Z v]
1900 E Street NW, Washington, DC 20415-1000 | (202) 606-1800 | TTY (202) 606-2532

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

@ http: ffwww.opm.govfquickindex. asp ‘g Local intranet

ACCEFT

4. Click the Accept button, after reading the User
Agreement statement.
The eOPF Web Logon page appears.
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This figure displays the eOPF Web Logon page.

a e0PF Login - Microsoft Internet Explorer

Office of Personnel Management

ENTERPRISEH R

eOPF v3.1.0.x (Demo on Molson)

Enter your eOPF ID and Password to log in. *

Forgot your Password?

New User - Request your Password...

5. Type your eOPF ID in the eOPF ID field.

6. Type your Password in the Password field.

7. Click the Submit button.
The eOPF Welcome page appears.
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The following figure displays the eOPF Welcome page.

a Welcome to eOPF - Microsoft Internet Explorer

Help | FAQ
My eOPF Welcome to the eOPF System
Search eOPF =
Introduction:
Workflow
Change Email 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
Change Pwd questions concerning the technical aspects of the eOPF, email the eOPF

i administrator at eOPFAdmin@agency.gov.

Emergency Data

App Admin

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

Cronte 13 Custom Link __..

Print Folder

Ryl User Info:

Email: demo test@integic.com
Emergency Data last updated on:4/7/2004
Pwd Admin Paszword wil expire in: 10 day(s).

Reports

Transfer
Preferences

Logout

| £

[ PR

New User — Request a Password

To Request a New User Password:

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

| 3 Mow User - Password Reguest - Microsoft Internet Explorer

New User - Password Request

eDPF 1D
Emall Address of record in e0Pf:
Home Fip Code of recond in edPf:

PMadie provide mame bhd contact inflormation
IF pois canncd prodide Shosre aetails.

Mo

Lid e

2. Typeyour eOPF Logon ID in the eOPF ID field.

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

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

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

3. Click the Submit button.

The Reset Password Request page reappears displaying the following
message “Your password request has been submitted for processing.”
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a New User - Password Request - Microsoft Internet Explorer

New User - Password Request

Your password request has been submitted for processing.

Click here to return to logon page.

| £

Ié‘l Done

Note:

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

q Local intranet

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

ey Cancel button.

Using the Main Menu Buttons

The eOPF main menu buttons display in the left hand margin of your
eOPF pages. The following figure displays the eOPF Welcome page the
main menu buttons on the left side of screen.
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3 Welcome to eOPF - Microsoft Internet Explorer

My eOPF Welcome to the eOPF System

Search eOPF
Workflow

Introduction:

Change Email The eOPF System contains electronic copies of the documents that make up your

Official Personnel File. Your eOPF may not contain copies of all documents that were

created, as many of these documents have not been scanned in yet. I you have
Change Pwd questions concerning the technical aspects of the eOPF, email the eOPF

T administrator at eOPFAdmin@agency.gov.

Emergency Data

App Admin

| UserAdmin Questions concerning specific personnel actions should be sent to the appropriate HR

I System Admin representative.

CIENEETgs Custom Link ...

Print Folder

Batch Print User Info:

Email: demo.test@integic.com

Emergency Data last updated on:4/7/2004
Pwd Admin Password will expire in: 10 day(s).

Reports

Transfer

Preferences

) e

Note:

The main menu options may appear slightly different from the example
above. The main menu buttons vary depending on the eOPF group
functional access that has been granted to you by the eOPF administrator.

The following table describes the eOPF main menu buttons.

Menu Option Description

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

Search eOPF Displays the Search page from which you can search
for eOPFs. You can view or print documents using this
option. See Searching for an eOPF for more details.

Work Flow Displays the Work List page from which you can
access the automated workflow capability This
includes the capability to route documents
between HR staff members for review prior to
storage. See Workflow for more details.

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

Description

Emergency Data

Change Pwd

App Admin

User Admin

System Admin

Create SF 75

Print Folder

Batch Print

Reports

Pwd Admin

Transfer

Preferences

Logout

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

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

Provides administrative tools for application specific
activities such as forms, form types, disclosure
reasons, folder sides, etc.

Provides administrative tools for user specific
activities such as user manager, generate password,
regenerate password, and security access.

Provides administrative tools for system settings,splah
page, email templates, volume management, and ad-
hoc SQL.

Displays the Create SF 75 page from which you can
complete an SF 75 for employee transfer. See Creating
an SF 75 for more details.

Displays the Print Folder page from which you can
print an employee’s entire eOPF. See Printing an
Entire eOPF Folder for more information.

Allows you to print multiple folders simultaneously.
See Printing Batch Folders for more details.

Allows you to view, print, and export logs and reports.
See Working with Reports for more details.

Allows you to change the password of a user.

Access to the Transfer module that allows you to move
an OPF to a gaining agency or to accept and OPF from
a losing agency.

Displays the Preference Web page where user can set
general setting such as default forms list shown on
search page and the number of rows to return in a
result set. The workflow tab is only enabled if you
have workflow access.

Logs you out of the eOPF. See Logging out of eOPF
for more details.
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Managing Your eOPF Password

Password Policies

Passwords are used in conjunction with a eOPF ID to gain access to eOPF.
eOPF passwords must adhere to the requirements defined by the
administrator. The following password restrictions can be enabled by the
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., !, @, #, $, %, " &, *,

(COIEIE U8 O P AP TR PR SR SIRNY )

= Password expiration period

For example, your eOPF passwords can be set to expire every 90 days.
When your password expires, you will be forced to select a new one the
next time you log in before proceeding with any other functions. The
system may also be configured to require you to reset your password the
first time you log into eOPF and after an administrator resets your
password.

Note:

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

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.

To Change Your Password:

1. From the eOPF Welcome page, click the | Change Pud

Change Pwd button.
The Change Password page displays.
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This figure displays the Change Password page.

a e0PF - Change Password - Microsoft Internet Explorer

v

My eOPF
Search eOPF

Change Password :

Allow user to changes Password.
(hange Email

Emergency Data 0ld Password: | |
Change Pwd

New Password: | |

Preferences

Verify Password: | |

ey (e

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

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

5. Click the IMLLLSE 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:

e Passwords cannot be reused for a number of iterations.
e 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(!,#,$,%,*).

e Passwords must not contain identical, repetitive characters.
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ERROR! REFERENCE SOURCE NOT FOUND.

Resetting Your Password

If you forget your password, eOPF has a facility to allow you to request
that your password be reset. This link will bring you to an eOPF
password reset request web page. This web page will prompt you for your
eOPF ID, eOPF email address of record, the eOPF home zip code of
record and a free text field to put in any contact information you chose.
When you select the “Reset Password” button the entries you made will be
compared against data in the eOPF employee information repository. If
all three entered values match the stored values then eOPF will send a new
password email to you. The email is sent to your email address of record
in the eOPF repository. Your email address of record is shown on the
eOPF Welcome Page after you log in successfully. Once logged into
eOPF you can change this email address if required.

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

To Request a Password Reset:
1. From the eOPF Web Login page, click the ‘Forgot your

password?’ link.
The Reset Password Request page appears.
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The following figure displays the Reset Password Request page.

3 Reset Password Request - Microsoft Internet Explorer |Z||E||E|

Reset Password Request

€0PF ID: | |

Email Address of record in eOPF: |

Home Zip Code of record in eOPF: | |

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

Message:

e oy

|£

":} Local intranst

2. Typeyour eOPF Logon ID in the eOPF ID field.

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

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

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

3. Click the Submit button.

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

3 Reset Password Request - Microsoft Internet Explorer

Reset Password Request

Your password reset request has been submitted for processing.

Click here to refurn to logon page.

‘-j Local intranet

I@’] Dane

Note:

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

Note:
You can exit the Reset Password Request page by clicking the

Y . el button.

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.

To Change Your Email Address:

1. Click the Change Email button.
The Email Address page appears.
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The following figure displays the Email Address page.

e0PF - Change Email - Microsoft Internet Explorer

Help FAQ

My eOPF
Search eOPF

Email Address :

Change Email

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

Emergency Data

Preferences

Logout
L) Your Email Address: |Joe.Ela:3|c@test.cum

iy i

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

3. Click the IMLLME Update button.

The eOPF Welcome page appears with the updated email address
displayed.

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

‘Welcome to eOPF - Microsoft Internet Explorer

Help

My e0PF Welcome to the eOPF System

Search eOPF o
Introduction:
Workflow

Change Email The e0FF 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
Change Pwd questions concerning the technical aspects of the eOPF, email the eOPF
administrator at eOPFAdmin@agency.gov.

Emergency Data

App Admin

| User Admin Questions concerning specific personnel actions should be sent to the appropriate HR
[ Systen Admin representative.

Create SF 75 Custom Link

Print Folder

o User Info:
=3 Email: demo.test@integic.com
Emergency Data last updated on:4/7/2004
Pwd Adi.in Password will expire in: 10 day(s).

Rep ts

Transfer
Preferences

Logout

|E4

= NP
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Note:

You can exit the Change Email page by clicking the T -
Cancel button and return to the eOPF Welcome page.

Viewing and Updating Emergency Data

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

To View and Update Emergency Data:

1. Click the Emergency Data button.
The Emergency Contact Information page appears.
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The following figure displays the Emergency Contact Information
page.

=8 eOPF - Emergency Data - Microsoft Internet Explorer

SPEC
Help | FAQ

e Emergency Contact Information :

Search eOPF
:’ kﬂe ENTRY OF THE FOLLOWING INFORMATION IS VOLUNTARY.
orkriow

Change Email

| [———— Disclosure Statement: This information may be used to notify the individuals of your choice should you be taken il
or injured during work. This information will be available to your supervisor and Human Resource personnel for emergency

_fh““ Pwd use only. This information is not to be used for any other purpose. A log is kept showing any time this information is viewed
| App Admin and or changed. Only the individual employee is authorized to change this data.
[ User Admin
| System Admin L S
Create 5F 75
User Info :
Print Folder
Last Name : LASTHR First Name : SPECIALIST Initials : INT
Batch Print
Reports SSM:  111-11-1111 Last Updated:  4/7/2004 i
Pwd Admin Home Address: 123 Work Address: (14700 Avion PKWY
Transfer e T ’— City:  |Chantilly
Preferences
ot City: |Washington State(Country:
ogou
State/Country: |DC Zip/Postal Code: 22151
Zip/Postal Code: 90293 EIpEmRET
Notify First: Notify Second:

S Cra— wwme: a

ﬂ Done ‘_g Local intranet
2. Edit the desired fields and click the S 5,1y
button.

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

Note:
You can exit the Emegency Contact Information page by clicking the

WY Cancel button and return to the eOPF Welcome page.

Changing Your Preferences

The eOPF application allows users to set specific preferences when using
the application. There are two 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 a message
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is displayed indicating you do not have access when you try to access the
workflow preference tab.

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

<3 Workflow Settings - Microsoft Internet Explorer I._||E|E|
s s e ——————————— =
General Workflow
8 Workflow Preferences :
ROELLY Bl You do not have access to Workflow
Search eOPF | =
r——
Emergency Data
: Max. Humber of Workflow ltems to Display:
Change Pwd T——
Preferences
logout
st
| ¥
@J‘l H Local inkranet

From the General Preferences tab, a user can set the default forms list that
is provided on the Search Page, the number of rows to display in a result
set and which columns to display in the result set. The number of rows is
relevant to HR Specialist 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 will probably exceed three
hundred forms.

To Change Your Preferences (General):

1. Click the Preferences button on the eOPF

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

; General Settings - Microsoft Internet Explorer

| General | Workflow |

My eOPF Preferences - General Preferences :

Search eOPF IPPLY I' m——— a

Workflow
Change Email Humber of Rows per Page (Display):
Emergency Data

Change Pwd

O Common Forms

Select Default Search Option (Forms): © anlForms
User Admin O Agency Forms
: System Admin

LERERTS Select Results Display (Folder): Lastliame

Print Folder First Name

Satcilbni Form Number Form Description
L Type Description NOA Code 1

el Select Results Display (Document): NOA Code 2 Side by Side
frandte Create Date Side

C Exception Comment D Print

Logout

Section 508 Compatibility:  [] Folder / Document Display

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

3. 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 federal forms. Agency
Forms produces a list of forms that are owned by the particular
agency you are a member of.

4. Select which fields you’'d like to see in the results display
(folder level)
The choices are: The options are SSN, First Name, and Last Name

5. Select which fields you’'d like to see in the results display
(document level)
The choices are: The options are Form Number, Form Description,
Type Description, NOA Code 1, NOA Code 2, Side by Side, Create
Date, Side, Exception Comment, and Print.
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6. Check if you'd like to have folder/document display
compatible with Section 508 standards.
When enabled, instead of drop-down actions for folders/documents,
they will be displayed in cells that can be accessed by using the
keyboard. Uncheck to re-enable the drop-down actions.

7. Click the el 7 o1y button.

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

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

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

a General Settings - Microsoft Internet Explorer

| General I Workflow |

SR Pr refere :
Search e0PF Seftings updated. Some of these settings will take effect next time you log into e0PF.

Workflow S st

Change Email

Emergency Data Number of Rows per Page (Display):
L OCummun Forms
App Admin
-IJ Ndmi Select Default Search Option (Forms): © AnForms
I =L OAgency Forms
System Admin
Create 5F 75
5N Last Name
Print Folder Select Results Display (Folder):
First Name
Batch Print
Reports Form Mumber Form Description
Pwd Admin [] Type Description NOA Code 1
Transfer Select Resultz Display (Document): NOA Code 2 Sicle by Side
Preferences Create Date Side
Logout Exception Comment [ print

Section 508 Compatibility: [ | Folder / Document Display

To Change Your Preferences (Workflow):
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1. Click the Preferences button on the eOPF

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

The following figure displays the General Preferences page.

a General Settings - Microsoft Internet Explorer

[ ceneral | Workflow ]

Preferences - General Preferences :
My <OPF Settings updated. Some of these settings will take effect next time you log into e0PF.

seach O RS RSO 2T

Workflow

(hange Email Number of Rows per Page (Display):

Emergency Data

Change Pwd

O commen Forme

App Admin Select Default Search Option (Forms): © auforms
O Agency Forms
User Admin
System Admin
SSN Last Name
Create SF 75 Select Results Display (Folder):
Print Falder L
Batch Print Form Number [Form Description
Reports Type Description NOA Code 1
Puwd Admin Select Results Display (Document): [ NOA Code 2 Side by Side
Tiansier Create Date Side
Preferences
Exception Comment Print
Logout

ﬂ Done ‘_g Local intranet

2. Click on the Workflow tab.
The following page is displayed for workflow preferences.
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cencral | EETTEE |
Freferences - Workflow Preferences :

My el

hew i F0IE —
il sl 2
-

Champ [l

ias, Rumbar of Workiow Bema 1o Dapley: |21

[t oy Bt

Dirplay Drasass: | EOPF L
Dhsplay Tash: v
Wity b &
D ply InfaScunos: o

ineddna

Worklist Settings  Workitem Settings

(an &
[11n Bex [l Mermiad
CPending LIFa
[l titribastsan [ ey
[IFetch [ Retem Copy
Clowtstanding Copy | [ Provies

[ Comuplated

Note:
If you do not have workflow access the following page is displayed.

a Workflow Settings - Microsoft Internet Explorer

| General || Workflow |
My eOPF Preferences - Workflow Preferences :
Search eQPF You do not have access to Workflow

T
Change Email

Emergency Data
Change Pwd Max. Humber of Workflow ltems to Display: ‘:I

App Admin

User Admin

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

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

5. Click the ENEE Apply button.

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

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

a Workflow Settings - Microsoft Internet Explorer |Z||E|rg
L

General

Preferences oriHow Preference S—
Settings updated. Some of these setfings will take effect next time you log into
e0PF.

Workflow

Change Email

Emergency Data Max. Number of Workflow ltems to Display:

Change Pwd

[ .ﬂ.ppﬂ.dTin Display Process:
: User Admin Display Task: | v|
System Admin -
. Display InfoSource: | ' ‘
Create SF 75
Pri"_t EEINET Worklist Settings Workitem Settings
Batch Print
Reports All Al
Pwd Admin [ Box [ Normal
Transfer DPending OFvr
Preferences [ pistribution O copy
Logout [ Fetch [J Return Copy
o Outstanding Copy O Preview
[ Completed

<

‘_39 Local intranet
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Note:
To cancel and return to eOPF Welcome page, click the Cancel button.

Accessing Online Help

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

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

<2} Welcome to eOPF - Microsoft Internet Explorer

HR SPECL: UST

MyeOPF | Welcome to the eOPF System

Search e0PF -
Introduction:
Workflow

(hange Email The eOPF Systemn 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
Change Pwd have questions conceming the technical aspects of the eOPF, email the eOPF

= administrator at eOPFAdmin@agency.gov

I"_ Emergency Data

App Admin

User Admin Questions concerning specific personnel actions should be sent to the appropriate
T IE HR representative.

Print Folder Custom Link ...
Batch Print
Rens User Info:
Ermnail: hr.epecializt@test.com
No Emergency Data on record.
Transfer Pas=word will expire in: 25 day(s).

Pwd Admin

Preferences

Logout

‘.':J Local intranet

Accessing Frequently Asked Questions

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

2 Welcome to eOPF - Microsoft Internet Explorer

Helpj | FAQ

TRzl Velcome to the eOPF System

Search e0PF =
Introduction:
Workflow

Change Email The eQPF 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
Change Pwd have questions concerning the technical aspects of the eOPF, email the eOPF

= administrator at eOPFAdmin@agency.gov

|| Emergency Data

[ App Admin

| UserAdmin Questions conceming specific personnel actions should be sent to the appropriate
| Greatesk s HR representative.
Print Folder Custom Link ... =
Batch Print
oon User Info:
Email: hr.zpecialist@test.com
No Emergency Data on record
Transfer Paz=word wil expire in: 25 day(=).

Pwd Admin

Preferences

Logout

‘.'j Local intranet

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

e Definition of the eOPF solution

Frequently asked questions and answers

What’s new

Discuss technical issues

How to contact eOPF support; and

General information about eOPF solution access

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.
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Note:

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

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

‘2 Welcome to eOPF - Microsoft Internet Explorer

Tl \Velcome to the eOPF System

el B 1troduction:
Workflow
Change Email The eOPF System contains electronic copies of the documents that make up your
Official Personnel File. Your eOPF may not contain copies of all documents that
: were created, as many of these documents have not been scanned in yet. If you
Change Pwd have questions concerning the technical aspects of the eOPF, email the eOPF
= administrator at eOPFAdmin@agency gov

Emergency Data

[ App Admin

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

Print Folder Custom Link ..
Batch Print

e User Info:
7 Emnail: hr.epecialist@test.com
Ped Admin No Emergency Data on record

Transfer Pazzword will expire in: 25 day(s).

Help | FAQ

‘a Local intranet

To Log out of eOPF:

1. Click the Logout button.

A log out confirmation page displays.

The following figure displays the log out confirmation page.

Microsoft Internet Explorer rz|

9
.\_./ Do you want to Logout of eQPF?

oK |[ Cancel ]

2. Click the J OK button to logout of eOPF and
automatically close the browser window.

Chapter 3: Getting Started with eOPF 33



-OR-

Click the Cancel button to return to eOPF and
continue work.
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Part Il - HR Functions

The following chapters cover HR Functions in the eOPF solution and relate to all HR
personnel accessing the eOPF solution.
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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.

Once logged on to the eOPF solution you can click either the My eOPF
button to access your OPF information or Search eOPF button to access
your reporting employees. With the My eOPF option, you will see a
listing of all documents stored in your OPF listed by effective date of the
document. If you choose the Search eOPF option, you see a filtering
mechanism to list eOPFs based on your search criteria.

Viewing Your Own OPF

To view all contents of your eOPF in order by effective date of the
documents, click on My eOPF. After clicking My eOPF, you see the
Folder page, which displays a single row representing your eOPF folder
and all the documents within.

The following figure displays the My eOPF Results page.
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a 20PF - My a0PF - Microsoft Internet Explorer F|T|r|:F_| r-_|E| 2

FIRST10040 LAST1000

Help | FAQ
My e0Pf: FIRSTLO000 LAST1000
View with e
Action| SSH Latest Eff. Date |POID | Org Code Actity Code
= !ﬁbbﬂ»lﬂw 03/31/2008 TRE :!I! A
102 documen(s) retumed.
Prev 1234567 Next
=An:|nn Effiectne Date | Form Descrption Type | Sides
O |canzracos |.|w\ |mmm\¢ | Permanent
@ |omi7/2005  |RECOMMENDATION FOR RECOGNITION  |APRLICATION Burmanert |
0 02/17/2003 |AM |mnumkam [Tlmllﬂl\‘ |
oes RECORD OF PEASONNEL SECUAITY " e
Q |ozrosrzoos INVEETIGATION AND CLEARANCE BEEECH Pt
o | FOR |Am'nan [Plnnlncnk |
Q) |ozoz1384  |NOTIFICATION OF PERSCHNEL ACTION EI"‘:"EC”C" CF CURRENT CPOF | oy manant
0 02/02/1984 |mIFlmIMQmeNELACTION |mm.m# [Plnnlnlnt |
@ [omoz1384  |NOTIFICATION OF PERSOHNEL ACTION CERCH AR
i
Q) |oz0ar1884 Im.u oF AcTion |SoK OF CURRINT CEGF [Plnnlncnk |
@ |owoz1ses  [NOTIFICATION OF PERSONNEL ACTION | CAREER ARPT Burmanent
0 02/02/1984 |mIFlmIMQmeNELACTION |mm.m# [Plnnlnlnt |
@ [omoz1384  |NOTIFICATION OF PERSOHNEL ACTION CERCH AR
O |caoanisrs | POCUMINTATION oF Riviw FoR 583, |aasrrs Fa— |
oF tany
@ |owozisrs  [noTIFICATION OF PERSONNEL ACTION Sroy |[ESION GRACDITIGNTO | pyrmanent
VA LITTER CORTIFYING 0% CR MORE
0 02/02/1973 DEGABILITY COMPENSATION FOR |Amhl§ﬂ‘ SUPPORT [TIMIII'II\‘ |
Prev 12345 6 7 Next
=i - Ter—

From the My eOPF Results page you can access:
o [kad Open Open your eOPF,
o L) Show AlDoss  Access Show All Docs page and features,

#=|| Emergency Data .
. aEney Access your emergency contact info,
o i ViewCareerBrEl access your career brief (if enabled),

o [ cipFolder pccess clip folders associated your eOPF, or

o .
o “a VEWPDQ Access Position Description (if enabled).

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.

a 20PF - My a0PF - Microsoft Internet Explorer F|T|r|:F_| r-_|E| 2

FIRST10040 LAST1000

Help | FAQ
My 20PT: FIRSTLO000 LAST1000
View with e
Action| SSH Latest Ef. Date |POID | Org Code Acthity Code
L} !ﬂbbﬂ»lﬂw 03/31/2008 TRE :!I! A
102 documen(s) retumed.
Prev 123456 7 Neat
=An:|nn Effiectne Date | Form Descrption Type | Sides

O |canzracos |.|w\ |mmm\¢ | Permanent
@ |omi7/2005  |RECOMMENDATION FOR RECOGNITION  |APRLICATION Bwmanet |
0 02/17/2008 |AM |mnumkam [Tlmllﬂl\‘ |

08¢ RECORD OF FEASONNEL SECURITY " e
Q |ezroaizens INVEETIGATION AND CLEARANCE BEEECH Pt
o | FOR |Am'nan [Plnnlncnk |
Q) |ozoz1384  |NOTIFICATION OF PERSCHNEL ACTION EI"‘:"EC”C" CF CURRENT CPOF | oy manant
0 02/02/1984 |mIFlmIMQmeNELICTION |mw [lelnlnt |

02 - RECREATION OF
Q |oz0z1984 Irlo'r(Flcnnou OF PERSOHNEL ACTION |oFn cror Recor
Q) |oz0ar1884 |neT oF AcTion |SoK OF CURRINT CEGF [Plnnlncnk |
@) |om02/1384  NOTIFICATION OF PERSONNEL ACTION | CAREER ARPT Burmanent
0 02/02/1984 |mIFlmIMQmeNELICTION |mw [lelnlnt |

02 - RECREATION OF
@ |omouises  (NoTIFICATION oF PeRSONNEL AcTION | RECREATIOH OF R
O [c@oanen |ooouu(m.r:g: OF REVIEW FOR TI0%, |aasrrs [km“m |
@ |owozisrs  [noTIFICATION OF PERSONNEL ACTION Sroy |[ESION GRACDITIGNTO | pyrmanent

VA LITTER CORTIFYING 0% CR MORE
0 02/02/1973 DEGABILITY COMPENSATION FOR |AmNBﬂ‘ SUPPORT [Tlm.ll'll\‘ |
Prev 123456 7 Next
=

Note:

Each time an eOPF document is viewed by you or any other individual,
the event is logged electronically.

To View an eOPF Document Using “My eOPF”:

1. Click My eOPF on the eOPF main menu.
The Search 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.

Chapter 4: Viewing Documents 39



Note:

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

3. From the Search Results page, search for and locate the
eOPF document you would like to view.

If you have many documents, you may need to search
multiple result list pages.

4. Click the & Action icon of the corresponding to the
document you want to view and select the [ 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 to navigate through the document.

6. When you are finished, click the L2 Close button in the
upper right corner of the document viewer window to close
the viewer window.

Searching for an eOPF

eOPF was designed to give you maximum flexibility in searching for
personnel documents. HR users can search and retrieve documents for an
individual employee by entering the SSN, employee ID or the employee’s
name. HR users can refine the search with other parameters, such as
document effective date, form type, or form name, which can be effective,
if users are trying to retrieve a specific document.

A more expansive list of documents from multiple eOPFs can be retrieved
by using search criteria such as: PO ID, Activity Code, or Org Code. To
enhance the usability and performance of eOPF, users should refine the
search to minimize the number of search results. To facilitate system
performance, eOPF has a default limit of 1,000 documents for the search
result. However, this default setting is configurable and can be modified
by the eOPF administrator.

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 will provide the entire list of all forms defined in
the eOPF repository. “‘Agency’ option will list only forms that are specific
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to the agency in which you are an active employee. Your default setting
can be set in user preferences.

Note:

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

Searching for Folders

You can restrict your search for an eOPF folder by entering several criteria
on the Search Folders page. You may also search for empty folders by
checking the “Include Empty Folders” checkbox.

To Search for an eOPF:

1. Click the Search eOPF button from the main menu on the
eOPF application to open the Search Folders page.
This page allows you to query by fields such as SSN, Last Name,
Activity Code, and Organization Code.
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This figure displays the Search Folders page.

3 e0PF - Search Page - Microsoft Internet Explorer

SPECIALIST LASTHR

Help | FAQ
Search Folders : (HR Specialist)
My e0OPF
Search eorp_[lIFSERRCH= =™ Y LEAR = RS
Workflow
PO ID Org Code Activity Code
(hange Email | | | | |
B ¢y Dat
AL oo Employee ID NOA Code 1 NOA Code 2
CETOTH | | | | |
| S Anp Adriin Last Name First Name Query Package
L | | s
| System Admin
Create 5F 75
Print Folder Form O commen Forms @ &l Forme OAgency Forms
Batch Print |AII v|
Reports Ty'pe
Pwd Admin | Al v|
Transf
MLLB  Folder Sides [ISelect Al
Preferences
Logout
Temporary D Performance D Overseas D Training D General Admin D Restricted D Deleted
Permanent |:| Merged D owcP |:| Commendatory
Create Date Start Eff. Date End Eff. Date
| =2 | ="
[Jinclude Empty Folders
il i ——— v
él Done ‘_.g Local intranet

2. Onthe Search Folders page, enter your choice of one or
more of the following fields: SSN, Form/Type, Last Name,
First Name, Employee ID, NOA Code, Create Date, Start Eff.
Date, End Eff. Date, PO ID, Activity Code, Org Code, and/or
Folder Section. You may also search for empty folders by
checking the ‘Include Empty Folders’ checkbox.

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 will provide the entire list of all forms defined in
the eOPF repository. “‘Agency’ option will list only forms that are specific
to the agency in which you are an active employee. Your default setting
can be set in user preferences.
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Note:

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 then chose the “All Forms”

choice.

The following table describes the search fields on the eOPF Search

Folders page.

Field

Description

PO ID

Activity Code

NOAC 1&2

Org Code

SSN

Query Package

Employee ID

Use this field to retrieve users by PO ID. This field
supports wildcards, such that if you put in part of a PO
ID code plus the ‘%’ character, it will return all valid
PO IDs matching that portion. (For example, entering
‘A%’ will also return PO ID’s AA, AB, AC, etc.)

Enter an activity code in this field to retrieve eOPFs by
Activity Code. This field supports a wildcard, such
that if you put in part of an Activity Code plus the ‘%’
character, it will return all valid Activity Codes
matching that portion. (For example, entering ‘A%’
will also return Activity Codes AA, AB, ABA, etc.)

Use this field to retrieve documents by Nature of
Action Code (NOAC). This field supports a wildcard,
such that if you enter part of an NOAC plus ‘%’
character, it will return all valid NOACs matching that
portion. (For example, entering ‘1%’ will return
NOACs 101, 130, 170, etc.)

Enter an organization code in this field to retrieve
eOPFs by Org Code. This field supports a wildcard,
such that if you put in part of an Org Code plus the
‘9%’ character, it will return all valid Org Codes
matching that portion. (For example, entering ‘A%’
will also return Org Codes AA, AB, ABA, etc.)

Enter the entire social security number of the person
whose documents you wish to retrieve either with or
without hyphens.

Query Types are created using the App Admin
functionality of eOPF. EOPF administrators and those
with access to the App Admin can create custom
Query Types of commonly searched groups of
documents, which are referred to as Form Packages.

Enter the entire employee identifier of the person
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Field

Description

Last Name

First Name

whose documents you wish to retrieve either with or
without hyphens.

Enter the last name of the person whose document you
wish to retrieve. You can use partial names plus the
‘%’ character as search parameters and the system will
automatically use that partial name as a “wildcard”
and filter based on all last names beginning with the
partial name entered.

Enter the first name of the person whose document
you wish to retrieve. You can use partial names plus
the ‘%’ character as search parameters and the system
will automatically use that partial name as a
“wildcard” and filter based on all first names
beginning with the partial name entered.

“Include Empty Folders”

checkbox

This allows you to list folders that have no documents
in them. This may be the result of a new employee
being added to the eOPF repository.

3. Once you enter the date into the search fields you want to

use, click the W Search button.

The Search Results page appears.

The following figure shows the Search Results page.

3 e0PF - Search Results - Microsoft Internet Explorer

My eOPF
Search e0PF
Workflow

Change Email
Emergency Data
[han;e Pwd

B App Admin
?ser!dm'm
S'rst:mﬁudm\'n
Create SF 75

Print Folder
Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

Reason: v Annotation: | View documents with annotations v
Only the first 30 folder(s) are returned. Please refine your search criteria.
Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code HEL Faliler
Code Status
) |103-09-3102 ABDULNOUR ABRAHAM D 03/01/2004 TRE X A ACTIVE
) |107-38-2107 ABERANT THOMAS R 01/11/2004 TRE X A ACTIVE
) |109-38-1109 ABOW STEVEN E 01/11/2004 TRE X A ACTIVE
D |111-37-1111 ACASIO ROBERT A 03/01/2004 TRE X A ACTIVE
o) |113-30-2113 ACCETTA KATHLEEN 01/11/2004 TRE X A ACTIVE

4. Click on the < Folder Action icon to the left of the folder
you would like to view and select the '/ 0pen Open option
to display the documents contained in the chosen folder.
The Document List displays for that folder.
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-OR-

Click the ML Show All Docs button to list all
documents in all folders listed that meet the search criteria.
When documents are displayed, the Print function is activated.

If you open a folder, the Document List displays all documents within
the selected folder. The following figure shows an opened folder and
the corresponding Document List.

20PF - Search Results - Microsoft Internet Explorer

EEEED

My <OPF Reasgn:! Annual Review - H !View documents with annotations b
e W oo
Workflow
Change Email
Only the first 30 folder(s) are returned. Please refine your search criteria,
Emergency Data A
. ctivi Folder
Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code 15
Change Pwd Code Status
= g ~
App Admin |_) |ooo-0o-0100  |LAST100 FIRST100 06/16/2004 1 APXL 1 ACTIVE =
User Admin —_ b
p| = |ooo-00-1000  |LAST1000 FIRST1000 03/31/2005 TRE AH A ACTIVE
System Admin -
i |Z) |000-01-0000 | LAST10000 FIRST1000 02/02/2003 1 2B 1 ACTIVE
Create SF 75
Print Folder 2 |ooo-0i-0003  |LasTioo03 FIRST10003 03/11/2004 1 AE 1 ACTIVE
Batch Print ) |ooo-01-oooa LAST10004 FIRST10004 03/11/2004 1 AB 1 ACTIVE 3
Reports
Pud Admin 102 document(s) returned for: LAST1000, FIRST1000
Traniter Prev123456 Next
.| Side B = q NOA Code |NOA Code 2 Excepti
Preferences Action Side Y| Eflective Date | Form Number | Form Description Type 1 Side Comrﬂe
Logout -
(4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent &
[4] 02/17/2005 AnA Ana ADMINISTRATIVE 962 Temporary
(4] 02/17/2005 AR Ann ADMINISTRATIVE 262 Parmanent
RECORD OF PERSONNEL SECURITY
fos/
Q9 By |o0zr08/200s AF 2584 B R T EXCEPTION Temporary
(4] 06/23/2004 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permansnt
RECREATION OF
o2/
(4] Gy |ozr02/13984 3F 50 NOTIFICATION OF PERSONNEL ACTION | RECEERTION OF o 003 Permanent
RECREATION OF
(4] Y, |oz/0z/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | ECRERior OF | opr | 005 Parmanant
(4] Gy |ozr02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SORRECTION OF CURRENT | og7 Permanent
Q Gy |o2/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SORRECTION OF CURRENT | ooz Parmanant u
[4] Gy |o0z/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
9 Y, |oz/02/1384 SF 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
(4] Gy |ozroz/1se4 SF 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent .
APPLICATION TO ESTABLISH ELIGIBILITY
(4] 02/02/1973 csc 492 R COTERSIoN TO CARLeR APPOINTMENT SUPPORT Temporary 3
< >
— — v
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The following figure displays the Show All Documents page.

3 e0PF - Document - Microsoft Internet Explorer

\ 102 documents returned.

My <0PF
Search cOPF

T oo el sz i) it il
Change Email Wi—' NCHECEE

Emergency Data

To print a documentis), click on the checkbox to selectideselect and then click on the Print Single Sided or Print Double Sided button

Change Pwd
= Last Name First Name Eicin Form Number| Type o Side S Create Date | Print Erleg

|
“App Admin Date Code 1 Comment Status
| User Admin O |tasTio000 FIRST1000 02/17/2005 |AF 1001 APPLICATION Permanent 02/17/2005 |Single |ACTIVE
System Admin O |iasTiooo FIRST1000 02/17/2005 |AAA ADMINISTRATIVE 352 Temporary 02/17/2005 |Single |ACTIVE
Create SF 75 [0 |uasTiooo FIRST1000 02/17/2005 |AAA ADMINISTRATIVE ELES Permanent 02/17/2005 |Single |ACTIVE
P”"L Folder [0 |tasTio000 FIRST1000 02/08/2005 |AF 2584 EXCEPTION Temperary 02/08/2005 |(Single |ACTIVE
Ll [0 |asTiooo FIRST1000 06/23/2004 |AF 1001 APPLICATION Parmansnt 06/22/2004 |Single |ACTIVE
RECREATION OF
Trd hdmn [ |iasTi000 FIRST1000 02/02/1884 |SF 50 RESUBNISSION TE & PO 60 Parmanen t 02/09/2004 |Single |ACTIVE
Transfer RECREATION OF
[] |LasTicon FIRST1000 02/02/1384 |SF 50 RESUBMISSION OF A CPDF | 005 Permanent 03/09/2004 |Single |ACTIVE
Preferences RECORD
Logout [ |iasTiooo FIRST1000 02/02/1384 |SF 50 ConBECh B ORIGUIREN 7 Parmanen t 03/05/2004 |Single |ACTIVE
[0 |easTiooo FIRST1000 02/02/1984 [SF 50 CORREION OB GUREENT o7 Permanent 03/09/2004 |Single |ACTIVE
O |iasTiooo FIRST1000 02/02/1384 |SF 50 CAREER APPT 100 Permanen 13 03/09/2004 |Single |ACTIVE
[] |LasTicon FIRST1000 02/02/1384 |SF 50 CAREER APPT 100 Permanent 03/03/2004 |Single |ACTIVE
[0 |easTiooo FIRST1000 02/02/1984 [SF 50 CAREER £POT 100 Permanen t 02/09/2004 |Single |ACTIVE
[0 |asTiooo FIRST1000 02/02/1973 |CSC 493 APPOINTMENT SUPPORT Temporary 03/09/2004 |Single |ACTIVE
[0 |iasTi000 FIRST1000 02/02/1973 |CsC 493 APPOINTMENT SUPPORT Temporary 03/03/2004 |Single [ACTIVE
[0 |LasTicoo FIRST1000 02/02/1973 |CSC 493 APPOINTMENT SUPPORT Temporary 03/03/2004 |Single |ACTIVE
[ |LasTio00 FIRST1000 02/02/1873 |CSC 617 APPGINTMENT SUPPORT Temporary 03/09/2004 |Single |ACTIVE
‘ [0 |easTioo0 FIRST1000 02/02/1972 |CSC 617 APPOINTMENT SUPPORT Temporary 02/09/2004 |Single |ACTIVE
‘ [ |rasTio00 FIRST1000 02/02/1973 |CsC 618 APPOINTMENT SUPPORT Temporary 03/09/2004 |Single |ACTIVE
O |asTiooo FIRST1000 02/02/1973 |CSC 618 APPOINTMENT SUPPORT Temperary 03/09/2004 |Single |ACTIVE
[0 |iasTio00 FIRST1000 02/02/1972 |CSC 618 APPGINTMENT SUPPORT Temporary 03/09/2004 |Single |ACTIVE
[1 |iasTic00 FIRST1000 02/02/1573 |DG 33 APPOINTMENT SUPPORT Temparary 03/09/2004 |Single |ACTIVE v

|

Note:

The global setting Max Folders to View can be changed to reduce or
lengthen the list of folders found that met all search criteria. It is treated
as a cutoff point. If you have 10 folders that meet the search criteria, but
the Max Folders To View is set to five, then only the first five folders are
accessible. This setting is a global setting controlled by the administrator.
Typically, the default setting is set to a maximum of 30 folders.

Searching for Folders by Last Name and/or First Name

You can search eOPF folders by last name and/or first name using the
Name Search button.

To Search for Folders by Name:

1. On the Search Folders page, enter all or part of the Last
Name and/or First Name fields and then click the

W Name Search button.

The search results grid displays.
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This figure shows search results from entering “Last1000%” in the
Last Name field.

S5H Last Hame First Hame Org Code
() 000-00-1000 LAST1000 FIRST1000 AH

() 000-01-0000 LAST10000 FIRST1000 AB
() 000-01-0003 LAST10003 FIRST10003 AB
() 000-01-0004 LAST10004 FIRST10004 AB
() 000-01-0005 LAST10005 FIRST10005 AB
() 000-01-0006 LAST10006 FIRST10006 AB

2. Select the Name of the employee by clicking the

corresponding radio button and click the i
Select button.

The Search page is refreshed and the SSN, first name, and last name
fields are populated with the selected employee data.

3. Click the IR scarch button,

The Search Results page appears.

The following figure displays the Search Results page.

1 folder(s) returned.

Activity Faolder

Action | SSN Last Name First Name Latest Eff Date | PO 1D Org Code Code Status

) |000-00-1000 LAST1000 FIRST1000 03/31/2005 TRB AH A ACTIVE
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4. Since your search results only brought back one folder,
the resulting folder is opened in the document list below.
The following figure displays the Search Results page.

02 document(s) returned for: LAST1000, FIRST1000

Amnxﬂy ErsnebEs T e || S v

I S S S N =
RECORD OF PERSOMNMEL SECURITY
RECREATION OF
02/02/1984 SF 50 MNOTIFICATION OF PERSONNEL ACTION Peai it
L,
il T N
L&
4
02/02/1984 SF 50 NOTIFICATION OF PERSOMNNEL ACTION CAREER APPT m-
La
ok
N R R T T e Y S N
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Searching for Documents by Query Package

You search for specific documents within a folder or across folders using
the Query Package field on the search interface.

This figure displays the Search Folders page with the Query Package
field circled.

a e0PF - Search Page - Microsoft Internet Explorer

SPECIALIST HR

Help | FAQ
Search Folders : (HR Specialist)
My e0PF
search egpr_ | STRGT== TR oA
Workflow
PO ID Org Code Activity Code
Change Email ‘ | ‘ | | |
E cy D
bl S 2 Employee ID NOA Code 1 NOA Code 2
donse? M | N N |
Anp Rdmin Last Name First Name ery Package
e g || |
System Admin
Create SF 75
Print Folder Form O Commen Forms @ All Forms: OAgency Forms

Batch Print ‘AII

Reports Type
Pwd Admin ‘All

Transfer .
Folder Sides [Select Al
Preferences
Logout

Temporary |:| Performance |:| Overseas DTraining D General Admin |:| Restricted |:| Deleted

Permanent D Merged D owce D Commendatory

Create Date Start Eff. Date End Eff. Date

| | EH | | B | | = h
[JInclude Empty Folders

Ity (i (e

‘_\'9 Local intranet

Query Packages are created using the App Admin functionality of eOPF.
eOPF administrators and those with access to the App Admin will create
custom Query Package types for commonly searched groups of

documents, which are referred to as Form Packages in the App Admin
module of eOPF.

For example, if an HR user queries SF-50/52’s frequently, a query
package can be created that allows the user to select that query type

from the drop-down list in the search interface. This process
streamlines the query process.
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To Search for Query Packages:

1. From the Search Folders page, enter the SSN of the
employee for whom you are searching.

2. Select a Query Package from the drop-down list.

3. Click the W Search button.

The Search Results page displays.

4. From the Search Results page, click on the = Folder
Action icon and select the &/ 0pen Open option to display
the documents contained in the chosen folder in the
document result list.

The following figure shows the search results from selecting
SF50/SF52 from the Query Package.

/2 eOPF - Search Results - Microsoft Internet Explorer

Help | FAQ

Hesson: ' View enis with i ~
o 8l
1 folger(s) returned.
] 3 | | Actiity | Folder
N:llunISSN Last Mame First Hame !Luesl Eff. Date | PO 1D EDlg Code | Cods Sialus
) [0oe-0o-1000  |LaSTiooS FIRET1000 loarasrznos TR . |a ACTIVE

returned for LAST1000, IR ST1000

Prev 1 Next

. |Side By |Effectve | Form - HOA  |NOA | . Exception
Action|cls " Ioais > | Number | PO Descriptizn Type Code 1 | Goda 2 | 5% Commant | Creste Dale
E I B RECREATION OF ]
| y |ummsru 530 [nominication or pusowmis acrion | RECREITIONSE | foos |e«mam | |o:wu.r=om
— . o " so ou | RECREATION OF srraren r
02/02/1984 -_F 50 .I. OTIFICATION OF PERSOMNEL ACTION I. | AEBUBMIESICH OF A -ED5 P 13 03/09/2004
| i Iwnzusu EF 30 | ROTIFICATION OF PERSCHNEL ACTICH |'='='“"“=“°‘" o |07 |

CURRLRT CROF FILE |ozmmom

CORRECTION OF

0L AcTiom [ e “

|elcl elelcle|olel ele
I|"'t‘rd'|‘9''t"r“'la"t‘rd'l‘“'

| ROTIFICATION OF PERSONNEL ACTION !miﬂ Appr .300 |
| WOTIFICATION OF PEREOHNEL ACTION | CAREER APPT |10 08/ 200
| iy |D2J’U?11§M 5550 ROTIFICATION OF PURGONNIL ACTION |c-nr.rr! arOT {100 | |01"H‘J|"EQM
02/02/1973 |SF30 | NOTIFICATION OF PERSOHNEL AcTIoN | RESUME o8 03/09/2004
| o Inynz.rm?a -ﬂ E .nom:aﬂnn OF PEREONNEL m‘ |“ -m | |0Nﬁ{MM
= Barmanant ICE e

Viewing an eOPF Document

After you locate an eOPF, you can view and/or print a document(s) within
the folder. However, you must first enter a reason for accessing the
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document(s). A reason for viewing the document is recorded in the eOPF
repository and is tracked for auditing and reporting purposes.

Note:

Each time you view an eOPF document that is not your own, the action is
logged electronically capturing your eOPF ID, date/time, and reason for
viewing the document.

This section describes how to view documents from the Search Results

page, which displays the contents of a single eOPF. In addition, you can
view documents from the Show All Documents page, which displays all

documents found in all folders meeting your search criteria.

To View an eOPF Document:

1. Search for and locate the eOPF folder containing the
document(s) you want to view.
The Search Results page appears.

3 e0PF - Search Results - Microsoft Internet Explorer

Help | FAQ

Reason: | ~ Annotation:  View documents with annatations |

Only the first 30 folderis) are returned. Please refine your search criteria.
Activit Folder
Action | SSN Last Name First Name Latest Eff. Date | PO ID Qrg Code 4
Code Status
z ~
) |000-00-0100 |LAST100 FIRST100 06{16/2004 1 APX1 1 ACTIVE .
@ |ooo-00-1000  |LAsTio00 FIRST1000 03/31/2005 TRE AH A ACTIVE
= ) |000-01-0000  |LAST10000 FIRST1000 02/02/2003 1 AB 1 ACTIVE
Create SF 75
Print Folder & |ooo-01-0003  |LAsT10003 FIRST10003 03/11/2004 1 AB 1 ACTIVE
=) |000-01-0004 |LAST10004 FIRST10004 03/11/2004 1 AB 1 ACTIVE @
Preferences
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From the Search Results page, click on the = Folder
Action icon and select the &/ 0pen Open option to display
the documents contained in the chosen folder in the
document result list

This figure displays the Search Results page.

9

’3 e0PF - Search Results - Microsoft Internet Explorer

Help | FAQ
My <OPF Reasgn:! Annual Review - !\ | View documents with annotations ¥
e W oo
Workflow
Change Email
Only the first 30 folder(s) are returned. Please refine your search criteria,
Emergency Data A
¢ . \Civi Folder
Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code 15
Change Pwd Code Status
* - § ~
| App Admin |_) |o00-00-0100  |LAST1O0 FIRST100 06/16/2004 1 APXL 1 ACTIVE =
User Admin == 1
- p| = |ooo-00-1000  |LAST1000 FIRST1000 03/31/2005 TRE AH A ACTIVE
System Admin
- ') |o00-01-D000 LAST10000 FIRST1000 02/02/2003 ¥ AB 1 ACTIVE
Create SF 75
Print Folder 2 |ooo-0i-0003  |LasTioo03 FIRST10003 03/11/2004 1 AE 1 ACTIVE
Batch Print ') |000-01-0004 LAST10004 FIRST10004 03/11/2004 1 AB 1 ACTIVE 3
Pud Admin 102 document(s) returned for: LAST1000, FIRST1000
Traniter Prev123456 Next
.| Side B = q NOA Code |NOA Code 2 Excepti
Preferences Action Y| Eflective Date | Form Number | Form Description Type Side P!
Side 1 Comme|
Logout —
(4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent &
[4] 02/17/2005 ARA Ana ADMINISTRATIVE 962 Temperary
(4] 02/17/2005 AR Ann ADMINISTRATIVE 962 Parmanent
RECORD OF PERSONNEL SECURITY
fos/
Q9 By |o0zr08/200s AF 2584 B R T EXCEPTION Temporary
(4] 06/23/2004 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permansnt
RECREATION OF
o2/
(4] Gy |ozr02/1384 3F 50 NOTIFICATION OF PERSONNEL ACTION | RECEERTION OF o 003 Permanen t
RECREATION OF
(4] Ly, |oz/02/1084 SF 50 NOTIFICATION OF PERSONNEL ACTION | 2ECRERTio OF | opr | 005 Parmanant
(4] Ggy  |oz/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SORRECTION OF CURRENT | og7 Permanen t
Q Yy, |o2/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SORRECTION OF CURRENT | ooz Parmanant =
[4] By |oz/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APRT 100 Permanenl t
9 L&, |oz/oz/1384 3F 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
(4] Gy |o2/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permansnt =
APPLICATION TO ESTABLISH ELIGIBILITY
(4] 02/02/1973 csc 49z R COTERSIoN TO CARLeR APPOINTMENT SUPPORT Temporary 3
< | >
= = v

From the Reason drop-down list, select a reason for
viewing this document.

If you select Other as the reason, you must type an additional
description in the field provided to the right of Reason drop-down list.
You may also place text in the field for any selected reason. This text
will be stored.

Select whether you want to include annotations or not by
choosing an Annotation option located at the top of the
page.

The default setting is to include any public annotations on the selected
documents.
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Note:

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

5. Click the @ Action icon next to the corresponding
document you want to view and select the () view option

to view the document.
The document opens using Acrobat Reader in a new
window.

The following figure displays a sample document.

o et M et REQUEST FOR PERSONNEL ACTION

PART A - Requesting Office (Also complete Part B, ltems 1, 7-22, 32, 33, 368, and 39.)
4

EQFF TES
5. Action Requested By (Typed Mame, Tie, Signature, and Request Dase) B. Action Authorzed by (Tyoed Name, Tiie, Signature, and Cancurenoe Date)

OFF TEST3
PART B - For Preparation of SF 50 fUse only codes in FPM Supplement 292-71. Show all dates in month-day-year order.]

1. Mame iLast. First, Middiel 2. Social Securty Number 3. Date of Brth . Effective Date
Arma W | 111-11-1111 03712 /195E 03/11/2000

FIRST ACTION SECOND ACTION

5-A. Coda B5-B. Nature of Actian B-f. Code 6-B. NMatwe of Acton
Promotion BES test

6-C. Code B-D. Legal Autharity 6-C. Code &-D. Legal Authority

Reg

5-E. Code [5-F. Lagal Autharity B-E. Code|B-F. Lagal Autharity

7. TTiOM; Toaman Ti08 and Mambar I1 T T0: Toaltan Tie and Hurbar

6. If the document contains multiple pages, use the Next
Page and Previous Page buttons to navigate through the
document.

7. When you are finished, click the L&l Close button to close
this window.

button to return to the search window or select a new
document to view.
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Changing the Viewing Size of an eOPF Document

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.

@ fs% |- ® |
1600%:
S00%:
400%%:
200%:
150%%
125%
100%%
50%%.
25%
12.5%
8.33%

Fit in Window
Actual Size
Fit Width

Fit: Wisitle

3. To return to page size, select Fit in Window from the drop-
down list.

Annotating an eOPF Document

As an HR staff member, you may be given the authority by HR
Management to make notes on eOPF documents. eOPF has an annotation
feature to allow you to make notes on documents, which are preserved as a
layer that sits on top of the original document. The benefit is that the
document can be viewed or printed in its original state, or with the
annotations. Further, if multiple HR staff members make annotations,
each is saved as a separate layer, which preserves the information about
who added what information.
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Annotations are added separately to each individual page of a document.
Therefore, annotating multi-paged documents requires you to navigate to
each page and make the annotations for that page only.

eOPF annotations tools allow you to freehand draw, apply shapes, add text
annotations directly on the page, and use a highlighter. The individual HR
management teams will determine the scope and accessibility of the
annotations.

Note:

There are two classifications of an annotation: public and private. If you
designate an annotation as public, it can be viewed, edited and deleted by
anyone who views the document via the eOPF system. Private
annotations can only be viewed and/or edited by the user that created the
annotation and an eOPF HR Specialist.

Annotations should only be used to improve the legibility of the eOPF
document or as a note to a colleague in HR. Such notes might include
annotating corrected items on an SF-50 that were corrected by a different
SF-50. For example, a “002” correction is generated to change a specific
data element on an SF/50, however that action applies and corrects all
previous actions. The annotation feature can be used by HR staff to show
corrected data found on earlier SF-50s. Please adhere to current standards
regarding annotations of documents.

Note:

Since an annotation is considered a modification to an eOPF, you may not
add annotations on any documents that belong to your own OPF.
Annotations should be used sparingly and judiciously. HR users should
ensure that annotations, intended to be temporary, are suspended and
removed when no longer needed. Private annotations will not be viewable
by the employee, but may be provided to employees or employee
representatives during Discovery in litigation or appellate procedures.

To Annotate a Page in an eOPF Document:
1. Search for and open the desired eOPF document.

2. From the Reason drop-down list, select a reason for
viewing this document.
If you select Other as the reason, you must type an additional
description. You may type addition description for any Reason
selected.
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3. Open to Annotate by clicking the & Action icon of the
corresponding to the document you want to annotate and

selecting the L& Ametats joon option.
The ActiveView page appears.

The following figure displays the ActiveView page.

e0OPF ActiveView
| bl - | M P
Mew,,, Delete... | Cancel  Done Exif: First  Previous  Hext Last:
S 1) s #f:,‘m::':‘a;..‘;:‘,&’.'::w, 2R
Cursar ]ﬁ}'&."“’ L o e mx 8 Rarad e W Pt - ke Oy v,
0 Dl Forn sl madl Borw £ wd bon
R G e | T
A d;IT‘*ext TR SRR TR InAN R
This sk e auparedan al II'W‘NII L
Pencil
7 3 P -.:.«.mm::.'.w - -
Arrow = T i
v
Line
L
Highlighter
o [
Highlight: &rea
O
Circle
O
Sguare
[ ————
e T s s 3 B Al + - R -]
1 1 l_l

4. Click the New button.
The Private Annotation pop-up box appears.

The following figure displays the Private Annotation pop-up box.

e0OPFAVI

' ?/ will this annotation be private?

5. Select the Yes or No button (select Yes if you want the
Annotation to be private).
The ActiveView page reappears.
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Note:

You can exit the annotation mode at any time by clicking the
Cancel button. If you select Cancel, your annotations will not be saved.

6.

10.

11.

Select the annotation type of your choice from the tool list
shown in the following figure.

X;
Cursor
T:

Add Text

J

Pencil

Ve

Arrow

rd
Line
i

Highlighter

Highlight Area

O

Circle

O

Square

On the page, use your mouse to add the desired
annotation(s).

If you wish to add additional annotations with another tool,
repeat Steps 6-7 with the new annotation tool.

When you finish adding annotations, click the Done
button.

If you would like to add additional annotations to other
pages, navigate to the next desired page using the Next
Page and Previous Page buttons. Then, repeat Steps 6-7.

When you finish annotating the document, click the Exit
button to close the document view window.
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Note:

Access to add and/or delete annotations from a document is generally
restricted to a select group within HR.

Removing an Annotation from a Document

An eOPF user must have the appropriate permissions in order to add or
remove annotations on eOPF documents to preserve the integrity of the
data maintained in eOPF. This is generally restricted to a select group
within the HR staff and is not enabled for non-HR employees.

To Remove an Annotation from an eOPF Document:

1.

2.

Search for and open the desired eOPF document.

From the top of the Search Results page, select View
Documents with Annotations from the Annotations drop-
down list.

From the Reason drop-down list at top of Search Results
page, select a reason for viewing the document.

If you select Other, you must type a reason in the additional field to
the right of the Reason drop-down list such as “Removing an
annotation.”

Open to Annotate by clicking the @ Action icon of the
corresponding to the document you want to annotate and

selecting the L& Aot jogn,
The document opens in an ActiveView window.

If the document contains multiple pages, use the Previous
Page and Next Page buttons to scroll to the page that
contains the annotation(s) you wish to remove.

Click the Delete button, which opens a Delete Annotation
box below the viewer.
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The following figure displays the Delete Annotation box.

M anage Annotations

[ AnnotiD [Page [Name [CieateDate - :
p [302 [1 |[DEFAULT ADMIN_— [3416/2004 Delete Annatation
Dane

. ) Delete A i
7. Select the annotation, then click the iete Annotafion Delete

Annotation button and confirm the deletion when
prompted.

8. Click the Done button when multiple annotations exist and
not all annotations are being deleted.

The selected annotation(s) are now permanently removed from the
document.
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Chapter 5: Adding Documents

eOPF provides the ability to manually add new documents into the system
by either scanning paper documents or importing other electronic files into
the database.

Preparing for Scanning

Users can add new documents into the system via scanning. Before paper
documents are scanned, there are some preparation steps that should be
performed.

Preparing Documents

Document preparation is an essential part of the scanning process. In order
to be ready for scanning, documents must meet the following
requirements:

= All staples or other metal fasteners must be removed.

= Odd-sized documents; poor quality original documents (including
documents with multi-color ink and paper or documents with torn
edges) should be either photocopied or reduced.

= Any folds or irregularities should be straightened.

Setting Up a Scanner for New Scanning

If a new scanner has been added to the network or system, users must
setup the scanner configuration inside of eOPF. After setting the scanner
configuration, users may proceed with the scanning process.

To Configure a Scanner:

1. Search for the folder into which the new document
belongs using the eOPF Search Folders page. (See
Searching for an eOPF for detailed instructions.)

2. Select the reason from the Reason drop-down list for
working on the selected folder.

3. Click on the 2 Folder Action icon and select the ) Add Do
Add Doc option to add a new document to this folder.
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4. After the scanning interface opens, click Scan.
The Scanner Options window appears.

This figure displays the Scanner Options window.

Scanner Options

— Optionz
[~ 15IS Driver

v Show Scanner Interface
[~ Fommn Feeder [Multiple Pages)
[T Duplex Scanning

5. Check Show Scanner Interface and click the OK

button.
A list of scanners is presented.

6. Select your scanner from the list.
The window you see depends upon the type of scanner you are using.

The following figure displays the Twain Select Source window.

Select Source 3 x|

Sources;

HF' Frecizsionscan Pro 3.1 3.0 [32-32) .
WlA-Hewlet-Packard Scandet 4400C 1.0

Select

Cancel
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The following figure displays the ISIS Scanner Selection window.

scanner selection S x
Scanner: G
S cantarner 1 ALsanL, bals
Cancel |
Add...
Setip.

7. Follow the specific guidance for setting up your scanner
found in your manufacturer’s documentation.

Downloading the Scanner/Annotation OCX

You will need to configure your browser to successfully download the
Scanner/Annotation OCX, which is required for the first access to the
scanning function. Your eOPF administrator will be able to assist you
with these settings. The settings in the list that follows are for Internet
Explorer.

Internet options-->Advanced

enable || Enable Install on Demand(other)
Internet options-->Security

ActiveX controls & plug-ins

Download signed ActiveX controls
Enable

Download unsigned ActiveX controls
Prompt

Initialize and script ActiveX controls not marked as safe
Prompt

Run ActiveX controls and plug-ins
Enable

Script ActiveX controls marked safe for scripting
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Enable

Downloads

Enable

Scripting

Active Scripting

Enable

Warning:

If you need to modify Scanner settings, only change the Brightness and
the Contrast. Under no circumstances should you modify the
Black/White, Dithering or Page Size. Please contact your eOPF
administrator if you need to make additional scanner configurations.

Scanning Documents into eOPF

Now that you have completed the preparatory steps, you are ready to
begin scanning documents. Directions for single-sided and double-sided
documents vary slightly; be sure to follow the correct set of instructions.
If your scanner has a form feeder that you are using then make sure you
check the form feed check box when prompted.

To Scan a Single-Sided Document into eOPF:

1.

Search for the folder that the new document belongs to
using the eOPF Search Folders page.

(See Searching for an eOPF for detailed instructions.)

From the Folder page, select the reason from the Reason
drop-down list for working on the selected folder.

Click on the = Folder Action icon and select the & Add Do
Add Doc option to add a new document to this folder.

Place the document in the scanner according to the
manufacturer’s instructions.

After the scanning interface opens, click Scan.
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10.

11.

12.

13.

If using ISIS scanner drivers, verify the ISIS checkbox is

selected, and then click the OK button.

If using TWAIN scanner drivers, deselect the ISIS

checkbox, and then click the OK button.

If you are using the form feeder on your scanner make
sure you check the Form Feeder checkbox.

Do this even if you are only scanning a single page through the
feeder.

Select the appropriate scanner from the Source dialog box
and click the Select button.
The document appears.

Click the Iﬂl Save button.

The Document Info dialog box appears. The SSN field will already
contain the SSN of the selected folder. The first and last name fields
will also pre-fill based upon the SSN associated with the selected
folder.

From the Form drop-down list, select the appropriate Form
Name.

From the Type drop-down list, select the appropriate Form
Type.

In the Folder area, select the checkbox representing the
folder section (Left Side, Right Side, EPF, etc.) in which the
document will reside.

Note:

If you do not mark a specific folder for the document, then eOPF defaults
to the folder noted in the forms index. These defaults are based on the
OPM guidelines. If you select a folder side other than one specified by the
OPM guidelines, then eOPF will alert you by using a dialog box. This
dialog box displays the predefined side type and your initial selection, at
which point you can either accept or reject your choice of folder side.

13.

14.

In the Effective Date field, select the appropriate effective
date of the document from the calendar.

If the document needs to be inserted into workflow, select
a subflow name from the Workflow drop-down list.

If no value is selected, the system automatically routes the document
through a default workflow defined by the eOPF administrator.
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15.

16.

17.

18.

19.

Typically, the default flow routes it directly to the folder without user
intervention.

Click the ml Save button.

The scanning application closes and returns you to eOPF.

Verify the information is accurate, and then click Yes. A
confirmation box appears.

Click the OK button.

Click Close.
A confirmation box appears.

Click Yes.

To Scan a Double-Sided Document into eOPF:

1.

10.

Search for the folder in which the new document belongs
using the eOPF Search Folders page. (See Searching for
an eOPF for detailed instructions.)

From the Folder page, select the reason from the Reason
drop-down list for working on the selected folder.

Click on the = Folder Action icon and select the % Add Doc
Add Doc option to add a new document to this folder.

Place the document in the scanner according to the
manufacturer’s instructions.

After the scanning interface opens, click Scan.

If using ISIS scanner drivers, verifi the ISIS checkbox is
selected, and then click the OK button.

If using TWAIN scanner drivers, deselect the ISIS

checkbox, and then click the OK button.

Select the Form Feeder checkbox, and then select the
Duplex checkbox.

Click the OK button.

Select the appropriate scanner from the Scanner Selection

dialog box and click the Select button.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Click the OK button to scan side one of the

document.
The first side will scan.

Load the second side into the scanner, and then click the
OK button to scan side two of the document.

Click the Iﬂl Save button. The Document Info

dialog box appears.

The SSN field will already contain the SSN of the selected folder.
The first and last name fields will also pre-fill based upon the SSN
associated with the selected folder.

From the Form drop-down list, select the appropriate Form
Name.

From the Type drop-down list, select the appropriate Form
Type.

In the Folder area, select the checkbox representing the
folder section in which the document will reside.

In the Effective Date field, select the appropriate effective
date of the document from the calendar.

If the document needs to be routed into workflow, select a
subflow name from the Workflow drop-down list.

If no value is selected, the system automatically routes the document
through a default workflow defined by the eOPF administrator.
Typically, the default flow routes it directly to the folder without user
intervention.

Click the ml Save button.

The scanning application minimizes or closes depending on your
settings and returns you to eOPF.

Verify the information is accurate, and then click Yes.
A confirmation box appears.

Click the OK button.

Click Close.
A confirmation box appears.

Click Yes.
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Scanning a New Page into an Existing eOPF Document

eOPF gives you the option of adding new pages to an existing document
by scanning. First, users must prepare the documents for scanning. For
information, please see Preparing Documents. Next, proceed to one of the
scanning stations to scan the new document into eOPF.

If you are scanning a double-sided document, eOPF verifies that there are
equal numbers of front and backsides of pages. If there are blank pages in
your pile, you must scan them as well for uniformity. An eOPF
administrator can delete blank pages later, if needed.

To Scan a New Page into an Existing eOPF Document:

1. Search for the folder and document into which the new
page belongs using the eOPF Search Folders page and
Search Results page. (See Searching for an eOPF for
detailed instructions.)

2. From the Search Results page, enter a Reason code for
viewing and modifying the document.

3. Modify a document by clicking the & Action icon of the
corresponding to the document you want to modify and select the

& vodity option.

Note:
The only modification to the document is the addition of new pages.

4. The ActiveView window opens with a view of the existing
document.

5. Use the Next Page and Previous Page buttons to review
the existing document and ensure that the new page you
are about to scan will be saved in the correct location.

6. Click the Scan button to scan your new page.

7. If using ISIS scanner drivers, verify the ISIS checkbox is
selected, and then click the i OK button.

8. If using TWAIN scanner drivers, deselect the ISIS
checkbox, and then click the OK button.
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10.

11.

12.

Select the appropriate scanner from the Source dialog box
and click the Select button.

Click the OK button to scan the page and it will

appear in the ActiveView window along with the other
page(s) of your existing document.

If this page, or any page, needs to be deleted and
rescanned, highlight that page and click the Delete Page
button.

Once your document is complete, click the Close button.

Importing Electronic Documents into eOPF

eOPF has the capability to import electronic files. Documents available in
electronic format (image, PDF, Word document, etc.) can be added to an
eOPF folder. eOPF supports file extensions: .tif, .omp, .jpg, .gif, .pdf, .txt
and .doc.

To Import a New Document:

1.

Search for the folder into which the new document
belongs using the eOPF search page. (See Searching for
an eOPF for detailed instructions.)

From the Folder page, select the reason from the Reason
drop-down list for working on the selected folder.

Click on the = Folder Action icon and select the % Add Dot
Add Doc option to add a new document to this folder.
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‘A eOPF ActiveView - Microsoft Internet Explorer

eOPF ActiveView - Annotate > View > Import - v3.0.0.1

£ Done % Localintranet

'}

=

4. Click the ™" Open button.
The Select Local File to Open dialog box appears.

5. Select the desired file and then click the il Open
button.
The selected file appears.

=

Save

6. Click the Save button.
The Document Info dialog box appears. The SSN field will already
contain the SSN of the selected folder. The first and last name fields
will also pre-fill based upon the SSN associated with the selected
folder.

7. From the Form drop-down list, select the appropriate Form
Name. If you need an obsolete form then check the
Obsolete Form checkbox to cause the application to list all
forms including ‘Obsolete’ forms. Administrator’s can
identify ‘Obsolete’ forms using the App Admin - Forms
module.

8. From the Type drop-down list, select the appropriate Form
Type. This will fill in the NOA Code value automatically
based on Type selected.
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Note:

NOA Code 2 field is only available if the NOA Code field has been
populated with a value.

9. Inthe Folder area, select the checkbox representing the
folder side in which the document will reside.

10. In the Effective Date field, select the appropriate date from
the calendar.

11. If the document needs to be routed into workflow, select a
subflow name from the Workflow drop-down list.
If no value is selected, the system automatically routes the document
through a default workflow defined by the eOPF administrator.
Typically, the default flow routes it directly to the folder without user
intervention.

Document Information

v Include Obsolete Forms

Form:
|SF 50 NOTIFICATION OF PERSONNEL ACTICN j

Type:
|E:.’;NCELL—.’-‘JIDN j

MNO&A Code: 1

MOA Code 2 |294

1~ Ingert into Work fow:

Flowy: |Default Process L]
Effective Date: Faolder Side: Uszer Infarmation:
|D?s’24x’2005 [] Temparary SN |000-00-1111 Select
| Permanent
Performance First Mame:  JOE
[E July 2005 R [ Overssas
[ Training Last Mame:  BaSIC
! P o 1 2 [
3 4 5 B 7 8 9 = 5 : !
5 T .
01 12 13 14 15 18 Dont know the SSM? Click "Find". Find

17 18 19 2 21 22 23
4By 27 28 29 20
A B

I Save Cancel |
= Today: 7/25/2005 |
. 5
12. Click the s Save button.

A index confirmation window appears.
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Confirmation

9 Please confirm the information you have entered is correct:

S5M: 000-00-1111

Mame: JOE BASIC

Eff Date: 07/24/2005

Form: S5F 50 NOTIFICATION OF PERSOMNMNEL ACTION
Type: CAMCELLATION

MNOAC: 1

MNOAC 2: 894

Side: Permanent

Waorkflow: Default Process

13. Verify the information is accurate, and then click Yes.
A confirmation box appears.

14. Click the L 1 Yes button.

15. You are returned to the eOPF ActiveView window were you
can import another document or exit the application.
The window is blank waiting for you to take an action.

4

Click the ®* Exit and a return to eOPF page appears. Click

on the “Please click here to return to eOPF.” to re-
establish active eOPF session.

) eOPF ActiveView - Microsoft Internet Explorer

eO0PF ActiveView - Annotate > View > Import-v3.0.0.1

Please click here to refurn
to eOPE

FEJ ‘-_e! Local inkranet
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Importing a New Page into an Existing eOPF Document

Pages already available in electronic format (image, PDF, document, etc.)
can be added to an existing document. eOPF supports the file extensions:
Aiff, .bmp, .jpeg, .gif, .pcx, .pdf, .txt, and .doc.

To Insert a New Page from an Electronic File:

1. Retrieve and open the desired eOPF document.

2. From the Search Results, enter a Reason code for viewing
the document.

3. Modify adocument by clicking the @ Action icon of the
corresponding to the document you want to modify and
select the & Medity option.

Note:

The only modification of the document being done is the addition of new

pages.

4. Click the Import button.

A confirmation pop-up box appears.

5. Click Yes.

The Page Import dialog box appears.

6. Select the desired document, and then click the
OK button.
A confirmation pop-up box appears displaying the following message
“New Page was successfully imported.”

7. Click the Close button.
A Close Document confirmation pop-up box appears.

8. Click Yes.
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Chapter 6: Printing

Although eOPF is designed to make HR more of a paperless process, there
will be times when Federal statute requires a hard copy of an eOPF
document. HR users are given the option to print the document with or
without annotations.

Note:
eOPF will default to printing the documents without the annotations.

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.

Printing an eOPF Document Using My eOPF

To Print an eOPF Document:

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

2. Open adocument by clicking the @ Action icon of the
corresponding to the document you want to modify and
select the [@ 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.

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

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

" Cument page
" Pages from; I'I

b |2

Prirt: IEven and Odd Pages j

¥ Comments

el .4

— Frinter

(TP (HF L aser. et S000 Series PCL Fropeities |

Statuz:  Feady [ Reverse pages

Type: HF Lazer)et 8000 Sernes PCL [~ Fiint a5 image

Wwhere:  IP_192.168.4.30 [~ Fiint ta file
— Print Bange — Copies and Adjustments

o Al | Selected pages/graphic Mumnber of copies; |1 E

v Caollate
v Shiink oversized pages to paper size
[ Expand small pages o paper size
[V &uta-rotate and center pages

= PostScript Options

Frint Method: [Language Level 2 j

¥ | Optimize for Spesd
¥ | Dowrload ssian Fants: [ Save Brinter Meman

Color Managed:  On printer

Frinting Tipz | Advanced... I

Preview

f— &.50—y

il
|

Unitz: Inches

Zoorm; 99.8%

[ |

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.

5. Click the Cancel button to exit the print mode.

6. Click the Close button to close the document view

window.

Printing an eOPF Document

To Print an eOPF Document:

1. Search for and open the desired eOPF document.
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Note:

eOPF will default to printing the documents without the annotations.

2. To preclude annotations from printing, insure View
documents without annotations is selected from the

Annotation field.

3. Onthe document view window toolbar, click the Print
button, or select File-Print from the Adobe Reader menu.

The Print Dialog box opens.

4. Ensure that your printer settings are correct.

The following page displays the Print Dialog box.

Type: HF Lazerlet 3000 Seriez PCL

2%
— Printer
(TP (HP L srserd et 3000 Series PCL Properties |
Status:  Ready ™ Reverse pages

[~ Prirk as image

Frint; IEven and O0dd Pages j

Where:  1P_1592.168.4.90 [~ Prirt ta file
— Print Range — Copiez and Adjuzstments
= Al " Selected pages/araphic Mumber of copies: m
" Curnert page v Collate
" Pages from: |‘| tar |2 I¥ Shrink oversized pages to paper size

[ Expand small pages to paper size
W Auto-rotate and center pages

¥ Comments
= PastSenpt Dptions Preview k— 8 50—y
Brint kethod: | Language Level 2 j T =
¥ | Optimize for Spead 1100
¥ | Download fsian Fonte [T Save Frinter tMemany l
Color Managed: On printer
Inits: Inches Foorm: 99 8%
Frinting Tips | Advanced... I QK I Cancel
Note:

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

5. When you are done modifying the printer settings, click

the OK button in the printer setup dialog box.

The document will start printing.
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6. Click the Cancel button to exit the printing mode

without printing.

7. Click the Close button to close out of the document
view window.

Printing an Entire eOPF Folder

HR users have the ability to print the entire contents of an employee’s
eOPF with one command. Users have the option of printing with or
without annotations and printing either selected Folders or the entire
eOPF.

Double-sided documents can be printed double-sided, provided that you
select a duplex printer as your eOPF printer. If you only have access to a
single-sided printer, the document will print the entire folder in a single-
sided format.

To Print the Entire Contents of an eOPF:

. iir-int.f.f-.ﬂ-i;i.&

1. Click the Print Folder button on the eOPF
main menu.

The Print Folder page displays.
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This figure shows the Print Folder page.

a e0PF - Print Folder - Microsoft Internet Explorer

Print Folder :
My eOPF

Search e0PF Flease enter the user's social security number. Use this format: joccicei0000

Workflow SSH: | |

Change Email

Emergency Data

Change Pwd

o Search Users :

User Admin oot | | Org Code: | |
: System Admin Activity Code: | | SSH: | |

Create 5F 75 Emp ID: | | First Hame: | |

Print Falder Last Hame: | |

Batch Print

Reports _ [EPTIRGI =S PR

Pwd Admin
Transfer

Preferences

Logout

2. Enter the SSN matching the folder you wish to print into
the SSN field. If you only know the employee name, you
may search for a SSN using the complete or partial
employee name. Enter your search criteria into the name
fields. Click the Name Search button and a list is displayed
containing all matching names.

55N Emp ID Last Name First Name
{:} o00-BB-TTTT EMPLOYEE JOE BASIC
{:} §74-25-2535 SRELAPROLUZ JOE SUPERVISOR

3. Click the Radio Button next to the desired name and click
on the Select Button. This will populate the SSN field.
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| cOPF - Print Folder - Microsoft Internet Explorer @ |:||E|r5__(|
£

SPECIALIST LASTHR [l
Help | FAQ
Print Folder :
My eOPF
Search e0PF Please enter the user's social security number. Use this format: socxcoo.
Workflow 55N: | |
(hange Email
Emergency Data W W
Change Pwd
App Admin Search Users :
IJserAdr;ﬁn PO | | Org Code: | |
j System Admin Ac‘liviinode:| | SSN:| |
Create 5F 75 Emp ID: | | First Name: | |
Print Folder Last Name: |JDE |
Batch Print
pepors (S [
Pwd Admin
Transfer
Preferences 55N Emp ID Last Name First Name
Logout () 999-88-7777 EMPLOYEE J0E BASIC
O §74-25-2535 SRIELAPROLUZ JOE SUPERVISOR
b/
il Done ‘g Local intranet

4. Click the Submit button.

The Verify Folder Information page opens. The Include Annotations
box will be unchecked because the default is set to print without
annotations.
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This figure displays the Verify Folder Information page.

a e0PF - Verify Folder Information - Microsoft Internet Explorer |T||E| |T||E|F5_(|
Pl

SPECIALIST LASTHR
Help | FAQ

e Verify Folder Information :
¥ el

BTG Please verify the user's information. Press the Print Single Sided or Print Double Sided button to download

Workflow documents to your local environment. A PDF file will be created with the applicable documents which can
. be opened in Acrobat reader and then printed.

(hange Email

| Emergency Data

Change Pwd

llame: |BASIC JOE |

ssn# |999-88-7777 |

App Admin

User Admin Total Document Count: |4 |

System Admin
r DlncludeAnnotations
Create SF 75

Print Folder Printing Reason:
Batch Print
v |
Reports
Pwd Admin
Select Folder Side(s): D Select All
Transfer
Preferences
L D Temporary D Performance D Overseas DTraining D General Admin D Deleted
ogout
D Permanent D Merged D OWCP |:| Commendatory |:| Restricted
PRITSINIESDED' | [FERTOOLESOED | CRRCET Y
A/
,t“J Daone ‘-.-;l! Local intranet

5. Select the Include Annotations checkbox, if you want to
print the documents with the annotations.

6. Inthe Select Folder Side(s) section, select the Folder(s)
you want to print.

7. From the Printing Reason drop-down list, select a reason
for printing the folder.

8. Click either the |l Print Double Sided o the

WLl print Single Sided button, which will begin the
assembly process to download the documents to your
workstation.

Using the Print Double Sided button causes the application to ensure
documents are properly separated for printing on a duplex printer.
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Note:

If you select Print Double Sided mode, make sure that the printer selected
is capable of performing duplex printing.

9. From Adobe Reader you can print the folder contents by
clicking the Print button.

10. Click the Close button to close out of the Adobe
Reader.

Printing Directly from a Search Results Page

When you elect to show all documents after performing a search, you see
a list of the documents matching your search criteria. A column in the
result list indicates if the original document was single sided or double
sided. You have the option of printing one or more documents directly
from this Show All Documents page, if desired.

To Print Directly from a Search Results Page:

1. Perform a search for documents using your desired
criteria.
The Folder page displays.

2. From the Search Results page, click the
All Docs button.
The Show All Documents page appears.
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This figure displays the Show All Documents page.

/2§ eOPF - Search Results - Microsoft Internet Explorer

Workflow
Change Email
Emergency Data
| ChangePwd
] App Admin
User Admin
System Admin
Create SF 75
Print Fnldev
Hatzh;ﬁn(
Reports
Pwd Admin
Transfer
Preferences

Logout

To print a document(s}, click on the checkbox to selectideselect and then click on the Print Single Sided or Print Double Sided button

————

101 returned in 1 folders.
Prev 123 Next
Effective Exceptior|
SSN Form Number | Form Description Type NOA Code 1| NOA Code 2| Side )
Date Comment|
[] |ooo-oo-1000  [02/17/2005 |AAm A ADMINISTRATIVE a62 Temporary e
[0 |ooo-no-1000 02/17/2005 |AAA AAA ADMINISTRATIVE 382 Permanent
RECORD OF PERSONNEL SECURITY
[ |ooo-oo-1000 02/08/2005 |AF 2584 s e EXCEPTION Temporary
[] |ooo-00-1000  |os/23/200% [aF 1001 RECOMMENDATION FOR RECOGHITION | APPLICATION Parmansnt
RECREATION OF
[ |ooo-oo-1000  |02/D2/1384 |SF 50 NOTIFICATION OF PERSONNEL ACTION | TECRESTIONCSF |03 Bermanent
RECREATION OF
[] |ooo-oo-1000 02/02/1984 [SF 50 NOTIFICATION OF PERSONNEL ACTION RSPRR TR e (202 Permanent
[] |ooo-oo-1000  |o2/02/1984 |SF 50 NOTIFICATION OF PeRsONNEL AcTION | SORRECTION OF CURRENT | gg|NOA Code : 005 Parmansnt
[0 |eoo-oo-1000  |0z/02/1984 |SF 50 NOTIFICATION OF PERSONNEL ACTION [ SORRECTION OF CURRENT | oq7 Permanent L
[] |ooo-00-1000 |02/02/1984 |sF 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 L
[ |ooo-oo-1000  |oz/02/1984 |SF 50 NOTIFICATION OF PERSONNEL ACTION  |CAREER APRT 100 Parmanent
[] |ooo-oo-1000  |02/02/1984 |SF S50 NOTIFICATION OF PERSONNEL ACTION | CAREER APET 100 Bermanent
APPLICATION TO ESTABLISH ELIGIBILITY
[] |ooo-00-1000 |02/02/1973 |csc 49z Rl s APPOINTMENT SUPPORT Temporary
o APPLICATION TO ESTAELISH ELIGIBILITY
[ |ooo-oo-1000  |02/02/1973 |csCdez At sl APPOINTMENT SUPPORT Temparary
APPLICATION TO ESTAELISH ELIGIBILITY
O] |ooo-co-1000  |o2/02/1973 |esc 493 RUPECRTICHTOIE ALy U TR T ey
T APPLICATION TO ESTAELISH ELIGIBILITY
[0 |ooo-oo-1000 02/02/1973 |CSC 617 O A e T AR LT Uk || FRo I IMENT SHPROTT Temporary
APPLICATION TO ESTABLISH ELIGIBILITY
[J |ooo-00-1000  |02/02/1973 |cscer7 B T ner! [APPOINTMENT SUPPORT Temparary
T APPLICATION TO ESTAELISH ELIGIBILITY
[] |ooo-oo-1000  |o2/02/1973 |csceis e L ke s Temparary
APPLICATION TO ESTAELISH ELIGIBILITY
-a0- Jaz/
[ |ooo-oo-1000  |oz/o2/1973 |csc ets B e |APPOINTMENT SUPPORT Temparary
o APPLICATION TO ESTAELISH ELIGIBILITY
[] |ooo-00-1000  |02/02/1973 |csces il ine daelingt Ml EER TR T Temporary
— ] [ VA LETTER CERTIFYING 30% OR MORE [, — b
4 2
Prev 12 3 Next

checkbox. Click the Check All button to select all

documents.

the Print Singe Sided button.

Using the Print Double Sided button causes the application to ensure

Select the desired document(s) using the corresponding

Click either the el Print Double Sided button or

documents are properly separated for printing on a duplex printer.
The document(s) are merged into a single PDF file that is displayed in
your PDF viewer.

The Print pop-up box appears.

Click the Print button located in the PDF viewer.
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The following figure displays the Print pop-up box.

2lx|
General | Dptinnsl Layu:uutl Paperfﬂualil}ll
— Select Printer
P.dd Prinker ﬁ.ﬂ.ctiveTouch Document Loader @Ser
=58 Acrobat Distilsr CfiFax hsne
@.ﬁ.crnbat POFWriter THP Laserlet 5000 Series PCL
| | i
Status:  Feady [ Print ta file
Location: : -
. Find Printer... |
Cormment:
—Page Range
Lol Mumber of copies: I'I 3:
) Selection £ Cument Page
" Pages: I'I ¥ Collate
Enter either a zingle page number ar a single
page range. For example, 512
Frint I Cancel | Apply |

6. Ensure that your printer settings are correct.
Remember to select double sided printing if you downloaded file as
double sided from eOPF into the PDF viewer.

7. Click the OK button.

The PDF file is printed from the Adobe Viewer to the identified
printer.
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Chapter 7: Removing Documents and Pages

eOPF provides functionality to allow HR staff members to remove
documents or single pages from an employee’s folder. When
documents are deleted they are moved to a specific folder side that is
designated as containing deleted documents. Only approved users
may access documents in this folder side and permanently purge the
documents from the eOPF repository.

An Administrator will use e. POWER WorkPlace Manager to open the
eOPF configuration tab and designate the folder side that will contain
deleted documents when eOPF is installed for the agency. This setting
is specific to the eOPF agency instance. Agency A may have the same

or different folder set as containing deleted documents than Agency B.

Initialization Settings

General EOFF lE:-:press] 'W'leManager]
Settings: Configure eDPF DELETE FOLDER

e0PF - WORK BEROKER SERY A |Deleted
e0PF ADMIM EMAIL Address
e0PF Cancel Folder

e0PF CHAMGE Pw/D OM FIRS
e0PF CLIP FILE LOCATION
e0PF DEFAULT wWF-SUBFLOY
‘=0FF DELETE FOLDER
e0PF DISPLAY CAREER BRIE
e0PF DISPLAY PO Link?

e0PF EMABLE INSTR PAGES
elPF Folder Sides

e0PF HRO

elPF INSTALLATION

elPF INSTR FILE LOCATION
eldPF LAST LOGIM L%

Folder marked as 3 delete folder

0k | Cancel Help

Once this ‘DELETED’ Folder side is set, the folder side cannot be
removed using Folder Side administration in the eOPF
Administration Additional Config Tab. This folder side is now the
destination for documents deleted by eOPF delete actions. This side is
also listed on the Modify Index page if the user has access to the folder
side.

A dedicated Folder Side possibly called 'DELETED' will be used like
a recycle bin. Any time a document is deleted it is placed in the
‘DELETED' folder side. Access to the ‘DELETED’ folder side will
work like all other folder sides. Folder Side access is assigned by user
group by the eOPF Administrator. If you do not have access, then it
is NOT displayed in the Folder Side list found on eOPF web pages.
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Those that do have access to the Folder Side 'DELETED" will be able
to listed documents found in the Folder Side 'DELETED".

Note:

Moving a document to the ‘DELETED’ folder side does not remove the
document from any paper clips or delete associated annotations.

Scenario: Document Deleted by user from search results web page:

When listing the documents in a folder based on a search that

Help | FAQ
Reason: v Annotation: View documents with annotations v
[ p—
1 folder(s) returned.
2 Activit Folder
Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code v
Code Status
_‘j 000-00-1000 LAST1000 FIRST1000 03/31/2005 TRB AH A ACTIVE
115 document(s) returned for: LAST1000, FIRST1000
Prev123456 Next
Side B : - MNOA Code | NOA Code . Excepti
Action Y| Effective Date | Form Number | Form Description Type Side P
Side 1 2 Comme
(4] Yy |02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | AWARDS/COMMENDATIONS Deleted > &
[4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION  APPLICATION Deletad
(4] 02/17/2005 AsA AR ADMINISTRATIVE 562 Temporary
(4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION  APPLICATION Deletad
Q9 02/17/2005 AR ARR ADMINISTRATIVE 962 Permanent
{ RECORD OF PERSOWNEL SECURITY
08/ :
O Sy 02/08/2005 AF 2584 e s e T EXCEPTION Temporary
¢ REQUEST FOR PRELIMINARY
Q9 07/02/2004 SF75 EBLOTYMENT DATA APPOINTMENT SUPPORT Delstad
(4] 06/23/2004 AF 1001 RECOMMENDATION FOR RECOGNITION  |APPLICATION Permanen t
¢ RECREATION OF
Q Y&y |02/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION  (FECRE 0 OF o 4 cpor 005 Permanent
{ RECREATION OF
02/
(4] B |o2r02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SECRESIZON BF = |00s Permanen t
Q bay | 0zf0z/1%84 SF 50 NOTIFICATION OF PERSONNEL ACTION | SORRECTION OF CURRENT | g7 Deleted
o % o Effe.chve Date: DZJDZ/IQS4 NOTIFICATION OF PERSONNEL ACTION CAREER APPT 100 Permanen t
Q Yy |02/02/1984 |5F 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
~
< >

includes the documents found in the ‘DELETED?’ folder side, multiple
events can occur for a specific document.

1. If the document already has been placed in the Folder Side
'DELETED" and the user has ‘Purge’ privileges then the Action
popup menu will enable the ‘Purge’ action. When ‘Purge’ is selected,
the document and anything associated to the document (annotations,
paper clip entries) are permanently purged from the system. The user
is prompted to confirm the purge.

2. If the document’s current Folder Side is not 'DELETED' then the
‘Purge’ action is disabled and the user may only ‘Delete’ the
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document. Deleting the document causes it to be moved into the
Folder Side assigned as the 'DELETED' folder side. This gives the
HR SPECIALIST with privileges to access the Folder Side
'DELETED' a chance to restore the document if deleted by mistake.

Scenario: Remove document from ‘DELETED’ folder side:
To remove a document from the ‘DELETED’ side one of two actions
can occur:

1. The user may select the purge action to permanently delete the
document. The user will be prompted to confirm permanent deletion.
This deletion includes any annotations or paper clips associated to the
document.

2. The user may select the modify document index action to place the
document in to a different folder side thus removing from the
‘DELETED?’ side.

Scenario: Document(s) deleted from Show All Documents web page —

Delete Selected:
/23| eOPF - Document - Microsoft Internet Explorer FEEEH

Help | F

123 documents returned.

g Tooprinta , click on the checkbox to Ct and then click on the Print Single Sided or Print Double Sided button
TSIDED" |[PRINTDOUBLESIOED || PRINT WINDOA'™ | FDFLETE SELECTED! || ADD T CLIP™ || CANCEL ™ '

Workflow

L

Effective NOA Exception Folder
Last Name | First Name Form Number | Type Side Create Date | Print
Date. P Code 1 Comment Status
[ |uasTio0 FIRST100 02/02/2003 | SF 50 CORRECTION 002 Permanent 03/03/2004 |Single | ACTIVE
I !m:em.l@m [ |asTioo FIRST100 02/02/2003 |SF 50 CORRECTION 002 Permanen 3 Exception :Pw"mem‘ 04 |Single |ACTIVE
Create SF 75 [] |uasTioc0 FIRST100 02/02/2003 |SF 50 CORRECTION 002 Parmanent 03/08/2004 |Single | ACTIVE
[ |uasTi00 FIRST100 02/02/1988 |SF 50 RATING OFRECORD o0s Parmanan ¢ 03/09/2004 |singls |ACTIVE
UPDATE
[ |tasTioo FIRST100 02/02/1988 [SF 50 SAL o D Reeune 003 Permanen t 03/09/2004 |Single |ACTIVE
[ |uasTio0 FIRST100 02/02/1988 |SF 50 AT NG BERECORD: 003 Parmansn ¢ 03/08/2004 |single |ACTIVE
RECREATION OF
[] |uasTio00 FIRST100 02/02/1584 |SF 50 RESUBMISSION OF A CPDF | 005 Parmanant 03/09/2004 |Single | ACTIVE
Preferences RECORD
T [0 |asTioo FIRST100 02/02/1984 |SF 50 CAREER APPT 100 Permanen 3 03/09/2004 |Single |ACTIVE
i [] |uastico FIRST100 02/02/1384 | SF 50 CAREER APPT 100 Permanent 03/08/2004 |Single | ACTIVE
[1 |uasTi00 FIRST100 02/02/1884 |SF 50 CAREER APPT 100 Permanen ¢ 03/03/2004 |Single |ACTIVE
[ |iastio0 FIRST100 02/02/1984 |SF 50 EorSECR oM QR CURET ooy Permanen t 03/09/2004 | Singls | ACTIVE
[ |iasTioo FIRST100 02/02/1984 |SF 50 CORREETION OESURRRIE | o0y Permanen £ 03/09/2004 |Single |ACTIVE
[] |uasti00 FIRST100 02/02/1984 |SF 50 R ONIR SR ey Parmansn t 03/09/2004 |Singls | ACTIVE
RECREATION OF
[0 |asTioo FIRST100 02/02/1984 |SF 50 RESUBMISSION OF A CPDF | 005 Permanen 13 03/09/2004 |Single |ACTIVE
RECORD
RECREATION OF
[] |uastioo FIRST100 02/02/1584 |SF 50 RESUBMISSION OF A CPDF | 005 Parmanant 03/08/2004 |Singl= | ACTIVE
RECORD
¥
| P &J Local intranet

From the Show All Docs web page, a HR Specialist may select one or
more documents and select the ‘Delete Selected’” button. This action has
one of two consequences for the selected document(s).

1. If the document already has been placed in the Folder Side 'DELETED'
the document is permanently purged from the system after user
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confirmation. Confirmation will be asked only once even if multiple
documents are selected that will be purged.

2. If the document does not exist in the Folder Side 'DELETED' it is
moved into the Folder Side 'DELETED'. This gives the HR SPECIALIST
with privileges to access the Folder Side 'DELETED' a chance to restore
the document if deleted by mistake.

PURGE Security:

Users who need the purge privilege must be assigned to
“eOPF_PURGE” group, using User Administration from the eOPF
Administration interface.

Following are prompts that user would receive when trying to delete
documents from “Show All Documents” & “Search Results” page:

Search Results:
User without “Purge” privilege

Wiew
& WModify

|5# Annotate
5

&2 Modify Index
[ Add to Clip

(=
ﬁ Purge

Show All Docs:
User with “Purge”

Microsoft Internet Explorer

\-..?() Documents in DELETED side will be Purged. All other documents will be moved to DELETED side. Continue?

[ oK l| Cancel |

User without “Purge” privilege

Microsoft Internet Explorer

P

‘“_.() You do not have Purge privilege. All documents will either move or remain in the DELETED side. Continue?

|_ OK J [ Cancel
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Audit Trails/Reports:

Both the delete and purge actions will be captured in audit trail
information. Each action will record the User, date/time of action,
type of action, and information about the document. Two reports will
be provided. One report will provide a list of documents assigned to
the ‘DELETED’ folder side and by whom. The second report will list
documents purged and by whom. Each report will provide a filter by
date range, SSN of person performing activity and SSN of the person
against which the activity is performed. The search criteria will be
identical to the existing Documents Viewed Report search criteria.

Deleting an eOPF Document

eOPF allows HR personnel to delete eOPF documents. eOPF provides a
method for the eOPF administrator to restrict this delete functionality to a
select group within the HR staff. When a document is selected for
deletion it is move to the ‘DELETED’ folder side where it can be
permanently purged or recovered after review. If the search included
documents from the ‘DELETED’ folder side and the user selects to delete
a document from the ‘DELETED?’ folder side it is then purged. The
ability to purge a document is managed by the eOPF Administrator.

To Delete an eOPF Document:

1. Search for and locate the eOPF document you wish to
remove.
The Search Results page displays.
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The following figure shows the Search Results page.

Help FAQ
Reason:l V” Annotation: View documents with annotations -
HOWALL 7
1 folder(s) returned.
Activit Folder
Action | SSN Last Name: First Name Latest Eff. Date | PO ID Org Code v
Code Status
) |ocoo-00-1000 LAST1000 FIRST1000 03/31/2005 TRE AH A ACTIVE
115 document(s) returned for: LAST1000, FIRST1000
Prev 123456 Next
Side B NOA Code | NOA Code Excepti
Action | 2. Y | Eflective Date | Farm Number | Form Description Type Side P
Side 1 Comme|
(4] L4y |o2/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | AWARDS/COMMENDATIONS Deleted &
0 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Deletad
Q 02/17/2005 Ass ARA ADMINISTRATIVE 962 Temporary
Q 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Deletad
Q 02/17/2005 Ass ARA ADMINISTRATIVE 962 Permanent
RECORD OF PERSONNEL SECURITY
108/ )
0 Uy 02/08/2005 AF 2584 e e e e e BT EXCEPTION Temporary
REQUEST FOR PRELIMINARY
Q 07/02/2004 SF75 EMBLOVMENT DATA APPOINTMENT SUPPORT Deleted
9 06/23/2004 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent
RECREATION OF
Q L, |o2/o2/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SEoill S8 BF - oo 003 Permanent
RECREATION OF
02/
[4] By |o2/02/1084 SF 50 NOTIFICATION OF PERSONNEL ACTION | ZEiebiedl B L ) oo |00 Permanent
(4} Ly |o2/02/1984 SF 50 HOTIFICATION OF PERSONNEL ACTION gggﬁﬁﬁ;‘o” EF ELET | g3 Deleted
[4] By o ~ffectve Date: 02/02/ 1984 HOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
0 L‘%_] 02/02/1984 |EF 50 NOTIFICATION OF PERSONNEL ACTION CAREER APPT 100 Permanent
v
< 3

deleting the document.

select the 2 Dekte Delete option.

Delete a document by clicking the @ Action icon of the
corresponding to the document you want to delete and

From the Search Results page, enter a Reason code for

The page refreshes with a view of the document you’ve chosen to
delete. You can expand any page for a close-up examination of the
page(s) before you decide to delete.

90 Chapter 7: Removing Documents and Pages



The following figure shows a document marked for deletion.

2} eOPF. - Delete Document - Microsoft Internet Explorer

Help | FAQ

(e ()

My eOPF
Seam.

Workflow
Change Email

| Emergency Data

gzww 1LST PDF  TEST PDF

Create SF 75
Print Folder
Batch Print
== PAGE 1 PAGE 2
Pwd_ Admin
Transfer

Preferences

Logout

‘j Local intranet.

4. Click w Delete Doc button.

A delete confirmation pop-up box appears. (If you do not wish to
delete, click i 4 Cancel button.)

The following graphic displays the delete confirmation pop-up box.

Microsoft Internet Explorer E|

\?/‘ Do you want to delete Document?

[ OK l [ Cancel

5. Click | J OK button.
The Search Results page reappears with the deleted document no
longer listed. The document is now located in the ‘DELETED’ folder
side.
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Deleting a Page from an eOPF Document

Deleting a page from an eOPF document means that it will be permanently
removed from the system. Therefore, it is critical that this decision be
carefully evaluated before removing a page. Deleting a page is reserved
for instances when a page was erroneously entered in eOPF.

Note:

Removing a page only removes that individual page, not the entire
document. If a document only contains one page, you cannot use this
function; instead use Delete Document. Index information and other
associated data remains in eOPF with the document, even when the
specified page is removed.

To Delete a Page from an eOPF Document:

1. Search for and locate the eOPF document from which you
wish to remove a page.
The Search Results page displays.

2. Modify adocument by clicking the @ Action icon of the
corresponding to the document you want to modify and

select the & Medity option.
The ActiveView page appears.
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‘A eOPF ActiveView - Microsoft Internet Explorer

eOPF ActiveView - Annotate > View > Import - v3.0.0.1

= 5 | 4 4 4 » M E}

Import | Prink Exit First  Previous Mext Last Delete Page

TEST PDF
PAGE 2

TEST PDF -

PAGE 2

< ¥

"é] \JJ Local intranet

Note:

The only modification of the document being done is the deletion of
pages. No data on the document can be modified.

3. Navigate to the page you wish to delete, and then click the

=
Delete Page Delete page button.

A delete confirmation box appears.

- X

Delete the current page (page 8)7

Yes Mo |

4. Click the Yes button.
The page is removed and the display is refreshed in the eOPF Active
View window.
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5. Click Exit.
This returns you to the “Please click here to return to eOPF’ prompt.
Click on the link to return to your start result page.

2} eOPF ActiveView - Microsoft Internet Explorer

e0PF ActiveView - Annotate > View > Import - v3.0.0.1

Please click here to return
to eOPFE

@J [ ;-_%-Local intranet

Deleting/Purging a Group of eOPF Documents

eOPF allows HR personnel to delete multiple eOPF documents
simultaneously. eOPF provides a tool for the eOPF administrator to
restrict this delete functionality to selected groups. When you delete
multiple documents they are moved to the ‘DELETED’ folder side to
await review for permanent purging from the eOPF repository.

From the Show All Docs page, a HR Specialist may select one or more
documents and select the ‘Delete Selected” button. This action has one of
two consequences for the selected document(s).

1. If the document already has been placed in the Folder Side 'DELETED'
the document is permanently purged from the system after user
confirmation. Confirmation will be asked only once even if multiple
documents are selected that will be purged.

2. If the document does not exist in the Folder Side 'DELETED" it is
moved into the Folder Side 'DELETED". This gives the HR
SPECIALIST with privileges to access the Folder Side ‘DELETED' a
chance to restore the document if deleted by mistake.
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To Delete Multiple eOPF Documents:

1. Search for and locate the eOPF(s) from which you want to
remove documents.
The Folder page appears listing eOPF(s).

The following figure displays the Folder page.

=} eOPF - Search Results - Microsoft Internet Explorer

SPECIALIST LASTHR
Help | FAQ

Heasun:} ! H ‘ Annutmon:}\haw documents with annotations v

i B

Only the first 30 folder{s) are returned. Please refine your search criteria.

Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code .gcogwty Ereet
e Status

|Z) |000-00-0100 | LAST1OD FIRST100 06/16/2004 1 APXL 1 ACTIVE L=

@ |ooo-00-1000  |LasTio00 FIRST1000 03/31/2005 TrRE AH A ACTIVE 1
) |000-01-0000 | LAST10000 FIRST1000 02/02/2003 1 AB 1 ACTIVE
@ |ooo-o1-o003  |LAST1ODOZ FIRST10003 03/11/2004 1 2B 1 ACTIVE

| |000-01-0004 | LAST10004 FIRST10004 03/11/2004 1 AB 1 ACTIVE &

Logout

2. Click the LIS Show All Docs button.
The Show All Documents page appears.
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The following figure displays the Show All Documents page.

0PF - Document - Microsoft Internet Explorer

123 documents returned.

My e0PF
PR To pritta document(s), cick on the checkbox to sslectideselect and then dick on the Print Single Sided or Print Double Sided button
earch el

Wortiow WL UTSINGLESIOED"| PR OO 10D | PRI WINDUR ™ DELETESELETaD” | = ADD o cP G2

Emergency Data

Change Pwd B
o tive NOA Exception Folder
= Last Name First Name Form Number | Type Side Create Date | Print
App Admin Date yp Code 1 Comment Status
User Admin [ [tasTi00 FIRST100 02/02/2003 |SF 50 CORRECTION ooz Permanent 03/09/2004 |Singls |ACTIVE
system Admin [ N PP RS FIRST100 02/02/2003 | 5F 50 CORRECTION o0z Parmanan t [Brcepbon Commer }0# | Single |acTrve
Create SF 75 [] |castico FIRST100 02/02/2003 |SF 50 ‘CORRECTION 002 Parmanant 03/09/2004 |Single |ACTIVE
oM [ |iasTioo FIRST100 02/02/1988 |SF 50 BATNG DEREEORD o003 Permanen t 03/09/2004 |Single |ACTIVE
Batch Print
O] |tastice FIRST100 02/02/1988 | SF 50 AATING OF RECORD o003 Penent 03/09/2004 |Single | ACTIVE
Reports TS
RATING OF RECORD :
Trd hmin [ [|easTi00 FIRST100 02/02/1888 |SF 50 AL 008 Parmanen t 03/08/2004 |Single |ACTIVE
Trander RECREATION OF
[] |uAsT200 FIRST100 02/02/1984 |SF 50 RESUBMISSION OF A CPDF | 005 Parmanent 03/09/2004 |Single |ACTIVE
= RECORD
Preferences
ot O [|wasTi00 FIRST100 02/02/1984 |SF 50 CAREER APPT 100 Permanen t 03/09/2004 |Single |ACTIVE
O] |castioe FIRST100 02/02/1984 |SF S0 CAREER APET 100 I— 03/09/2004 | Single | ACTIVE
O |eastion FIRST100 02/02/1984 | SF 50 CAREER ARET 100 Beranen " 03/09/2004 |Singla | ACTIVE
[ |rastion FIRST100 02/02/1984 [SF 50 ggg;(;cgon SECURBESE] o Barmanant 03/05/2004 |Single |ACTIVE
O [|uastio0 FIRST100 02/02/1984 |SF 50 CORRECTION. OF-CURRENT. | 15y Permanen £ 03/09/2004 |Singls |ACTIVE
CPDF FILE
[ |tasTioo FIRST100 02/02/1984 [SF 50 CORRFCTIONQE CURRENT 007 Permanent 03/09/2004 |Single |ACTIVE
RECREATION OF
O [|wasTi00 FIRST100 02/02/1984 |SF 50 RESUBMISSION OF A CPDF |005 Permanen t 03/09/2004 |Single |ACTIVE
RECORD
RECREATION OF
[] |uast2c0 FIRST100 02/02/1984 | SF 50 RESUBMISSION OF A CPDF | 005 Permanent 03/09/2004 |Single |ACTIVE
RECORD
s

| 3
& Localintranet

3. Check the documents you want to delete by clicking on the
check box located next to each document listed.
Click the Check All button to select all documents.

4. Click the W Delete Selected button.
A delete confirmation pop-up box appears. (If you do not wish to

delete, click the Cancel button.)

If the search performed included documents found in the
‘DELETED?’ folder side and you select one of these documents to
delete you will receive one of the following prompts depending on
your purge privilege setting.

Show All Docs:
User with “Purge” privilege

Microsoft Internet Explorer

‘_._?/ Documents in DELETED side will be Purged. All other documents will be moved to DELETED side. Continue?

[ Ok ]| Cancel |

User without “Purge” privilege
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Microsoft Internet Explorer

?/ ‘You do not have Purge privilege. All documents will either move or remain in the DELETED side. Continue?

[ OK J [ Cancel

5. Click the & J OK button.
The documents that were checked are permanently deleted if from the
‘DELETED?’ folder side or moved to the ‘DELETED’ folder side.
The Show All Documents page reappears with the deleted
document(s) no longer listed.

Purging an eOPF Document

eOPF allows HR personnel to purge eOPF documents that have been
placed in the eOPF ‘DELETED’ folder side. Both access to the
‘DELETED?’ folder side and the ability to purge a document are managed
through security. The search must included documents from the
‘DELETED?’ folder side to allow for purging. The user must be a member
of the eOPF_Purge group that has the ability to purge documents. The
ability to purge a document is managed by the eOPF Administrator.

Scenario: Remove document from ‘DELETED?’ folder side:
To remove a document from the ‘DELETED?’ side one of two actions
can occur:

1. The user may select the delete action to permanently delete the
document. The user will be prompted to confirm permanent deletion.
This deletion includes any annotations or paper clips associated to the
document.

2. The user may select the modify document index action to place the
document in to a different folder side thus removing from the
‘DELETED?’ side.

To Purge an eOPF Document:

1. Search for and locate the eOPF document you wish to
permanently remove in the ‘Deleted’ folder side.
The Search Results page displays.

2. From the Search Results page, enter a Reason code for
purging the document.
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3. Delete adocument by clicking the @ Action icon of the
corresponding to the document you want to delete and

select the 2 Dekte Delete option.

The page refreshes with a view of the document you’ve chosen to
delete. You can expand any page for a close-up examination of the
page(s) before you decide to delete.

The following figure shows a document marked for deletion.

‘2 eOPF - Delete Document - Microsoft Internet Explorer |:]|‘E_”E|
-

HR SPECIALIST i
Help | FAQ

—— —
My e0PF

Search e0PF .
Workflow

Change Email

I"_ Emergency Data

=== 1LCST PDF  TEST PDF

Create 5F 75
Print Folder
Batch P.E{
=m  PAGE 1 PAGE 2
Pwd Admin
Tr‘ansfer

Preferences

Logout

‘:! Local intranet

4. Click w Delete Doc button.

A delete confirmation pop-up box appears. (If you do not wish to
delete, click Cancel button.)
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The following button displays the delete confirmation pop-up box.

Microsoft Internet Explorer E|

\_:':/ Do you want to delete Document?

[ OK l [ Cancel

5. Click | J OK button.
The Search Results page reappears with the deleted document no
longer listed. The document is now purged from the eOPF repository.
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Chapter 8: Modifying Document Indexes

You modify a document index when you want to move a document to a
different folder or folder section or correct information required for the
index.

Correcting a Filing Error

This function is used to move a document to another folder.

To Correct a Filing Error:

1. Search for and locate the eOPF document that you wish to
move to a different folder.
The Search Results page displays.
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The following figure displays the Search Results page.

Help | FAQ
Reason:l V” Annotation: View documents with annotations b
[TSHOWALLDOGS | ANCEL ™ 7
1 folder(s) returned.
Activit Folder
Action | SSN Last Name: First Name Latest Eff. Date | PO ID Org Code v
Code Status
= |0o0-00-1000 LAST1000 FIRST1000 03/31/2005 TRE AH A ACTIVE
115 document(s) returned for: LAST1000, FIRST1000
Prev 123456 Next
Side B NOA Code | NOA Code Excepti
Action | 2. Y | Eflective Date | Farm Number | Form Description Type Side P
Side 1 Comme|
(4] L4y |o2/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | AWARDS/COMMENDATIONS Deleted &
0 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Deletad
Q 02/17/2005 Ass ARA ADMINISTRATIVE 962 Temporary
Q 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Deletad
Q 02/17/2005 Ass ARA ADMINISTRATIVE 962 Permanent
RECORD OF PERSONNEL SECURITY
108/
0 Uy 02/08/2005 AF 2584 e e e e e BT EXCEPTION Temporary
REQUEST FOR PRELIMINARY
Q 07/02/2004 SF75 EMBLOVMENT DATA APPOINTMENT SUPPORT Deleted
9 06/23/2004 AF 1001 RECOMMENDATION FOR RECOGNITION | APPLICATION Permanent
RECREATION OF B
Q L, |o2/o2/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SEoill S8 BF - oo 003 Permanent
RECREATION OF
02/
[4] By |o2/02/1084 SF 50 NOTIFICATION OF PERSONNEL ACTION | ZEiebiedl B L ) oo |00 Permanent
(4} Ly |o2/02/1984 SF 50 HOTIFICATION OF PERSONNEL ACTION gggﬁﬁﬁ;‘o” EF ELET | g3 Deleted
[4] By o ~ffectve Date: 02/02/ 1984 HOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
0 L‘%_] 02/02/1984 |EF 50 NOTIFICATION OF PERSONNEL ACTION CAREER APPT 100 Permanent
v
| >

Reason drop-down list.

select the &5 Modify ndex option.

The Modify Document Index page appears.

Move a document by clicking the @ Action icon of the
corresponding to the document you want to move and

From the Search Results page, select a reason from the
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The following page shows the Modify Document Index page.

v

a e0PF - Edit Document Index Data - Microsoft Internet Explorer

My eOPF
— Original Values:
esr HEOT Name: JOE, BASIC
Workflow SSN: 999887777
Change Email Eff. Date: 21412005
Form: NOTIFICATION OF PERSONNEL ACTION
Emergency Data | CANCELLATION
Change Pwd HOA Code 1: 001
App Admin HOA Code 2:
Exception Comment: Otherithis is a test of other exception
User Admin

System Admin

Create SF 75

Folder Side:

Enter New Data:

Permanent

D Showr all Forms/Types (including Obsolete)

Print Fsld'!r S5N: 999-88-7777
Lt £t Date: 2/4/2005 [l
Reports
—— Form: | SF 50::=NOTIFICATION OF PERSONNEL ACTION v]
Wi min
Type: [CANCELLATION v
Transfer
Preferences lOA Code 1: I:I
Logout NOA Code 2: l:l

Exception Comment:

| Cther b ||\

4. Type the correct employee’s SSN in the SSN field, and

then click the : Save button.
The Move Document confirmation box appears.

The following figure displays the Move Document confirmation box.

Microsoft Internet Explorer

\ ? J  Doyou want ko move this document ko the new Folder?

8] 4 J [ Cancel

5. Click the L J OK button.
The Search Results page reappears with the document moved.

Moving Documents between Folder Sections

The HR user may move documents to different folder sections for an
employee.
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To Move a Document within an Employee’s Folder:

1. Search for and locate the eOPF document that you wish to
move to a different section.
The Search Results page displays.

The following figure displays the Search Results page.

Help | FAQ
nmsm;l VH Annotation: View documents with annotations v
1 folder(s) returned.
2 Activit Folder
Action | SSN Last Name First Name Latest Eff. Date | PO/ ID Org Code v
Code Status
_‘j 000-00-1000 LAST1000 FIRST1000 03/31/2005 TRB AH A ACTIVE
115 document(s) returned for: LAST1000, FIRST1000
Prev 123456 Next
Side B : - MNOA Code | NOA Code 5 Excepti
Action Y| Effective Date | Form Number | Farm Description Type Side P
Side 1 2 Comme|
(4] Yy |02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | AWARDS/COMMENDATIONS Deleted &
[4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION  APPLICATION Deletad
(4] 02/17/2005 AsA AR ADMINISTRATIVE 562 Temporary
(4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION  APPLICATION Deletad
Q9 02/17/2005 ARA ARR ADMINISTRATIVE 962 Permanent
RECORD OF PERSOWNEL SECURITY
08/ )
o Sy 02/08/2005 AF 2584 e s e T EXCEPTION Temporary
REQUEST FOR PRELIMINARY
Q9 07/02/2004 SF75 EBLOTYMENT DATA APPOINTMENT SUPPORT Delstad
(4] 06/23/2004 AF 1001 RECOMMENDATION FOR RECOGNITION  |APPLICATION Permanent
RECREATION OF
Q Y&y |02/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION  (FECRE 0 OF o 4 cpor 005 Permanent
RECREATION OF
02/
(4] B |o2r02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SECRESIZON BF = |00s Permanent
Q bay | 0zf0z/1%84 SF 50 NOTIFICATION OF PERSONNEL ACTION | SORRECTION OF CURRENT | g7 Deleted
0 % o Effe.chve Date: DZJDZ/IQS4 NOTIFICATION OF PERSONNEL ACTION CAREER APPT 100 Permanent
Q Yy |02/02/1984 |5F 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
~
< >
=

2. From the Search Results page, select a reason from the
Reason drop-down list.

select the & wodify ndex option.

The Modify Document Index page appears.

Move a document by clicking the @ Action icon of the
corresponding to the document you want to move and
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The following figure displays the Modify Document Index page.

v

a e0PF - Edit Document Index Data - Microsoft Internet Explorer

My eOFF
— Original Values:
SearclleOPF Name: JOE, BASIC
Workflow S5N: 999-88-T777
Change Email Eff. Date: 2142005
Form: NOTIFICATION OF PERSONNEL ACTION
Emergency Data | CANCELLATION
Change Pwd HOA Code 1: 001
App Admin NOA Code 2:
Exception Comment: Otherithis is a test of other exception
User Admin

System Admin

Create SF 75

Folder Side:

Enter New Data:

Permanent

D Show all Forms/Types (including Obsolete)

P:::::i" Form: [ SF 50::=NOTIFICATION OF PERSONNEL ACTION v
— Type: | CANCELLATION vl
[Tera— NOA Code 1: l:l
Logout NOA Code 2 l:l
Exception Comment: | Other ¥ |H
otter s

4. Select the desired Folder Section from the Folder drop-

down list, and then click the e <\ button.
The Search Results page reappears with the folder section changed.

Note:

You must first have a NOA Code value to enter and save a NOA Code 2
value on any document when using the modify index feature.
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Modifying Document Index Information

At times users will need to change the index information of a document
for accuracy. For example, if a mistake was made with the indexing when
a newly scanned document was entered into eOPF, users can correct it

with this option.

To Correct an Inaccurate Document Index:

1.

move to a different section.
The Search Results page displays.

The following figure displays the Search Results page.

Search for and locate the eOPF document that you wish to

Help | FAQ
Reason: v Annotation: View documents with annotations v
1 folder(s) returned.
2 Activit Folder
Action | SSN Last Name First Name Latest Eff. Date | PO/ ID Org Code v
Code Status
_‘j 000-00-1000 LAST1000 FIRST1000 03/31/2005 TRB AH A ACTIVE
115 document(s) returned for: LAST1000, FIRST1000
Prev 123456 Next
Side B : - MNOA Code | NOA Code 5 Excepti
Action Y| Effective Date | Form Number | Farm Description Type Side P
Side 1 2 Comme|
(4] Yy |02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION | AWARDS/COMMENDATIONS Deleted &
[4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION  APPLICATION Deletad
(4] 02/17/2005 AsA AR ADMINISTRATIVE 562 Temporary
(4] 02/17/2005 AF 1001 RECOMMENDATION FOR RECOGNITION  APPLICATION Deletad
Q9 02/17/2005 ARA ARR ADMINISTRATIVE 962 Permanent
é RECORD OF PERSOWNEL SECURITY
08/ )
0 Sy 02/08/2005 AF 2584 e s e T EXCEPTION Temporary
{ REQUEST FOR PRELIMINARY
Q9 07/02/2004 SF75 EBLOTYMENT DATA APPOINTMENT SUPPORT Delstad
(4] 06/23/2004 AF 1001 RECOMMENDATION FOR RECOGNITION  |APPLICATION Permanen t
{ RECREATION OF
Q Y&y |02/02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION  (FECRE 0 OF o 4 cpor 005 Permanent
{ RECREATION OF
02/
(4] B |o2r02/1984 SF 50 NOTIFICATION OF PERSONNEL ACTION | SECRESIZON BF = |00s Permanen t
Q bay | 0zf0z/1%84 SF 50 NOTIFICATION OF PERSONNEL ACTION | SORRECTION OF CURRENT | g7 Deleted
O L% o Eﬁ;E.CtNe Date: DZJDZ/IQS4 NOTIFICATION OF PERSONNEL ACTION CAREER APPT 100 Permanen t
Q Yy |02/02/1984 |5F 50 NOTIFICATION OF PERSONNEL ACTION | CAREER APPT 100 Permanent
~
< >

select the &5 Modify ndex option.

Select a reason from the Reason drop-down list.

Move a document by clicking the @ Action icon of the
corresponding to the document you want to move and
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The following figure shows the Modify Document Index page.

v

a e0PF - Edit Document Index Data - Microsoft Internet Explorer

My eOFF
— Original Values:
SearclleOPF Name: JOE, BASIC
Workflow S5N: 999-88-T777
Change Email Eff. Date: 2142005
Form: NOTIFICATION OF PERSONNEL ACTION
Emergency Data | CANCELLATION
Change Pwd HOA Code 1: 001
App Admin NOA Code Z:
Exception Comment: Otherithis is a test of other exception
User Admin

System Admin

Create SF 75

Folder Side:

Enter New Data:

Permanent

D Show all Forms/Types (including Obsolete)

Print F:Ider S5N: 999.88-7777
Batch Print EFf. Date: 21412005 _
Reports
T Form: |SF 50:::NOTIFICATION OF PERSONNEL ACTION v|
'wd Admin
Type: | CANCELLATION v
Teansfer
Preferences ~ALEELEE I:I
et NOA Code 2: l:l

Exception Comment:

Folder Side:

| Cther v |H

Permanent hd

4. Modify the desired index information, i.e., Effective Date,
Form Name, Form Type, Print, and then click

the MM Save button.
The Search Results page reappears and the Index Information is
changed.

Note:

You must first have a NOA Code value to enter and save a NOA Code 2
value on any document when using the modify index feature.
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Chapter 9: Working with Folders

Employee OPF documents can be accessed from a Search Results and
Show All Documents pages or through the use of paper clips. In eOPF,
paper clips are virtual associations that allow the HR staff member to view
related documents from an employee’s folder.

Working with Search Results Pages

When you elect to show all documents after performing a search, you see
a list of the documents matching your search criteria. A column in the
result list indicates if the original document was single sided or double
sided. You can print your search Search Results or print a document(s)
from the list.

Printing Your Search Search Results

eOPF users have the ability to print a copy of the search results on the
Show All Documents page, if desired.

To Print a Search Results from the Show All Documents Page:

1. Perform a search for documents using your desired
criteria.
The Search Results page displays.

2. From the Search Results page, click the
All Docs button.
The Show All Documents page appears.
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The following figure displays the Show All Documents page.

23 eOPF - Document - Microsoft Internet Explorer

EEX

Help | FAQ
To print & document(s), click on the checkbox to selectideselect and then click on the Print Single Sided or Print Double Sided button
Wy cOPF PRINT SINGLE SIDED DOUELE SIDED || PRINT WINDOW™ || DELET 2] DDTOCLIP CANCE
e e
Wiorkflow z =
Name Create Date Eff Date Form Action Type Folder Print
" Change Email [ Basic, so8 mmos 24629 :ﬁmos 12:00:00 iﬂ:gﬁmw CEPERSOMEL s e e Pefmarent Sirgle
|| Emergency Data = T
I [ Basic, woE llmrzous 21254 BI202005 12:00.00 iﬂ:gﬁATION OF PERSONNEL oy Pemanent Singe
SAangs Pnd BH/2005 246:05  G12/2005 1200:00 NOTIFICATION OF PERSONMEL
Admin Tools [ BaAsIC, JoE L . . e EXT OF APPT NTE Permanent Single
Cete T [ EMPLOVEE, 5A18/2005 35447 51512005 3:54 52 NOTFICATION OF PERSCNNEL  TERMINATION-EXPIRATION OF oo
= EMPLOYEE P ACTION APPT
Print Folder [ EMPLOVEE, SHG/2005 24346 SHEB2005 24351 NOTIFICATION OF FERSONNEL  TERMINATION-EXPIRATION OF o0
= EMPLOYEE ] ACTION APPT 2
Batch Print [] EMPLOYEE, SH7I006 41342 SATIA005 21345 NOTFICATION OF PERSONNEL  TERMINATION-EXFIRATIONOF [
Reports EMPLOYEE P ] ACTION ARPT 2
[] EMPLOYEE, SHE/2005 10:45:08 SAB2005 104511 NOTFICATION OF PERSONNEL  TERMINATION-EXFIRATION OF | e
Pwd Admin EMPLOYEE A ACTION APPT R
e [] EMPLOYEE, S5H2/2005 §27:56 SN22005 52753 NOTFICATION OF PERSONNEL  TERMINATION-EXPRATIONOF |
= EMPLOYEE P ACTION APPT &
Preferences [] EMPLOYEE, SH2/005 §26:05 120006 52621 NOTFICATION OF PERSONNEL  TERMINATION-ERPIRATIONOF [ oo
EMPLOYEE Pt ACTION APPT g
LENEIT [] EMPLOYEE, SH2M005 S20:20 SAZZ008 52018 NOTFICATION OF PERSONNEL  TERMNATION-ERPIRATIONOF [ o
EMPLOYEE Pt ACTION APPT B
EMPLOYEE, SH2/2005 516:35 $H2/2008 S16:31  NOTIFICATION OF PERSOMMEL  TERMINATION-EXPIRATION OF 7
[ issenties s ) wemien ornT Permanent Sinalz b
& Local intranet

3. Click the Print Window button.
Your search Search Results prints.

Printing Directly from a Search Results Page

When performing various searches, eOPF generates search results in the
form of lists of documents called Search Results and Show All Documents
pages. You have the option of printing one or more documents directly
from these pages, if desired.

To Print Directly from a Search Results Page:

1. Perform a search for documents using your desired
criteria.

2. Click the ML Show All Docs button.
The Show All Documents page appears listing all document that
match your search criteria. If you only want to list a single folders
document select the Show All Docs menu item for the folder using
the popup menu of the folder.
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The following figure shows the Show All Documents page.

20PF - Document - Microsoft Internet Explorer

123 documents returned.

My eOPF
Prwperay 7o printa document(s), click on the checkbox to selectideselect and then click o the Print Sigle Sided or Print Dousle Sided button
earch el

Vorktiow [ PEVTSINGLESID" | [FEWY DOUSLESIED | FRNTWINBOW | UEETESELECTED" | AppTa e |~ cincer— -}
Change Email WHW

Emergency Data

Chasys P
Effective NOA Exception Faolder
Last Name | First Name Form Number | Ty Side Create Date | Print
App Admin Date ype Code 1 Comment Status
User Admin [0 |uastz00 FIRST100 02/02/2003 |sF 50 ‘CORRECTION 00z Permanent 03/09/2004 |Single |ACTIVE
| systemAdmin (NI IE P FIRST100 02/02/2003 [SF 50 CORRECTICH 00z Permanent [Excepiion Comment; 4 |Sinsle [AcTive
Create SF75 [ |casTi00 FIRST100 02/02/2003 |SF 50 ‘CORRECTION 002 Permanent 03/09/2004 |Single |ACTIVE
Lo [0 |asTi00 FIRST100 02/02/1988 [sF 50 FATING gRReERRD oo Permanant 03/09/2004 |single |ACTIVE
Batch Print
[ |tastio0 FIRST100 02/02/1988 | SF 50 HALIO CRtHEORD GLEY Permanent 03/09/2004 |Single |ACTIVE
e UPDATE
RATING OF RECORD "
Pwd Admin [0 |asTioo FIRST100 02/02/1988 |SF 50 e 003 Permanent 03/09/2004 |Single |ACTIVE
Transfer RECREATION OF
[1 |easTio0 FIRST100 02/02/1384 |3F 50 RESUBMISSION OF A CPDF | 005 Permanent 03/05/2004 |Single |ACTIVE
T RECORD
Preferences
oot [0 |wasTi00 FIRST100 02/02/1984 |sF 50 CAREER APET 100 Permanent 03/09/2004 |Single |ACTIVE
[ [|easTi00 FIRST100 02/02/1984 |SF 50 CAREER APPT 100 Permanent 03/09/2004 |Single |ACTIVE
O [|wasTi00 FIRST100 02/02/1984 [SF 50 CAREER APPT 100 Permanent 03/09/2004 |Single |ACTIVE
[1 |wasTi00 FIRST100 02/02/1984 |SF 50 i S EURERE gy Parmanant 03/09/2004 |Singla |ACTIVE
[ |asTio0 FIRST100 02/02/1984 |SF 50 CoREEeIONCECLRRRNE oy Parmanent 03/09/2004 |Single |ACTIVE
] |tasTioo FIRST100 02/02/1984 [SF 50 SORRFCTION.OE CURRENT. 007 Parmanant 03/09/2004 |Single |ACTIVE
RECREATION OF
[0 |wasTio0 FIRST100 02/02/1384 |sF 50 RESUBMISSION OF A CPDF | 003 Permanent 03/03/2004 |Single |ACTIVE
RECORD
RECREATION OF
[] [|wasTion FIRST100 02/02/1584 |3F 50 RESUBMISSION OF A CRDF | 005 Permanent 03/03/2004 |Single |ACTIVE
RECORD
\

|
& Localintranet

v

3. Select the desired document(s) using the corresponding
checkbox.
Click the Check All button to select all documents.

4. Click either the W Print Double Sided button or

the Print Single Sided button.

The document(s) are merged into a single PDF file that is displayed in
your PDF viewer.

5. Click the Print button located in the PDF viewer.
The Print pop-up box appears.
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The following figure displays the Print pop-up box.

2| x]
General | [ ptiohs I Layout I Paper/Cuality I
— Select Printer
|| Add Printer @.ﬁ.ctiveTuuch Cocurnent Loader @Ser
Z# Acrohat Distiller @Fax @Sne
@ Acrobat PDPWriker HP LaserJet S000 Series PCL

| 2l

Status: Fieady [ Frint to file

Enter either a single page number or a single
page range. For example, 5-12

Location:
i Find Printer... |
Corment;
—Page Range
G Al Humber of copies: |1 3:
€ Selection € Curent Page
" Pages I'I

¥ Callate ﬁ ﬁ

Frint I Cancel | Appln |

6. Ensure that your printer settings are correct.

Remember to select double sided printing if you selected the
W Print Double Sided button on the Show All

Documents page.

Click the OK button.

The PDF file is printed from the Adobe Viewer to the identified

printer.
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Working with Paper Clips

eOPF provides you 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 or entire documents for

clipping.

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 change in tenure group or pay increases.

A paper clip can be classified as public or private, the system defaults to
public. Either the paper clip owner, a member of the administration users
group, or and HR Specialist that manages the folder can reassign private
paper clips as public paper clips.

If a document that had been paper clipped to other documents is deleted
from the eOPF, the paper clip will remain intact (with the other clipped
documents), minus the newly deleted document.

Creating a Paper Clip

The first step in using the paper clip is creating a new paper clip for a
folder.

To Create a New Paper Clip for a Folder:
1. Perform a search for the desired folder(s) using the Search

page.
The Search Results page displays.

2. Click on the 2 Folder Action icon and select the [ CiP Foider Clip
Folder option to open the Clip Folders page of this folder.
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The Clip Folders page opens.
This figure displays the Clip Folders page.

A eOPF - Clip - Microsoft Internet Explorer

\ Clip Folders :

LR .o\, to sddimodfyjdelete clip Folder. Cick o the Detail button to view the clips in the Folder,

| search eopr

| Change Email

Emergency Data Owner Description Clip Date Pages  Security =
| ! | | | —
| Change Pwd Dt BASIC JOE  Basic Oip 1 Bi1/2005 3:41:48 PM a Public Dalste
= ¥ 1 1 __ 1 LS 1 -
Er_-Basic Clip 2 | Public f;
1
e |

% Local intranet

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

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

6. Click the BSSs8 |nsert button.

7. Click the Back button to return to the search
result list.
Note:

A paper clip is classified as public or private. Any user accessing the
selected folder can view a public paper clip; however, ONLY the user that
created the paper clip, a member of the administration users group, or an
HR Specialist that manages the folder can view a private paper clip.

Adding Documents to a Paper Clip

Once a folder has a paper clip, users can add documents to the paper clip
at any time.

To Add Documents to a Paper Clip:
1. Search for the document within the folder you wish to

paper clip.
The Search Results page displays.
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2. If this is not your own folder then you must select the
reason for accessing a document from the Reason drop-
down list.

3. Clicking the @ Action icon corresponding to the document

you want to create a clip folder in and select the &% Add o Cip
option
The following figure displays the Add Clip to Clip Folder page.

3 eOPF - Clip List - Microsoft Internet Explorer

Help | FAQ
Add Clip to Clip Folder :
My eOPF
mm‘ Select the clip folder you want to add the clip to.
Change Email
Emergency Data W
Change Pwd T T T ‘ T T
7 Owner | Description Clip Date | Pages Security
Preferences BASIC, JOE Bagic Clip 1 : 6172005 3:41:49 PM 1) Puhlic

Logout
1

3

&J Local intranet

4. Click the Select button to add the clip to the clip

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

A eOPF - Add Clip - Microsoft Internet Explorer ‘- J@&‘

JOE BASIC
Help | FAQ

Add page to Clip Folder :

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

TEST PDF  TEST PDF
PAGE 1 PAGE 2

1 []Add Page to Clip 2 []add Page to Clip
& Done % Lacal intranet

5. Select the additional pages you want to add to the clip by
checking the Add Page to Clip checkbox under each page

you want in the paper clip, and click the MM
Submit button.
The Search Results page reappears.

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

Note:

A paper clip is classified as public or private. Any user accessing the
selected folder can view a public paper clip; however, ONLY the user that
created the paper clip, a member of the administration users group, or an
HR Specialist that manages the folder can view a private paper clip.

To Add Documents to a Paper Clip from Show All Docs page:

1. Search for and locate the eOPF(s) from which you want to
add documents to a clip folder.
The Search Results page appears listing eOPF(s).
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The following figure displays the Search Results page.

‘a e0PF - Search Results - Microsoft Internet Explorer

SPECIALIST LASTHR

Help | FAQ
Likila) | ] [ View with v
Search e0PF
Workflow
RGN  oniy the first 30 folder(s) are returned. Please refine your search criteria.
Emergency Data A
h ctivit Folder
I Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code v
Change Pwd Code Status
3 = = ~
App Admin ) |ooo0-o0-o100 LAST100 FIRST100 06/16/2004 1 APXL 1 ACTIVE =
User Admin y
[ |ooo-00-1000  [LasTioo0 FIRST1000 03/31/2005 TRE aH A ACTIVE
System Admin
) |000-01-0000  [LAST10000 FIRST1000 02/02/200% 1 aB 1 ACTIVE
Create SF 75
Print Folder 2 |oo0-01-0003  |LAST10003 FIRST10003 03/11/200% 1 a8 + ACTIVE
Batch Print =) |000-01-0004  |LAST10004 FIRST10004 03/11/2004 t1 a8 . ACTIVE &
Reports
Pwd Admin
Transfer
Preferences
Logout

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

From the Search Results page, click the ISl Show
All Docs button.

The Show All Documents page appears containing only the
documents that meet the search criteria.

The following figure displays the Show All Docs page.

2l eOPF - Document - Microsoft Internet Explorer

Help | FAQ
To print & document(s), click on the checkbox to selectideselect and then click onthe Print Single Sided or Print Double Sided button.
[T i i, e i e
B I
Workflow = 7
Name Create Date Eff Date Form Action Type Folder Print
Change Email [ B, Joe gaJ’EDDS 246:29  B/20200512:00:00 ﬁSHgiAT‘ON OF PERSOMREL CONY TO CAREER APPT PR S
Emergency Data
I [ Basic, 408 gGEUUS 271254 B/2/200512:00:00 ﬁgllg;AT\ON OF PERSOMMEL Pa ADd Permanert Single
Change Pwd
— GI1/2005 2:46:05  B/2200512:00:00 MOTIFICATION OF PERSONRMEL i
Wdrin Tools [ BASIE, JoE oM AN ACTION EXT OF &PPT NTE Permanert Single
Create SF 75 0 EMPLOYEE, SMBM2005 35447 SNE/2005 354:52 NOTIFICATION OF PERSONMEL  TERMINATION-EXFIRATION OF Panmenerl Shgle
= EMPLOYEE P ACTION APPT 9
Print Folder EMPLOYEE, SHB2005 24546 SMB2005 24351 NOTIFICATION OF PERSONNEL — TERMINATION-EXPIRATION OF
= L EMPLOYEE 2] ACTION APPT Permanert Single
Batch Print I EMPLOYEE, SHT2005 £13:42 SNT/2005 413:45 NOTIFICATION OF PERSOMMEL - TERMINATION-EXFIRATION OF FehmenertSngle.
Reports EMPLOYEE Pl ACTION APPT |
= |l EMPLOYEE, SHB2005 10:45:09 SAB2005 1004511 MNOTIFICATION OF PERSONNEL  TERMINATION-EXPIRATION OF P ot Singl
Pwd Admin EMPLOYEE &M ACTION APPT EHEHCHSIDEE
rantTey a EMPLOYEE, SM272005 52756 SN2/2005 32753 MOTIFICATION OF PERSONMEL  TERMINATION-EXFIRATION OF Parmenert Shgle
- EMPLOYEE P ACTION APPT 9
Preferences | EMPLOYEE, SH2/2005 526:25 SA2/2005 526:21 NOTIFICATION OF PERSONNEL  TERMINATION-EXPIRATION OF Bemanert crle
EMPLOYEE Pt Ph ACTION APPT 4
Logout I EMPLOYEE, SH2/2005 520020 SM2/2005 320:16 MOTIFICATION OF PERSONNEL  TERMINATION-EXFIRATION OF FermenertSnge
EMPLOYEE P ACTION APPT i
EMPLOYEE, SH2/2005 51633 SA2/2005 516:31  MNOTIFICATION OF PERSONNEL  TERMINATION-EXPIRATION OF R
L mvan e rina ) acTimn annT Permanert Singls b
. Local intranet

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

want to add to a clip folder. All selected documents must
belong to the same employee folder. You will be warned if
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you select documents from multiple employee folders.
Click the Add to Clip button, which opens the Add Clip to
Clip Folder page.

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

2l eOPF - Clip List - Microsoft Internet Explorer

JOE BASIC
Help | FAQ
Add Clip to Clip Folder :
My e0PF
Search e0PF Select the clip folder you want to add the clip to.
Change Email
Emergency Data T § -
il
Change Pwd T T - - =
7 Owner | Description Clip Date Pages Security
Preferences m BASIC, JOE | Basic Clp 1 | 6112005 3:41:43 P o Public
Logout [ - | | | |

1

4

‘-_J Local intranet

5. Click the
clip folder.
The entire set of selected documents is added to the selected clip
folder and a confirmation page is displayed.

Select button to add the documents to the

The following figure displays the Confirmation message page.

23 eOPF - Confirm Clip - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools Help

@Back L > \ﬂ @ :‘J /-T) Search ‘f‘\?Favorites @Media -Q-f! [f' -4

Address |§1 http:/fcoors/eOPFy3/EOPF/ECPF, aspxrLoadPage=ConfirmClip

>

Pages have been successfully added to the Clip Folder,
My e0PF

[ searcheopr I ORSS 5
Change Email
Emergency Data

Change Pwd

| Preferences

Logout

|£

‘-J Local intranet

6. Select the 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 with associated
documents, you can view a list of the documents associated with that clip
and open those individual documents.

To View Documents Contained within a Paper Clip:

1. Perform a search for the desired folder(s) using the Search
page.
The Search Results page displays.

The following figure displays the Search Results page.

3 @0PF - Search Results - Microsoft Internet Explorer

SPECIALIST LASTHR

Help | FAQ
Roasom| :\! | Annummmi\/\aw documents with annotations ;1
| wttooc o
Only the first 30 folder{s) are returned. Please refine your search criteria.
Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code .ggswy T
e Status
) |000-00-0100 |LAST100 FIRST100 06/16/2004 1 APKL 1 ACTIVE &
© |ooo-00-1000  |LasTio00 FIRST1000 03/31/2005 TrE aH A acTIvE T
) |000-01-0000  |LAST10000 FIRST1000 02/02/2003 1 AE 1 ACTIVE
2 |ooo-01-0002  |LASTio002 FIRST10003 03/11/2004 1 28 1 ACTIVE
) |ooo-01-000s |LasTio004 FIRST10004 03/11/2004 i AB 1 ACTIVE @

2. From the Search Results page, select the reason for
accessing the document from the Reason drop-down list.

3. Click on the < Folder Action icon and select the = =P Felder
Clip Folder option to show the Clip Folders page for this
folder.
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This figure displays the Clip Folders page.

-2 eOPF - Clip - Microsoft Internet Explorer

Help | FAQ
Clip Folders :
Allow to addmodify fdelets dip Foldsr. Click on the Detail button to view the clips i the folder.
Change Email
Emergency Data Owner Description Clip Date Pages Security -
BEEI  SeScU0E BesicCipd BH 2005 314143 P o Public Delete
- | m 7 | | = =
Preferences |Basic Clip 2 | [public~
Logout 1
B
% Local intranet

4. Click the Detail button next to the desired paper

clip.
The View Clip F

older page appears.

This figure displays the View Clip Folder page.

3 cOPF - Clip Detail - Microsoft Internet Bxplorer  [EEkH

Help | FAQ
View Clip Folder :
My eOPF
Search e0PF Click on the clip to view.
Change Email . - . =
> : Name Create Date Eff Date Form Action Type Folder Page Num View Clip Remove
mergency Data :
| BASIC,JOE  6/1/2005 24846 PM 622005 12:00:00 AW SF52  APPOINTMENTWTE  Temporary 1
ange Pu
= s BASIC,JOE  B/1/2005 248:45PM  B/2/2005 12:00:00 AM SF 52 APPOINTMEWTWTE  Temporary 2 @ %
references

s

JOE BASIC

4 Local intranet.

5. Click the ﬁ

within the clip

View Doc icon to view the desired document

The document appears.

Note:

A paper clip is classified as public or private. Any user accessing the
selected folder can view a public paper clip; however, ONLY the user that

created the paper clip

, @ member of the administration users group, or an

HR Specialist that manages the folder can view a private paper clip.

Removing a Document from a P

aper Clip

As paper clips change over time, so may the need to modify the contents
of a paper clip. In addition to being able to add documents to a paper clip
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at any time, you also have the option of removing them from the paper
clip.

Note:

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

To Remove a Document from a Paper Clip:

1. Perform a search for the desired folder(s) using the Search

page.
The Search Results page displays.

The following figure displays the Search Results page.

3 @0PF - Search Results - Microsoft Internet Explorer

SPECIALIST LASTHR
Help | FAQ

Reason:| Sl | Annotation: View documents with annotations v |

Only the first 30 folder(s) are returned. Please refine your search criteria.

Activity | Folder
Code Status

Action | SSN Last Name First Name Latest Eff. Date | PO ID Org Code

000-00-0100 | LAST100 FIRST100 06/15/2004 1 APKL ACTIVE

000-00-1000  [LAST1000 FIRST1000 03/31/2005 TRE AH ACTIVE

000-01-0002  |LAST10002 FIRST10003 03/11/2004 1 2B ACTIVE

1
A

000-01-0000  |LAST10000 FIRST1000 02/02/2003 1 AB 1 ACTIVE
T
e

L O LY O L

000-01-0004 | LAST10004 FIRST10004  |03/11/2008 |1 a8 AcTIVE @

2. From the Search Results page, select the reason for
accessing the document from the Reason drop-down list.

3. Click on the < Folder Action icon and select the = =P Felder
Clip Folder option to open the Clip Folders page of this
folder.

The Clip Folders page appears.
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This figure displays the Clip Folders page.

) eOPF - Clip - Microsoft Internet Explorer

Help | FAQ

Clip Folders :

Ll Allow to ackdfmodfofdelets cip Folder. Click on the Detail button ko view the cips in the Folder.
Search eQPF
Change Email
Emergency Data [l || Owriac lsscripiie | Clip Date |Pages  Security | [ ,
|| Change P BB ceccooe Desccind BM0STMASPM O Public  ooee
Logout 1

8J Local intranet

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

This figure displays the View Clip Folder page.

3 eOPF - Clip Detail - Microsoft Internet Explorer

Help | FAQ

View Clip Folder :

My eOPF

Search e0OPF Click on the clip to view.

Change Email - " - =

Name Create Date Eff Date Form Action Type Folder Page Num View Clip Remove
Emergency Data 9

o Pud BASIC, JOE 5142005 2:46:46 Ph BI2/2003 12:00:00 A SF 52 APPOINTMENT MTE Temporary 1 @ @
ange Pwi

= BASIC, JOE  B142005 Z.45:46 Pht Ei2/2005 12:00.00 A1 SF 52 APPOINTMENT NTE Temporary 2 @ @
references

="

% Local intranet:

5. Click the % Delete Doc icon to delete the desired

document within the clip.
The document is removed.

Reassigning a Paper Clip (Public Versus Private)

When a paper clip is assigned the status of private, only the creator or a
member of the administration users group will have access to it.

122 Chapter 9: Working with Folders



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

1. Perform a search for the desired folder(s) using the Search
page.
The Search Results page displays.

2. From the Search Results page, select the reason for
viewing the document from the Reason drop-down list.

3. Click on the = Folder Action icon and select the (= CiP Foler
Clip Folder option to display the Clip Folders for this
folder.

The list of paper clips displays on the Clip Folders page.

This figure displays the Clip Folders page.

23X eOPF - Clip - Microsoft Internet Explorer.

Help | FAQ
Clip Folders :
Allow to addfmedifyjdelete clip folder, Click on the Detail buttan to wiew the clips in the Folder.
Owner Description Clip Date Pages | Security
Detail BASIC, JOE Biasic Clip 1 52005 341:43 FM o Fublic Delete
fjﬂasm Clip 2 Public v}
1

&J Local intranet

4. Click the Edit button associated with the paper clip.

5. Inthe Security field, select either Public or Private based
on your needs.

6. Click the Update button.

Deleting a Paper Clip

eOPF gives 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 want to remove a
document from eOPF, please see an eOPF Systems Administrator.
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To Delete a Paper Clip Association from a Set of Documents:

1. Perform a search for the desired folder(s) using the Search

page.
The Search Results page displays.

2. Click on the = Folder Action icon and select the £ Ce Foler
Clip Folder option to open the Clip Folders page of this
folder.

The Clip Folders page appears.

This figure displays the Clip Folders page.

2} eOPF - Clip - Microsoft Internet Explorer

Clip Folders :
RSSO st sl fmocifydelete clin folder, Click on the Datail button t view the clins n the falder.
Search ¢OPF
| Change Email
Owner Description Clip Date Pages  Security =
Dkl BASIC, JOE Biasic Clip 1 B 12005 5:41:43 PM o Public Delete
1
% Local intranet

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

The following figure displays the Confirmation pop-up box.

Microsoft Internet Explorer [z|

.:{/ Do wiou wank ko delete Clip Folder?

| (874 | [ Cancel

4. Click the L J 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.

A eOPF - Clip - Microsoft Internet Explorer

o wiew the clips in the folder.
Search ¢OPF

Change Email

Emergency Data

Clip Date Pages | Security |
Change Pwd : |
h G 12005 2:41:49 P 13 | Puklic [ 1
Preferences = 1 — T
S | | Public %]

Logout

& Local intranet

Note:

A paper clip is classified as public or private. Any user accessing the
selected folder can view a public paper clip; however, ONLY the user that
created the paper clip, a member of the administration users group, or an
HR Specialist that manages the folder can view a private paper clip.
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Chapter 10: Other HR Functions

The eOPF allows users and HR personnel to view emergency data, view a
position description, and view a career brief.

Viewing Emergency Data

This section provides step-by-step instructions for viewing an employee’s
emergency data. This information is available to supervisors and/or HR
personnel for emergency use only. Emergency data is an employee
voluntary feature, and thus may not contain data.

To View Emergency Data:
1. Perform a search for the desired folder(s) using the Search

page.
The Search Results page displays.

a e0PF - Search Results - Microsoft Internet Explorer

Help | FAQ

My <OPF
Search eOPF

Workflow

Change Email

Reason: | | Annotation: | View documents with annotations v

Only the first 30 folder(s) are returned. Please refine your search criteria.

Activity Folder

Action | SSN Last Name First Name Latest Eff Date | PO ID Qrg Code s Status

000-00-0100 LAST100 FIRST100 06/16/2004 1 APX1 1 ACTIVE

000-00-1000  [LAST1000 FIRST1000 03/31/2003 TRE AH A ACTIVE

000-01-0000  [LAST10000 FIRST1000 02/02/2003 1 AB 1 ACTIVE

000-01-0003  [LAST10003 FIRST10003 03/11/2004 1 2B 1 ACTIVE

LA O BLS O LY

000-01-0004  |LAST10004 FIRST10004 03/11/2004 1 AB. T ACTIVE @

Preferences

2. From the Search Results page, select a Reason for viewing
the emergency data.

3. Click on the < Folder Action icon and select the
Emergency Data option to edit Emergency Data.

The Emergency Contact Information page appears.
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The following figure displays the Emergency Contact Information
page.

a e0PF - Emergency Data - Microsoft Internet Explorer

Help | FAG
My e0PF o
Emergency Contact Information :
Search eOPF
iorkflow ENTRY OF THE FOLLOWING INFORMATION IS VOLUNTARY.
Change Email
Emergency Data .
' Disclosure Statement: This information may be used to notify the individuals of your choice should you be taken ill
| Change Pwd or injured during work. This infarmation will be available to your supervisor and Human Resource personnel for emergency
App Admin use only. This information is not to be used for any other purpose. A log is kept showing any time this information is viewed
i and or changed. Only the individual employee is autherized to change this data.
User Admin
| System Admin — I - ﬁ
Create 5F 75
Print Folder User Info :
Batch Print Last Name : LASTHR First Name : SPECIALIST Initials:  INT
Reports
Pwd Admin SsH: 11111111 Last Updated: 472004
Tanties Home Address: |123 Work Address: | 14700 Avion PKWY
Preferences Address (cont): Gity: || Chantilly
Loyoit Gity: |Washington State/Country:
State/Country: |DC Zip/Postal Code: | 22151
ZpfPostalCode: 00203 Bidg Name /Location:
Notify First: Notify Second:
T e
e T
Relationship :| Brother Relationship : v
‘_39 Localintranet

4. Click the W Cancel button.

The Search Results page reappears.

Viewing a Position Description (Optional Availability)

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

To View a Position Description:

1. Perform a search for the desired folder(s) using the Search
page.
The Search Results page displays.
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The following figure displays the Search Results page.

OPF - Search Results - Microsoft Internet Explorer

My <OPF
Search eOPF

e e el

!leasun:l b H Annotation:| View documents with annotations v

(Change Email
s Only the first 30 folder(s) are returned. Please refine your search criteria.
Emergency Data Acti
tivity Folder
Action | SSN Last Name First Name Latest Eff Date | PO ID Qrg Code 4
Change Pwd Code Status
= = ~
App Admin ) |ooo-o0-0100 LAST100 FIRST100 06/16/2004 1 APX1 * ACTIVE £
User Admin =
L @ |ooo-00-1000  |LASTi00O FIRST1000 03/31/2005 TRE AH A ACTIVE
System Admin -
I /=) |ooo-01-0000  [LasTio000 FIRST1000 02/02/2002 1 AE bt ACTIVE
Create SF 75
Print Folder @ |ooo-01-0003  |LasTiooos FIRST10003 03/11/2004 1 a8 1 ACTIVE
Batch Print  Jf |Z) |000-01-0004 | LAST10004 FIRST10004 03/11/2004 1 AB 1 ACTIVE @
Reports
Pwd Admin
Transfer
Preferences
Logaut

2. Click on the = Folder Action icon and select the & View PoQ
View PDQ option to view the PDQ.
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3.

The following figure shows a sample PDQ document.

Home @ Create View Edit Eval Statement  OF8 Printer Friendhy Help Delete

PD #: (H100208
Position Description

WG - Worker

I

Pay Plan: WG

Job Title: Maintenance Mechanic

Series: A749 PLFA: ooc

Grade: SFa2 #:

Is this a BSM Mo

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

Major Duties:

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

[

Close the PDQ window by clicking the L1 Close button in
the top right corner.

Viewing an Employee’s Career Brief (Optional Availability)

Depending on the installation you may have the ability to view an
employee’s career brief. The career brief contains Personal Data, Position
Data, and Career Information from data both internal and external to
eOPF.

To View an Employee’s Career Brief:

1.

Perform a search for the desired folder(s) using the Search

page.
The Search Results page displays.
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The following figure displays the Search Results page.

PF - Search Results - Microsoft Internet Explorer

My <OPF
Search eOPF

e e el

Change Email

!leasun:‘ b H Annotation:| View documents with annotations v

Only the first 30 folder(s) are returned. Please refine your search criteria.
Emergency Data Acti
tivity Folder
Action | SSN Last Name First Name Latest Eff Date | PO ID Qrg Code 4
Change Pwd Code Status
= = ~
App Admin ) |ooo-o0-0100 LAST100 FIRST100 06/16/2004 1 APX1 * ACTIVE £
User Admin =
L @ |ooo-00-1000  |LASTi00O FIRST1000 03/31/2005 TRE AH A ACTIVE
System Admin -
I /=) |ooo-01-0000  [LasTio000 FIRST1000 02/02/2003 1 AE 1 ACTIVE
Create SF 75
Print Folder @ |ooo-01-0003  |LasTiooos FIRST10003 03/11/2004 1 AB 1 ACTIVE
Batch Print  Jf |Z) |000-01-0004 | LAST10004 FIRST10004 03/11/2004 1 AB 1 ACTIVE @
Reports
Pwd Admin
Transfer
Preferences
Logaut

2. On the Search Results page, select a Reason for viewing
the career brief.

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

I View Career Brief \sjey Career Brief option to view the Career
Brief.

The following graphic is an example career brief. The actual format
may be different based on Agency implementation.

EMPLOYEE CAREER BRIEF

Privacy Act Notice
We are sulhorized 10 request PRIVACY ACT rformaton under 5 U.5.C. Chapler 84 Executve Order 367 authonaes us 10 88k 107 your S0Cial Secunty number. wihich will 08 used 10 ioensly your
count Wir will use v 1 prodaas O B Wehs sl Thas idommation miay aiso b shared with oS Feconal agencss ko Marisler your sccount of for
statistical, suditing, or archiving purposes, In addition, we mary share the information with lew agenies guting, pe g, or 9 of civil or criminal law or with other
a T tha purpose of impiementing a statute, ke, oF oroder. You e nol redquined By law 10 prowde (s informabon, but § you 60 not provc 7, § may not be possible 10 process the acions you
request on this Web site.

SECTION I: PERSONAL DATA

Name: John Do Home Address: 12345 Any Long Street, Any Short City Name, ST, 22406-6264

Email Address: Anyuser Name@org. component. mil
Date Of Birth: 18-Mar-1946 Office Symbol: HQ DODEA FAIM  Work Schedule: Full Time Employee in Pay Status
Servicing HR Office; Defense Logistics Agency Columbus OH Annuitant Indicator: C Ret OfffReempl Ann-FE

SECTION ll: POSITION DATA
Pay Plan: G8 General Schedule  Series: 0201 Grade: 08 Step: 10 Target Grade: 09  Total Pay: $65,000.00
Locality Ad): SB900.00 Duty Station: 510000013 ARLINGTON / ARLINGTON / VIRGINIA Locality %: 12.74%
Position Sensitivity: Non Sensitive  Fair Labor Std Act: Nonexempt Emergency Essential: Yes

Position Title:t ASST TO THE PRES FOR PRES PERSONNEL & DEF TO THE COS Number: V5733 Sequence Mbr. 12345
Barg Unit Status: 340710 AFGEMS17/BROOKS AFB, FT SAM HOUSTON, KELLY AFB, LACKLAND AFB, RANDOLPH AFB

SECTION lll: CAREER INFORMATION

Appointment Type: 2A Competitive Career Gonditional Current Appt Auth1: ACM Temp/Term Appt Nie Date: 23-Sep-2004
Tenure: Conditional - Tenure Group 2 Current Appt Auth2: ZLM  Temp Promotion NTE Date:

Date Conv To Career Began: 23-Jun-1999 Date Probationary Trial Period Ends; 23-Jun-2000

Date Conv To Career Due 23-Jun-2002 Date Supervisory Trail Period Ends: 23-Jul-2004

Service Comp Date-Leave: 13-Jun-1969 Frozen Service: 0509 Creditable Military Service: 0811

Service Comp Date-RIF 13-Jun-1989 Veterans Pref-Appt: B 10-Point/Compensable/30 Percent Veterans Pref-Rif. Yes

Service Comp Date-CIV:  13-Jul-1999 Veterans Status: P Post-Vietnam-Era Veteran

Last Equivalent Increase Date: 23-Jun 2004 Within Grade Increase Due Date: 21-Jun-2007
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Creating an SF 75

The Create SF 75 process supports the HR specialist need to complete an

SF 75 for emiloyee transfer. This capability can be accessed by clicking
on the

Create SF 75 button found on the eOPF main menu.

Access to the Create SF 75 capability is assigned to a user group. A
security function called “Web Main — Access to Create SF 75 documents”
is listed and configured through the Security Access tab under the User
Admin section of eOPF.

To Create an SF 75:

] Create SF-?E;

Click the Create SF 75 button on the eOPF left
side menu bar.

The Create SF 75 page displays.

Enter the employee SSN you want to complete an SF 75
form and click the Submit button.

The SSN is validated and the page is refreshed displaying the data
associated with the entered SSN.
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The following figure displays the Create SF 75 page.

a Create SF 75 : - Microsoft Internet Explorer |E||E| |Z 0 ||:'X

Create SF 75 :

Enter SSN #: | |

(T i

Name: |

SSN: |

Form: |SF 75
Type: [APPOINTMENT SUPPORT

Temporary D Merged |:| Training |:| Restricted
Folder Side: []permanent [Joverseas [] commendatory [ peteted

D Performance D oWCP D General Admin

T

L e e

| Select Page 1 of SF 75: (Optional) | |(Browse__]

e ey

i€

é] Done fQ Local intranet

3.

4.

Verify that you are processing the correct employee.

Click on the W Create SF 75 button.

This will launch Page 2 of the SF 75 Template (Page 1 is to be filled
in by the gaining agency).
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The following figure displays Page 2 of the SF 75 PDF template.

; e0PF - SF75 - Microsoft Internet Explorer

-
! SF75 Last Saved: 1/12/2006 11:20:35 AM
|

Information
(Complete the following and provide any additional data requested in Item 9, Part I. Follow the instructions on page 4.)

Section A -- Identification Shown on Personnel Records
1. Name (Last, First, Middle) 2. Social Security Number 3. Date of Brith

999-88-7777

Section B -- SF 50 Data

4-A. Employment Status

O currently on the Rolls of This Agency [ separated (Specify Date) [ separation Incentive Paid
[4-B. Location of OPF/MRPF

[lon File in This Office [l on File in ancther Office

S e R Ol ey Bt (Name and Address Of That Office] ->

5. Position Title

5. Pay Plan 7. Occ. Code 8. Grade or Level 9. Step or Rate 10. Total Salary 11. Pay Basis

12-A. Basic Pay 12-B. Locality Adj 12-C. Retention Allow. 12-D. Supv'y Differential 12-E. Available Pay 12-F. AUD %o

13. Name and Location of Position's Organization

14. Veterans Preference 15. Tenure 16. VP for RIF 17. FEGLI Code & Coverage(If Code "B", enter date of waiver cancellation)

18. Annuitant [ndicator|13. Pay Rate Determinant (20. Retirement Plan |21, Service Comp Date 22, work Schedule

232, Position Occupied
(Leave)

ﬂ Done ‘—} Local intranet

* Fields in Section A and Section B on Page 2 will be filled in using the
data from the latest SF 50 provided by electronic feed for the employee.
However, if needed, HR Specialist can override these values. If there is an
existing SF 75 for the employee (created using eOPF), data from this
document will be filled in the rest of the sections of the SF 75 template.
HR Specialist can override these values.

* Fill in all relevant information, and click on “Page 3” link at the top of

the page. (Data entered on Page 2 will be automatically saved in the
database).
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The following figure displays Page 3 of the SF 75 PDF template.

a e0PF - SF75 - Microsoft Internet Explorer

| 5F75 Last Saved: 1/12/2006 11:32:30 AM
VTR TR L TSR R RCHEET = R —

Section G -- Appointment Data

48-A. Nature of Action (NOA) for 148-B. Authority for That Appointment l48-C. Date
Current/Last Appointment or
Conversion to Appointment

[49-4. If the Employee is Now Career or Has Held Career Appointment in  |49-B. Nature of Action and Authority for Appointment That Began That
the Competetive Service, Dates Served to Attain Career Tenure Period of Service

From --= ‘ To --= |

S0. If the employee Has Hot Held a Carer Appointment, Date of Most |51 Authority for That Appointment
Recant Career-Conditional Appointment

Section H -- Probation Data
S2-A. The Employee is How Serving An Initial Appointment Period That  |S2-B. Has Already Completed Initial Appointment Probation Period

EBegzn on (Month/Day/Yaar) Beginning = Ending > 4

S53. Other Probationary Periods Date Began Date Completed Mot Completed Exempt

Section I -- Unfavorable Data

S54. Does OPF/MRPF Contain Removal. Suspension, Discharge or Change |55. Is this Unfavorable Information in Other Files. e.g.. Letters of

to Lower Grade Actions? Warning, Admonishment, Reprimand, Suitability or Latter of Dacision on
Oves Cne an Adverse Action? []ves [Ino [Joon't know
S6-A. If "Yes" to Question 54 or 55, Name od Person to Contact for More |56-B. Telephone Number (Indicate DSN and Commercial - Show Area
Information

Code)
Section J -- FEHB Data
57. Enrollment Status [cancalled [enrolled

[Jwaived: show Date --> Show Date --> Oineligivle Show Date -->

Section K -- Security Data

él Daone ‘_ng Local intranet
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The following figure displays Page 4 of the SF 75 PDF template.

Internet Explorer ]

SF75 Last Saved: 1/12/2006 11:42:12 AM

S o iioes Foocc GO (eetoes

68. Thrift Savings Plan

68-A. TSP Service
Computation Date
Month Day Year

68-B. TSP Vesting Code |68-C. TSP Status Code |6

8-D. TSP Status Date |68-E. Does Employee Have a Loan?

Month Day Year

DYes D Mo

|GB-F. If Yes, Provide the Following Information for Each Loan

Account Numberl:l Account Numberl:l
Bayment Amounts 5| | PaymentAmowntis| |

[rer weekly [ piveskhy []mMonthly

eer weekly [eiweekhy []mMonthly

|69. TSP Allocation

69-C. G FUND-GOV'T
SECURITIES

53-A. Percentage of Basic (69-B. Whole Daollar
Fay [Amount

.00

OR % ‘ .00 %

69-D. F FUND-FIXED 65-E. C FUND-COMMON  |55-F. Total
INCOME INDEX STOCK INDEX
.00 % .00 % 100%

70-A. Name and Signature of Official Certifying TSP Information

70-B. Date Signed

Section N -- Losing Agency Release Data

71i-A. Is EOD Date in PArt 1, Item 7, Acceptable?

71-C. Name of Person to Call To Discuss Release Date

71-B. If Unacceptable, Show Earliest Possible Release Date

71-D. Telephone Mumber (Indicate DSN and commercial - Show Area

Code)
|

72-A. Name of Person Giving Information

72-C. Title

72-D. Signaturs and Date Signed

72-B. Address (Building, Strest, City, State, Zip Cods)

72-E. Telephone Number (Indicate DSN and commercial - Show Area

Code) |

é] Done

‘\ng Local intranet
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* Click on “Help” link from any of the SF 75 creation pages, to open the

SF 75 Instructions page

) SF 75 Instructions - Microsoft Internet Explorer

SF 75 Instructions Page

Instructions for Activity Requesting Information

Use the SF 75 to obtan pre-employment information when the
applicant’s Official personnel Folder {(OPF) or Merged Records
Personnel Folder (MRPF) is not available for review. This most
often occurs when the applicant works for a different agency,
when the applicant wcrks in the same agency but receives
personnel service from another office, when the applicant’s
OPF/MRFF is on file in another agency even though the
applicant is not employed there, or when the applicant’s
OPF/MRPF has been retired to the Mational Personnel Records
Center {(NPRC) but the last employer has most of the
information needed.

Use the information provided on the SF 75 to: {1) verify
information on the applicant’s application; (2} make decisions
regarding the applican:’s eligibility for appointment, pay and
benefits; and {3) to complete the processing necessary.

The 5F 75 may not be used for any other purposes {such as
to obtain references o to voucher a prospective employee),
Be sure to request SF 75 information sufficiently in advance of
the projected date of the action to enable the office that
receives the form to complete and return it or to provide the
information by telephoae before the effective date of the
employment action.

¥ou may request SF 73 infarmation by telephone or by mail.
When requesting the infarmation by mail, complete Part I and
circle the items in Part II that are needed. If additional
information is required {e.g., dates of a detail, the number of
hours an intermittent employee has been in pay and duty
status, etc.), list it in Item 9 of Part I

after you receive the SF 75 information, follow your agency's

procedures to refer the form to the personnel specialist who
will effect the appointment.

@;’] Dane

Instructions for Activity Providing Information

Th= name of the person on whom information is requested is in
Part 1, Item 1, of this form, Use the most recent SF 50 on
which the data appear to complete Part II, Sections A and B.
Use the OPF/MRPF, Employment Perfarmance Folder (EPF), and
the agency information systems that include adverse action,
and agency security/suitability files to complete Part II.
Coatact the Payroll office to complete this Par: as well.
Review both the right {long-term records) side of the
OFF/MRPF and left {temporary records).

Instructions for Filing the SF 75

Agencies must prepare an accounting of disclosure for release
of information outside the agency, unless the agency as the
employee’s prior written consent to release the infarmation.
Ths should be done for each system of records used o
prepare the information. The accounting of disclosure of OPF
information should be put on the right side of the OPF/MRPF.
Thz accounting of disclosure need only be a statement that
“SF 75 information on {name of employee) was disclosed to
(name and address of agency) on {date).” If the gaining office
has the employee’s written consent to get pre-employment
information from the current agency, no accounting of
disclosure is necessary. Example: OF 306 includes a section
where applicant consents to release of information about
ahility and fitness by employers, etc.

‘J Local intranet

Back to eOPF button.

Upon finishing the editing process, click the

Edit the SF 75 displayed as required.

This will reload the Create SF 75 page.

effective date.

Select the folder side for the SF 75 form and enter the
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2} Create SF 75 : - Microsoft Internet Explorer

Create SF75:

Enter SSN #: 000-00-1050

Name: |LAST1 080, FIRST1080

SSMN: (000-00-1080

Form: [SF 75

Type: [APPOINTMENT SUPPORT

Eff Date =

[l Temporary [Imergea
Folder Side: [IPermanent [overseas
[Iperformance Cowce

Help | FAQ

e

Select Page 1 of SF 75: (Optional) |C \Temp'part1 pdf. pdf

S Local intranet

8. (Optional) Click on the Browse button next to the Select
Page 1 of SF 75 if you have page 1 of the SF 75 as a

separate file.

If Page 1 of the SF 75, which is a SF 75 cover sheet, has been

captured, browse for and select that file using the
Browse button next to the Select Page 1 of SF 75: (Optional) field.

The Browse button opens the standard Choose File

window.

138 Chapter 10: Other HR Functions



The following figure displays the Choose File window.

Choose file @
Look in: |23 SF75 - @ = B
e
My Recent
Documents
?___a
Desktop
My Documents
Iy tomputer
My Metwark File name: | j Open |
Flaces
Files of tupe: | 41 Fies 7] =l Caricel

9. If HR Specialist wants a Preview of the final SF 75
document that will be created and placed in employee’s
OPF, hel/she can click on the Preview button.

A preview of the Part 2 of SF 75 document will be displayed in
Adobe Acrobat.

10. If everything looks correct with the new SF 75 document,
HR specialist can click on the “Insert” button. This will
create a PDF file and insert this document into employee’s
OPF based on the data provided on the web page.

Note:

If for some reason, HR specialist wants to cancel the creation of SF 75
document; he/she can click on the Cancel button. This would prevent the
document from being inserted into the employee’s OPF.

The following activities occur when the Insert button is activated.

e The SSN is validated.
e Data associated with the SSN is confirmed.
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e Validation of a folder side and effective date for the SF 75 is
performed.

e  Checks if files were selected for upload by you are made.

e If Page 1 is included, then Page 1 is merged with the SF 75 form
file.

e Information is selected from SF 75 PDF form.

e EOPF Inserts/Updates info in to the EOPF_SF75 DATA table.

e Based on the entered SSN, a new SF 75 document is created in
the employee's folder.

e The SF 75 is copied into the eOPF repository.

After the insertion process is complete, the Create SF 75 page is
refreshed. To create a new SF 75, click on the Clear button and start
another SF 75. To return to the eOPF Welcome page click the
Cancel button or select the Close button from the eOPF left side
menu bar to perform another activity.
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Part 111 - EOPF Administrator
Functions

The following chapters cover eOPF Administrator Functions in the eOPF system and
is related to the eOPF administrators accessing the eOPF system.






Chapter 11: Working with Documents

Deleting Documents

There may be instances as a systems administrator when you need to
delete an existing document. A document could have been added
erroneously, in which case it needs to be deleted.

To Delete an Existing Document:

1. Perform a search for the desired documents.
The Search Results page displays.

2. From the Search Results page, select a reason from the
Reason drop-down list for deleting the document.
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The following figure displays the Search Results page.

/2R eOPF - Search Results - Microsoft Internet Explorer

Miulssn LastName  FistMame | LstzstEM Daie |POID Io.g i b
- | EUOD—Dﬂ-lOW LAST1000 FIRST1000 !01"31!“05 I'IRE I!H II ACTIVE
returned for; LAST1000, FIST1000
Prev 1 Next
o S5 5[ vt > 100, 18 oo [ come o
Q | iy |omuu‘a- |5550 | ROTIFICATION OF FURGORNIL ACTION LWN% {oos |°umomm| |o:qrmoo- |

| RECREATION OF 003 | |;enanen . |e3roarzoce

(] % |owoaises [sr30  [nomieication oF perscuneL acTiow [RECREATION BF

Dl e e e e |
O | % |owozssses [sr30 [momiricarion or pnsome acTion |SORRECTIONOE —op) [ ——

o | e Y |U"Wl,@" ’ 30 ?mﬂﬂ. OF PERSONNEL ACTION |UREB Appr ;‘W | Iwﬂﬂl | |qu |
n iy Eol’oé-msq |erso  [norirication e pensomeL Action | CAREER WPPT liaa = io‘a.'o‘s‘a‘:oc-a‘ |
Q | L |omuu‘a- |5650  [NGTIFICATION OF PORGONNEL ACTION |mm p— 1100 | |°um.n.m | |o:qrmoo- |
Q | -q_ 501;02.-1.9?2 fr 50 .|431.|=(c.1T(0|.s oF BEKEL.“W.NEI._. 1CT|.’:‘|. EI:EE‘,‘;:S'?[TO;S;DF -D:IQ ............ l ;oz;cts-nou ]
< | L : :“ = . LTl ASTION | sbarmion 1o gnr m | ]""'"""" | |n:.rw:om |
0| &% [ oo RESUMISSION OF o [pasmanant [covoaszcos

O AA5O { ADOITION TO CPOF

3. Click the @ Action icon corresponding to the document
you want to delete and selecting the ‘s Dekte Delete icon.
The page refreshes with a view of the document chosen for deletion.
You can expand any page for a close-up examination of the page(s)
before deleting.
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The following figure displays document pages.

<2 eOPF - Delete Document - Microsoft Internet Explorer, |Z||E|rg|
R RBP4 =
HR SPECIALIST 3

Help | FAQ

N ey

My e0PF
Search eOPF
Workflow

Change Email

Emergency Data

zrw 1LST PDF  TEST PDF

(reate SF]"S
Print Folder
Batch Print
&= PAGE 1 PAGE 2
Pwd_ Admin
Transfer
Preferences

Logout

% Local intranet

4. Click the i Delete Doc button.
A confirmation pop-up box appears. (If you do not wish to delete,

click the [RSONEENN 2T Cancel button.)

The following graphic displays the delete confirmation pop-up box.

Microsoft Internet Explorer g|

\‘_:.:) Do you want to delete Document?

[ OK l l Cancel

5. Click the OK button.

The Search Results page reappears with the document deleted.
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Note:

The document is moved to the delete folder. The EOPF administrator has
access to this folder.

Printing Batch Folders

eOPF systems administrators have the ability to print multiple folders
simultaneously. This section provides step-by-step instructions for Batch
Printing Multiple Folders. An Excel document needs to be created prior to
using this function. The Excel document should include 2 columns. The
first column should contain the SSN with the dashes and the second
column should contain the first and last name of the desired employee.
The first row of the spreadsheet needs to contain column headers SSN and
Name. The Worksheet tab must be named ‘Sheetl’. See graphic below.

The figure shows a sample Excel document.

050 & nlderB a P E - |O0) =
J Eile Edit “iew Insert Format Toolz Data Window Help ;lilﬂ
Dede SRy BRI - =282

C1 I =

A | E D | E —

1 |55 MAME _I
2 |000-00-0001 First1 Last1
3 |000-00-0010 First10 Last10
4
5
6
i
[i]
|4 |4 » [ Sheet1 ; Sheetz £ Sheets / [4]
(=] ]

To Print a Batch of Folders:

1. Click the Batch Print button on the eOPF main menu.
The Folder Batch Print page displays.
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The following figure displays the Folder Batch Print page.

<23 Folder, Batch Print - Microsoft Internet Explorer |Z||E||g

A\ )

Folder Batch Print -> Load Folder List :

Close

Please enter the folder list file (Excel file) and click on the Upload File to upload the list 1o
SErVEr,

Select File To Upload:
| [ Browse.. |

\j Local intranet B
2. Select the Browse button.
The Choose File dialog box appears.
Choose file
Look in: | 9 5F75 - o
L;b Batch Prink. csy
4 @Batch Prink. xls
My Recent @BatchPrint&xls
Documents @Sample.xls
?[: @TestF‘rint.xIs
Deskiop
iy
My Documents
M_','.CIDI‘I'IDL,IEBI
b _I,IPI;J;eCtI;\ISDrk File harme: Te:z:tF'rint.:-:I:z: j Open |
Files af bype: |l Files [=7] | Cancel
. . . Open
3. Locate the desired file, and then click the Open

button.
The Folder Batch Print page reappears with the file name displayed.
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The following figure displays the Folder Batch Print page with a file
name showing.

2} Folder, Batch Print - Microsoft Internet Explorer

Folder Batch Print -> Load Folder List :

Please enter the folder list file (Excel file) and click on the Upload File to upload the list to server,

Select File To Upload:
|C:\SF?5\TestF'rint.xls “ Browse...

UPLGRD FLE [ PG

|<

\ﬂ Local inkranet

4. Click the Upload File button to upload the
Excel file to the eOPF Web Service, which will then
produce a list of folders that you can download.

The Download Batch Print Folder page appears.

The following figure displays the Folder Batch Print page.

2} Confirm Batch Print - Microsoft Internet Explorer

Help | FAQ

Download/Print Batch Folder -> Select Folders to retrieve :

\Select the folder(s) vou want to retrieve (Please note that the disabled button means the folder is not valid due to incorrect SSNj.
\ L \

S ] Hame | eOPF 55N €OPF User
000-00-1111 JOEBASIC 000-00-1111 JOE BASIC
000-00-2222 LISER MARNUAL 000-00-2222 LISER MANUAL

Printing Reason:

\ 9| |

\
iy i et L

e
| =

£

I@ Done

% Local intranet

5. Confirm (check/uncheck) the folders to print.

6. Select areason from the Reason drop-down list.
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7. Click the . Print Single Sided or the :
Print Double Sided button.
Using the Print Double Sided button cause the application to ensure
documents are properly separated for printing on a duplex printer.
The desired folders and documents will appear as one PDF in the
Adobe Acrobat.

8. Print the file from Adobe Acrobat.

Modifying Documents

The Modify feature is available from the Search Results Page. This

feature allows you to add or remove pages from a specific document.
You cannot modify the actual data within the document pages. This
feature is only available to users in the AVI/AVIS user group and is

used by HR Specialists.

Importing a New Page into an Existing eOPF Document

Pages already available in electronic format (image, PDF, document,
etc.) can be added to an existing document. eOPF supports the file
extensions: .tiff, .omp, .jpeg, .gif, .pcx, .pdf, .txt, and .doc.

Note:
This information is also found in Chapter 5: Adding Documents
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To Insert a New Page from an Electronic File:

1. Retrieve and open the desired eOPF document.

2. From the Search Results, enter a Reason code for viewing
the document.

3. Modify a document by clicking the @ Action icon of the
corresponding to the document you want to modify and
select the & wodity option.

Note:

The only modification of the document being done is the addition of new

pages.

4. Click the Import button.

A confirmation pop-up box appears.

5. Click Yes.

The Page Import dialog box appears.

6. Select the desired document, and then click the OK
button.

A confirmation pop-up box appears displaying the following message
“New Page was successfully imported.”
7. Click the Close button.

A Close Document confirmation pop-up box appears.
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8. Click Yes.

Deleting a Page from an eOPF Document

Deleting a page from an eOPF document means that it will be permanently
removed from the system. Therefore, it is critical that this decision be
carefully evaluated before removing a page. Deleting a page is reserved
for instances when a page was erroneously entered in eOPF.

Note:

This information is also found in Chapter 7: Removing Documents and
Pages

Note:

Removing a page only removes that individual page, not the entire
document. If a document only contains one page, you cannot use this
function; instead use Delete Document. Index information and other
associated data remains in eOPF with the document, even when the
specified page is removed.

To Delete a Page from an eOPF Document:

1. Search for and locate the eOPF document from which you
wish to remove a page.

The Search Results page displays.
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2. Modify a document by clicking the @ Action icon of the
corresponding to the document you want to modify and

select the & Medity option.

The ActiveView page appears.

D 0 F detivoiiew - Miciossfl et Explari

a0PF ActiveNiew - Anmoiate > View > Impar -

[ ! & 4 " 4 ¥ 3 3
Emiext Irrd Exi Frid Previois  Maat Lk Deletr Pige
TEST PDF
PAGE 2
TEST PDF e

PAGE 2

-

% Lecal intranet

Note:
The only modification of the document being done is the deletion of
pages. No data on the document can be modified.
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3. Navigate to the page you wish to delete, and then click the

=

Delete Page Dglete Page button.

A delete confirmation box appears.

]

Delete the current page (page &)7

Yes Mo |

4. Click the Yes button.

The page is removed and the display is refreshed in the eOPF Active

View window.

5. Click Exit.

This returns you to the “Please click here to return to eOPF’ prompt.
Click on the link to return to your start result page.

X =0PF ActiveVimw - Microsofi Internet Explorer

eOPF ActiveView - Annotate > View = Import - v30 001

Flease chek here o refum

o eQFF

Sl Local intranet

Chapter 11: Working with Documents 153






Chapter 12: Working with Forms (App

Admin)

Adding a Form

eOPF administrators have the ability to add, edit and delete form
indexing information. The indexing is the framework by which
documents are identified in the eOPF. Each form and/or document is
defined through this tool so that users can quickly search for a specific
document or set of documents according to a description that is
familiar to the HR staff. The Administrator also places the forms into
one or more categories. A form can be labeled as belonging to one or
more categories including ‘Obsolete’, “Common’, or ‘Transfer’.
Obsolete means the form is nolonger used. ‘Common’ cause the form
to be listed on the search page when a user selects list only common
forms. ‘Transfer’ indicates that this form should be transferred when
an OPF is transferred between agencies.

As an eOPF administrator, you have the ability to add a form. Before
adding a new form, verify that the form does not already exist by scrolling
through the Forms page.

To Add a Form:

1. From the eOPF main menu buttons, click the Ak,
App Admin button.

The Forms tab of the App Admin page displays by default.
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The following figure displays the Forms page.

‘=3 Admin Forms - Microsoft Internet Explorer

Form | Assign Supervisor | Folder 7 workt | rorm | Addiional
Type [Form Type | Form Access | Sides Reasans Reasons Config Fage Plgs Access

App Admin - Forms :

| Mlow user o Add EdtDelete o fom.

12345678010
Added Instructions Total

-
0 Description itle By Obsolete | Comman | Transfer P P
"oA A (2] 136 POF Detete
17 | Aaa AnA arm 167 FOF [Edit] petete
F

153 AF 1001 i St *0PFSTD. Edit | petets
RECORD OF PERSONNEL T

154 | AF25R4 SECURITY BVESTIGATION =0PFF STD Edit | Delete
AND CLEARANCE
CERTIEATE OF CLEARANCE

5 AFG AND BECORD OF PEASONMEL | #09F STD Detete
SECURTY I

PERFORMANCE PLAN, _
156 | CO396A PROGAESS AEVEW AND #0FF 5TD |Edit | Detate
APPRASAL RECORD iz

CLASSFICATION AND
157 COSI6LF PERFORMANCE MANAGENENT o0 STD Desete
RECORD

SUPPLEUENTAL
t CsC 1170 QUALIFICATIONS STATEMENT | «OPF STD |Edit | Delete
(DISCONTNUED)

CEATIFCATION OF
PR SCHOLASTIC ACHEVEMENT | #0PF 5TD Detete
(DSCONTNUED)

PROOF OF SELECTION FOR
£5C 28004 CAREER DR CAREER

ope 51D |Edit| Detete
CONDIMONAL APPONTUENT :l

a

AUTHORIZATION OF & ]
4 CSC 28008 CAREETR-CONDIMOMAL &0PF ETD Defete
APPONTIMENT

APPLICATION TO ESTABLISS
ELIGIBLITY FOR
REMSTATEMENT TO CAREER-
CONOMONAL (DESCONTINUED)

csc4m £0°F 5TD |Edit| Detete

APPLICATION TO ESTABLISH
NVERSION
TO CAREERCONDMONAL | 0 =10 pmets

APPLICATION TO ESTABLISH
v =no

The following table describes the fields listed on the Forms page.

Required (R) /

Element Optional (O)  Description

Form ID R System Generated.

Description R Enter the form Number/Short Name.

Title R Enter the title of the form.

Added By R Indicates the source of the form. System
Generated.

Obsolete ) The form is active by default and available to

be used during indexing. Check the box if
Obsolete and should not be available during
indexing.

Common @) This form is frequently accessed or searched. It
should be a member of the common forms list
and available when a user selects list only
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Required (R) /
Element Optional (O)  Description
common forms on the eOPF search page.

Transfer 0] Indicates that all instances of this form that
exist in an OPF should be included in a transfer
to another agency.

Instructions 0] You may define a separate file that maintains
Page the instruction pages for a form.
Total Pages @] Enter the total number of pages.

2. Scroll to the Insert line at the bottom of the page and
complete the fields as shown in the following figure.

} Admin Forms - Microsoft Internet Explorer

FERFORUANCE FLAN S
158 | £0 3064 PROGRESS REVEW AND =0PF STD [Eat] netete
APPRAISAL RECORD T

CLASSFCATION AND 3
157 | COS1ELF PERFORMANCE MANACEMENT | 80PF STD Edi | Delete
RECOAD

SUPPLEMENTAL

1 C5C 1170 QUALFICATIONS STATEMENT | eOPF STD Edil | | Detete
(BECONTHUED)
CERTFICATON OF

2 |cscom SCHOLASTC ACKEVEMENT | OPF STD. Edt| Delete
(DSCONTIUED)
PROCF OF SELECTION FOA

CSC 28004 CAREER OR CAREER BOPF STD Edil | Delete

CONDMIORAL APPONTUENT

AUTHORZATION OF A

4+ |cscaswe CAREER-CONOTIONAL w0F 510 Edit | peiete
APPONTUENT =
APPLEATION TO ESTABLEH
i ELISBLITY FOR : —
e RENSTATEMENT TO CagegR. | 07 S™0 [Eat]) petete
CONDIOHAL {DSCONTRIUED)
APPLEATION TO ESTABLEH
ELIGEILITY FOR CONVERSION —
Lo B 0 CAREER-CONDTIONAL | "0 =10 Ed ] Dateta
(DSCONTIUED)

APPLICATIIN TO ESTABLEH

3
o
g
&
]
d
@

ELIGBILITY FOR
£scaT RENSTATEMENT TO Al

) 4-350 & 85-04

[DSCONTRUED)

APPLIZATION TO ESTABLEH
ELIGEILITY FOR COMVERSION -
i b 0 CAREER UNDER PL 84380 | ®07T =10 S—
& 84847 (DISCONTWUED)
RECOMMENGATION FOR
: CONVERSD REER. =
'SC 848 APSONTU #0FF STD Edt | Delste
REGULATION 315 T03A
10 eses APPLEATION PORM OFF STO €t | | Belete
o POSTION ANIGUNCENENT | #0PF STD Daiste
SEWIOR SYSTEM CVEAN
1= DAt i A #0PF STO Edi| pelete
CERTFICATE OF CLEARANCE
1" |DAETE ANDVOR SECURITY #0PF STD Edi | | plate
DETERMNATION
"~ Attach File nsert
12345678910

% Locai nitranet

Note:

You can control the number of rows listed by using your user preferences
found by clicking on the Preferences button in the main menu bar on the
left side of your screen.

3. Optionally, use the Attach File button to assign the file
containing the instruction pages for the form.
The file should be a PDF formatted file.
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Insert

4. Click the Insert link.
The Forms page updates with the following message displayed:
“Form is added successfully”.

Note:

The Attach File button is used to attach a PDF file
containing only the instruction pages that go with this form. Instruction
pages are not required.

Editing a Form

eOPF administrators have access to edit the form information. Form
information should be edited when the data in any of the fields described
changes.

To Edit a Form:
1. From the eOPF main menu buttons, click the A,

App Admin button.
The Forms tab of the App Admin page displays by default.

2. Locate the desired form; then click the Edit button.
The Forms tab reappears with the fields opened for editing.
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The following figure shows the Forms page with a form selected for

editing.

dmin Forms - Microsoft Internet Explorer

App Admln Forms :

Ao user o Add[EditDelete a form,

Description

CSC 28004

4 CSC 28008

CSC4m2

] &% | cane

Form |  Assign Supervisor
aiizn] | Form Type || Form Access

Title

A

BAA

RECOMMENDATION FOR
RECOGNMION

RECORD OF PERSONNEL
SECURITY NVESTIGATION
AND CLEARANCE

| CERTFICATE OF

CLEARAMCE
AMD RECORD OF PERSDNREL
SECURITY i

PERFORMANCE PLAN,

PAOGAESS REVEW AND
APPRASAL RECORD

CLASSFICATION AND

PEAFOAMANCE MANAGEMENT
RECORD

SUPPLEMENTAL
QUALFICATIONS STATEMENT
(DECONTHUED)

| cermeEAnON 0F

SCHOLASTIC ACHEVEMENT
(DESCONTUED)

PROOF OF SELECTION FOR
CAREER OR CAREER
CONDMIONAL APPOINTHENT
AUTHORIZATION OF A
CARZER-LONDMOMAL
APPONTMENT

APPLICATION TO ESTABLISH

ELIGBLITY FOR

REMSTATEMENT TO CAREER. | =

CONDMONAL [ISCONTINUED)

APPLICATION TD ESTABLISH

ELGBLITY FOR CONVERSION
CAREER-CONDMIONAL

TO

(DECORTHUED)
APPLICATION TO ESTABLISH
Bl e £

12345678910

Added
By
oPM
oPM

#0PF STD

®0PF 5TD
=0PF 5TO
«0PF STD
#0PF STD
©0FF 5T
=0PF STD
#0PF STD

«0FF 5TD

0PF STD

#0PF STD

Folder | Fotm
Sides Reasons Reesuns wcl(noe o |

Additional |
Access

Obsolete Common Transfer mstructions Page ;::'
[+ 1] ] [ Change File | | | Update ” Cancal |
187 FOF [Edun] Detets
' [Ex) .
=0 -
[Eat] oeiie
Dereie
= o,
Detete
[Es] etets
= -
= .

& Localintranet

3. Change form specific data and add/remove the instruction
pages using the Change File button associated with the
form, as desired.

4. Edit the desired fields; then click the Update

button to save the changes or click the Cancel
button to cancel the edit process.
The Forms page reappears with the fields updated.

Deleting a Form

As an eOPF administrator, there will be times when you need to delete a
form; i.e., either the form was added erroneously or information within a
form becomes invalid. However, before deleting a form, verify that the
entire form needs to be deleted versus being updated because once a form
is deleted, the entire form is removed.
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A form cannot be deleted if there are any OPF documents indexed using
the form itself. An attempt to delete a form, which has documents related
to it, will produce an error message indicating that you should re-index the
document prior to deleting the form. Deleting the form does not delete
any OPF documents.

To Delete a Form:

1. From the eOPF main menu buttons, click the
App Admin button.
The Forms tab of the App Admin page displays by default.

2. Locate the desired form, and then click the Delete link.
The Confirmation pop-up box appears.

The following figure displays the Confirmation box.

Microsoft Internet Explorer @

' ?f’ Do o wank to delete record?

| ok | [ Zancel

3. Click | J OK button.
The Forms tab reappears with the form deleted.

Adding an Instruction Page to a Form

A form may have instruction pages assigned allowing a user to view/print
the instruction page when viewing documents in an OPF. During the
addition of a new form the form’s instruction page may be assigned or the
form may be edited at a later date and the instruction form added or
removed.

To Add an Instruction Page to a Form:

1. From the eOPF main menu buttons, click the
App Admin button.
The Forms tab of the App Admin page displays by default.
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B} Admin Forms - Microsoft Internet Explorer

PERFORMANCE PLAN,
158 |CO3o8a PROGRESS REVEWY AND | e0PF aTD
APPRAISAL RECORD

Y

CLASSFCATION AND
157 | cOsIeLE FERFORMANCE WANAGEMENT 9OFF 5TD
RECORD |

SUPPLEMENTAL
1 £5c 170 QUALFICATIONS STATEUENT | eOPF STD
(DSCONTHUED)
CERTFICATION OF
SCHOLASTE.
(DECONTINUED)

2 |cscom |eoPFE

PROOF OF SELECTION FOR
3 CSC 28004 CAREER OR CAREER | w0FFSTD d
CONDMIONAL APPONTUENT

AUTHORZATION OF A&
2 CSC 28908 CAREER-COMDTIONAL | 8OFF STO
APPONTUENT

APPLICATION TO ESTABLISH
ELIGEILITY FOR
Ehin RENSTATEMENTTO cAREsR. | %OFF STO Edt

CONDIIONAL (DISCONTRUED)

il 6/[cl 6/ial 6ild
FIE T

APRLICATION TO ESTABLEH
ELIGEILITY FOR CONVERSION

L ©SC4E i AL BOFF ST0
(BISCONTHUED)
APPLICATIIN TO ESTABLEH
ELIGEILITY FOR

esCE? RENSTATEMENT TO CAREER | OPF ST Edit

UMDER PL £4.350 & B5-847
(DISCONTINUED)

B
E Ol

|

R ] TO CAREER UNDER AL 84380 | °0 =10 Edi
(DISCONTINUED)

RECOMMENDATION FOR
CONVERSION TO CAREER
L Gt APPONTUENT UNDER perT

FEGULATION 315 7034

B EG
PEREE

1w csce APPLICATION FORM cOFF ST0
158 |CSCEM0 POSTION AMMOUNCEMENT | eOFF STD

SENIDR SYSTEM CIVILIAN
o | St EVALUATION REPORT reiidit]
CERTIFICATE OF CLEARANCE
1 |DAETs ANDIOR SECURITY 8OFF STD
DETERMHATION

m|
1Y
2

Altach File

12345678910

& Lacal tranct

2. Locate the desired form, and then click the Edit button.
The web page is updated and the selected forms fields are enabled for
editing. The following figure displays an example of the web page to
edit the form.
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in Forms - Microsoft Internet Explorer

K Farm Mslm ' Supervisor rolder Disclosure Exception Mdllm«al w k Form || Additional |
oS | Type |Form Type | Form Access Reasons Reasans — Access

App Mmln Fnrms

Ao user o Add[EditDelete a form, |

12345678910

Form Added Total
o Description Title By | Obsolete Common Transfer Wnstructions Page o
s (A A jlom = 0 [] || changeFile |8 ||| Update |[ Cancet |
157 B Aas oPM 187 POF édll- Delete
| RECOUMENDATION FOR
153 AF 1001 eniion #0PF STD Delete
RECORD OF PERSONNEL
154 | AF 2584 SECURITY IVESTIGATION #0FF 5TD Edit Delaty
AND CLEARANCE
| CERTICATE OF CLEARANCE
155 AF4T AND RECORD OF PERSONREL | oOPF 5T Delety
SECLRITY I
PERFORIANCE PLAN
158 | CD306A PROGAESS REVEW AND =0PF STD Delete
APPRASAL RECORD
CLASSFICATION AND
15T COSIBLF PERFOAMANCE MANAGEMENT  &0PF STD Edit | Detels
| RECORD
SUPPLEMENTAL
E5C 1170 QUALIFICATIONS STATEMENT | oOPF STD Dolote
(DECONTHUED)
CERTIICATION OF
2 cstaM SCHOLASTIC ACHEVEMENT  =0PF STD Detete
(DECONTNUED)
PROOF OF SELECTION FOR
CSC 28004 CAREER O CAREER £0PF STD Edit Detele
CONDITIONAL APPOINTMENT
AUTHORIZATION OF A
4 csczsom CAREER.CONDTIONAL 0P STD Dedeto
AFPONTMENT

APPLICATION TO ESTABLISH
ELIGBLITY FOR

e REWSTATEMENT T CAREER-

=0PF 5TD

B
i

CONDMONAL [ISCONTINUED)

| APPLICATION TO ESTABLISH
ELGBLITY FOR CONVERSION
a Lo TO CAREER-CONDIONAL i)
(DECORTHUED)
APPLICATION TO ESTABLISH
Bl e £

"l one & Localintranet

3. Click the _Changs File_| Change File button.
The Select Form Instruction file (PDF) window appears prompting
you to designate the Instruction Page file. The file must be a PDF of
the instruction pages for the selected form.

a Select Form Instructions hile: - Microzoft Internet Explorer !EE

Select Form Instructions file (PDF):

| Browse. . |

Upload Close |

4. Click the Browse button.
The Choose File window is displayed. Select the Instruction Page
file and click the Open button. The file must be a PDF of the
instruction pages for the selected form.
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Choosze file K
Look in | = 3% Floppy (4] - e @k E-
@ SFRO_Instruction_Page PDF

Higtary

File name: || j Open
[

Files of bype: I,-i\II Files [=.%] Cancel

It

5. Click the MMM Upload button.

This closes the Select Form Instruction file (PDF) window and
returns you to the main Forms administration page. On this page,
click on the Update button to complete the addition of instruction
pages to and existing form.

Adding a Form Package

A form package is a predefined collection of documents that is used
during the course of a particular business process, such as conducting a
retirement estimate or a Reduction-in-Force (RIF). The HR staff member
can quickly search the eOPF repository for documents that meet the
criteria defined in a particular package. This App Admin web pages
within eOPF provides the functionality for the eOPF administrator to
configure the packages in eOPF to contain the First, Most Recent or All
documents of any one or more sets of the forms defined in eOPF. Only
the documents specified will be displayed when the user chooses that
particular package to view.

To Add a Form Package:

1. From the eOPF main menu buttons, click the
App Admin button.
The Forms tab of the App Admin page displays by default.
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The following figure displays the Forms page.

Admin Forms - Microsoft Internet Explorer

Form | Assign 5 Falder it Form
Type |Form Type | Form Access | Sides Reasans Reasans Config Page Plgs Access
App Admin - Forms :
Bllow user to Add EditDielete a form,
12345678010
Form Added Instructions Total
A Oescription Titie By m- Comman ‘I'rlnuhr. [ i

e = e . - e
167 AAA e oPM 197 POF Detete
15 AF o st Deiete

RECORD OF PERSONNEL

154 | AF 2584 SECLRITY VESTIGATION | =0P¥ 5TD Deiete
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| 155 AF4T AND SECORD OF PERSONNEL -:wrsru n.n

PERFORMANCE PLAN,
156 | CD386A PROGRESS REVEW AND #0FF 5TD Detata
APPRASAL RECORD
| CLASSFICATION AND
i s PERFORMANCE MANAGEWENT sOPF STD Detete
RECORD
SUPPLEMENTAL

t CsC 1170 QUALIFICATIONS STATEMENT | «OPF STD Detete
(DISCONTNUED)

z CSC 126 BCHOLASTIC ACHEWEMENT IJWETI] . Detete

PROOF OF SELECTION FOR

£5C 28004 CAREER DR CAREER <0E 5TD Delete
CONDTIONAL APRONTUENT

AUTHORZATION OF & |
4 £5C 20008 CARFER-CONDITONAL =0PF ETD | Detete
| APPONTIENT |
APPLICATION TO ESTABLISS
ELIGBLITY FOR
REMSTATEMENT TO CAREER-
CONOMONAL (DECONTINUED)

A ol TocAsEERCoNDmONAL | SO 5D l Detete

APPLICATION TO ESTABLISH
Firirsee v =no

5 TS 492 #0FF 570 Edit | Detete

2. Click the Form Pkgs tab.
The Forms Package page appears.
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The following figure displays the Forms Package page.

‘o8l Admin Forms Pkg - Microsoft Internet Explorer

: r oPF
Form | Assign Supervisor Folder 5 Form | Additional
I“""“‘ Type |Fom| Type | Form Access | Sides Reasons Reasons Config w;::;;"r Phgs Access

App Admin - Forms Package :

Alow user 1o group forms 25 a package,

Group ID Group Name Form Desc Attribute
| 1204587080 A Curret Doc |DeleteRow  DeieteGroup
[ 1204887880 A FrstDac DeleteRow | DeleteGroup
e yzaseress "AE 1001 T AlDoes S e —
] 1234887850 AF 47 FrstDac | DeloteRow | DeleteGroup
L] PeleTest AAK AllDocs DeoloteRow  DeleteGroup
§ FolneTesiz ARA Frst Doc DolsteRow | OelstoGroup
w0 PaterTost3 AAA Currert Doc DalateRow DeleteGroug
] SF500SFS2 SFS2 Al Docs | DelsteRow DeleteGroug
1 sFsmisFE2 sFsn Alloes DeleteRow  DelsteGroup
5 new A Current Doc DeletsRow | DeleteGroup
|5 new A FratDac DeleteRow  DeleteGroup
5 new eF 80 AiiDocs Deletefiow | DeleteGroup
3 = DMV 822020 Curent Do Ueletchiow  DeleteGroun
2 test OF 65 allfocs | DeleteRow .m
3 tunt! | oPNAV 552020 Curment Do ! DoleieRow  DeleteGroup
: e 07 5 ANDocs  DalaisRow  DelsteGroun
1 uscpest cscae Frst Doe DoleteRow  DeletsGroun

Insert 123456790 | AddGroup,., A v Mo &

3. Select the desired Group Name, Form Desc, and Attribute

from the drop-down lists, then click the Insert link.
The Forms Package page reappears with the new form package.

Note:

You can add a Group Name by clicking the _ AddGroup... | Aqq Group
button. Type the desired Group Name in the field located above the Save

button, then click the i Save button.
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Chapter 13: Working with Form Types

As an eOPF administrator, you can add, edit, and delete a form type. Each
form has one or more form types assigned to it, each of which more
specifically identifies the particular document. In most cases, there is only
one type, which categorizes a particular form. For example, a Form TSP 1
has only two form types, BENEFITS and EXCEPTION, associated with
the document. On the other hand, the SF 50 document has many form
types, which define the specifics of the objective or Nature of Action Code
(NOAC) being used. As with the form description, the type description
can be used as a filter for the user to search for documents within an
eOPF.

Example:

A SF 50 is the specific form. The Form Types are Promotion, Within-
Grade Increase, Career Appointment, Change of Status, etc. which in the
case of an SF 50 are associated to a Nature of Action (NOA). A TSP 1
form would have the Form Type of ‘Benefits’ associated with it.

Adding a New Form Type

eOPF is deployed with a catalog of Form Types that have been identified
by the Office of Personnel Management (OPM). A Form Type is either a
Nature Of Action Code description or one of nine other common
categories: Employee, Performance Appraisal, Benefits,
Investigations/Security Clearance, Payroll, Contact Information, Position,
Training or Exception. The EXCEPTION type is used to handle
documents that have an error that prevents the document from having a
proper Form Type classification. An example is a SF 50 with a NOA code
that is not valid. The Form is known but not the Form Type so it is placed
in to the EXCEPTION Form Type classification.

There may be an occasion that requires new categories of forms that are
not already listed in eOPF. In that case, they must be added using the Add
New Form Type functionality.

To Add a New Form Type:

1. From the eOPF main menu buttons, click the Ak
App Admin button.

The Forms tab of the App Admin page displays by default.
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Form

2. Click the [™¥re_| Form Type tab.
The Form Types page appears.

The following figure displays the Form Types page.

a Admin Form Type
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10z ACCESSION-U S POSTAL SERVICE 210 081500 o1mi8ez e0PF 5TD Eﬂ Delete
101 ACCESSION-US POSTAL SERVICE 208 .nsvmm o1mnsez W0PF STO .J Deiste
] ACCESSION-U 5. POSTALSERVICE 208 .GE-':lIr'%ﬂ im 1186z #0PFSTD | Edit| m
:w ACCESSION-U 5. POSTAL SERVICE .m .MIHM .ammm .mnfsm :mt| m
5 ACCESSION-US. POSTAL SERVICE | 206 .us-anw:-n DI 18E2 £0FF STD -\ﬁl| Delste
57 ACCESSION-US. POSTAL SERVICE 205 .nmmm 01nEE2 £0FF STD .@| Delete

o ACCESZION-UE. POSTAL BERVICE 204 0811530 oimse e0PF STD Eﬁl Delete

"i Local intranet

3. Scroll to the bottom of page to locate the Insert row and
then type a new description in the Description field.

4. Enter a Nature of Action Code (l), if applicable. Enter the
Effective From Date if a NOA Code is used.

NOA Code is a three digit, zero padded number. For example NOA
Code ‘2’ is recorded as ‘002’. The eOPF system will automatically
zero pad entered number to three digits.

5. Enter the Effective To Date if you know the length of time
the NOA Code will be valid.
Leave Effective To Date blank if the NOA Code as no ending
effective date.
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6. Click Insert link.
The Form Types page reappears with the following message
displayed: “Form Type is added successfully”.

Deleting a Form Type

The occasion may arise where the eOPF administrator needs to delete a
form type.

To Delete a Form Type:

1. From the eOPF main menu buttons, click the

App Admin button.
The Forms tab of the App Admin page displays by default.

Form

2. Click I'tee_| Form Type tab.
The Form Types page appears.

The following figure displays the Form Types page.

a Admin Form Type - Micr

Folder | Disclosure Exception Additicnal Additsonal
shedongs Tvlie |Farm'!'we Fonnkcess Sides Reasons Reasons. Config ' wckonlt lem Access

App Admin - Form Types :

Aldow user to View EditDelete Form Type.

12345678910..

Type 0 Oescription NOA Code | Eff From b ¥l | EH To D Added by |

438 T 1 1222 10 1140171500 12711858 0Pl =it Delete
438 ABARA 062 .m.-mr:sm .nlmmm 0Py .Eﬁt| .m
40 Adaas naz .nmmm 01012000 oAU ﬂl Delete
= ACCESSION-US. POSTAL BERVICE 182 6111530 1011882 cOPF STO | Edit| | Delete
-] ACCESSION-US POSTAL SERVICE 183 .mmm olmiees e0PF 5TO E_I Delete
B4 ACCESSION-US. POSTAL SERVICE | 154 .wnwwxn 010111982 OPFSTD | Edit| | Detete
L4 .Accmsmn-us.nsm.m Lzl :nsmnm .ummm .mEﬂl E_I Delate
86 ACCESSION-US. POSTAL SERVICE 196 .wnl-'m:«n 111862 #0FF ST :mt| Delete
:ns .mm.u.s. POSTAL SERVICE .195 .nﬂmnm .mmmm .msru .Eﬁtl .m
.as- .Accessmu.us.msm-_s:nw_e .me .n—';-mr-.g.‘n .nnumm .=cm=sru .Em1| .m
2 ACCESSION-US POSTALSERVICE 200 060111530 otmeE2 £0PFSTD | Edt| Delete
£ ACCESSION-US POSTAL BERVICE 202 .na-m.-mn 0110 11582 20FF STD .ﬁ| Delete
W3 ACCESSIONU S POSTAL SERVICE 211 | oeminsso 010141862 S0FF 5T .ﬂ Delete
102 ACCESSION-US POSTAL SERVICE 210 080111530 o1mInges e0FF STO | Edit| | Pelste
101 ACCESSION-US POSTAL SERVICE 208 .mmm ominees WOFF STO .E Delete
] ACCESSION-US. POSTAL SERVICE | 208 .ua.-nlrmn o1m 11962 #0PF STO .g_a_r_| Delets
:n .M.cessnun-u.s.msm.m IEIT .MIIIBM .ummm .ecwrm .a_r!t| .m
5 ACCESSION-US. POSTAL SERVICE 206 .us'nnw:-n .DI-\IHIB‘B&‘. £0FF STD .Eﬁl| .Dﬁm
57 ACCESSION-US. POSTAL SERVICE 205 .Mmm 01011882 £0FF STD .E| .m

o ACCESZION-UE. POSTAL BERVICE 204 0811530 oimse e0PF STD El Delete

"i Local intranet
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3. Click the ™= Delete link associated with the desired

Form Type.

The eOPF solution verifies that the selected Form Type is not joined
to a form. If joined, an error message is displayed in red at the top of
the Form Types list. If the Form Type is unused a delete
confirmation pop-up box appears.

The following figure displays the Confirmation box.

Microsoft Internet Explorer @

' ?I/ Do o wank to delete record?

| ok | [ Zancel

4. Click the J OK button.
The Form Types page reappears with the Form Type deleted.

Associating a Form Type with an NOAC

Each of the multiple form types of SF 50’s are associated with a Nature of
Action Code (NOAC). The OPM Guide for Processing Personnel Actions
associates a numeric code with each Nature of Action. The NOAC helps
eOPF interpret the data from the nightly SF 50 data feeds facilitating this
additional NOAC index to enable further search filtering for the user.
eOPF maintains a Form Type description that is consistent with the
NOAC description from OPM. An NOAC can only be associated with
one Form Type for a given timeframe.

To Associate a Form Type with an NOAC:

1. From the eOPF main menu buttons, click the Ikl

App Admin button.
The Forms tab of the App Admin page displays by default.

Form

2. Click the [™¥re_| Form Type tab.
The Form Types page appears.
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The following figure displays the Form Types page.

R Admin Form Type - Microsoft Internet Explarer

rorms | Form | Assion | Supervisor | Folder | Disclosure | Exception | Additional | 0 | Form Mulmali
| Type ﬂmn'l»el Form Access | Sides Reasons Reasons. Config Fage Phos Access |

App Admin - Form Types :

Aldow user to View EditDelete Form Type.

12345678910..

[Trpem | Dovhin oA Cose | y) |t ToDate CAdsedty | |

lass TP 222 1 | 01171500 12711850 oPd Edit| Ilﬂ
s [aaana e {omirssan Lotonee ™ .Em| .uﬁg
fin Tanana a2 pp— [aim12000 oo ﬂ Delete
[t |accossonus rosvaussmves 1oz | esotrnese [1ineen [prey. .g Delete
8 ACCESSION-US POSTAL SERVICE .1'3 Mmm .UW“HW 0PF 5TO Iﬂ Delete
B ACCESSION-U 5. POSTAL SERVICE | 184 | emmir1Es0 .nwmw eOFF STO M .m
BT .mwi.wﬂum .TiT Emmm .Ilm!nm .mm .I_:ﬂf -m
o8 ACCESSION-US, POSTAL SERVICE | 196 TE11930 DimanEe2 £07F 5TD I it .m
“ -mus. POSTAL SERVICE -15 ;Mmm -um!nm .aollrs'm . EﬁElm
.B'? .A‘:CE?»S'GN-IJ.S.POSTA‘. SERVICE “19& .ﬂ&lﬂll’!g?ﬂ -nm:mm IEOPFSTD . Eﬁllm
ﬂ ACCESSION-U S POSTAL SERVICE 200 .mm .nunlﬂm .Msm ﬂ Delete
| B -QCCL‘SOGN-UE POSTAL SERVICE -QM .mln'@)ﬂ -nmmm -EC'PFSTD El Delete
|103  ACCESSIONUS POSTAL SERVICE | 211 {sernsso pimness £0%F 5TO ﬂ | peiete
102 ACCESSION-U S POSTAL SERWCE el | 0680171530 o1mhees eQPF STD . ﬂ m
[0y |accessionus rostaLservee 208 'Mu’lm Loiminom R E m
. oo IJCCES-S'U'I-U 5. POSTAL SERWICE 208 I 0ER11930 .ﬂﬂu‘-’lw . #0¥F STO . EIJ .m
'n .mu.ﬂ.msrum -m'r 06111520 .nmmsﬂ .mm . EﬁlEl m
9% .ACCES-SUUN-US POSTAL SERVICE .ZIE. In&mnasn .nlmmm .!Wm Eﬁll m
EﬂT .Mmu.s.mﬂum .m ;Mm!n .mmnm .Msm El m
.DQ .ACCESSIDPLIJS POSTAL SERVICE .!ﬂ-l .eriglﬂ . o101/1882 .EGPFSTD . ﬂl M

ﬁ-iuxllnn“r

3. Click the Edit button associated with the desired
Form Type.
The Form Types page reappears with the fields open for editing.
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The following figure displays the Form Types page with a row ready
to edit.

a Admin Form Type - Microsoft Internet Explorer El E|E|E|
¥ ; =
F Supervisor | Folder | Disclosure | Exception | Additonal | . COFF Form | Additional

adoae: Tvlle l'orm Type | FormAccess | Sides Reasons Reasons. Config Iia;emt Phgs Access
J\pp J\dmln Forrn Types :
Adow user o View EditDelete Form Type.
12345678B910..
Type I Description HOA Code £41 From Date (mmiddiyyy) £ To Date (mmiddyyyy) | Added By
58 111111141111111911111)] 101 04/04/1900 | 1273111959 oo
©e |asmaa vez TSt D11 i1982 R = Delste
a0 | assas o2 o101i1ea3 01112000 oo Edt Delete
B ACCESSION-U S POSTAL " - Propr—. .-
= SERVICE 182 RS0 oimeez SOFF ST | Edt Delate
ACCESSION-AS. POSTAL ! ‘
2] SeRviE 19 oEtMEs0 LILARE - sOPFSTD | Edt Delete.
ACCESSION-U S POSTAL o1y 3 5
B s 184 DEmINEM0 L ARE sOFF 5TD | Edt Delete
ALCCESSION-US POSTAL
I s 187 oe0tiEs otee: OPFSTD Edht Delete
| accessony s posTaL -
e A 108 oetE 0111982 =0PF 5TD | Edit Delete
ACCESSONLU S POSTAL
& OETEE 1es tantiEs oim1ieez OPFSTD | Edt Delete
ACCESSIN.U S ROSTAL e o =
O i 188 om0t /1230 o101/1982 £OPF STD | Ecit| Delete
gz [SERSSOMUSPOSTAL a0 1801NE TmHeE £OPFSTD Edt| Delete
" o | e 181130 o1 eEz e0PF STD | Edt| Delete
va (OO SRS |y 080111830 minsez eoPFSTD | Edt| Deiste
SERVEE
_ | ACCESSON.S POSTAL S oy
102 | seRvice zio 0S1E30 LITATE OFFSTD | Bt Delote
ACCESSION-U 5 POSTAL
(LAl i 208 et omneEz WOFF STD  Edt Delote
ACCESSONAIS POSTAL ., e e =
W |mpmorr 208 06011530 LI BOFF STD | Edit Delete
ACCESSONU 5 POSTAL -
8 SERVCE T [t o1mnees eOPF STD  Eds Delete
ACCESSION-U S POSTAL - -y § o3 2
T Lo 208 oetE30 010141882 OPFSTD | Edt Delete
ACCESSION-U S POSTAL
I i 208 oeatien o100z £OPF ETD  Edit Delete -
q Local intranet:

4. Enter the desired Nature of Action Code (NOAC) in the
NOA Code field.

5. Enter Effective From Date and Effective To Date if known.

6. Click the Update button.
The Form Types page reappears with the message “FormType ID
##### is updated successfully,” where ### is the number the system
assigns to the form type.

Note:
The Form Type ID is assigned by eOPF.

7. Toreturn to the Form Type page without associating a
Form Type with an NOAC, click the Cancel button.
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Removing a Form Type’'s NOAC Association

As an eOPF administrator, there may be times when you need to remove a
Form Type’s NOAC association. An NOAC association could have been
created in error or the NOAC association could have changed.

To Remove a Form Type’'s NOAC Association:

1. From the eOPF main menu buttons, click the
App Admin button.
The Forms tab of the App Admin page displays by default.

Form

2. Click the '¥re_| Form Type tab.
The Form Types page appears.

The following figure displays the Form Types page.

a Admin Form Type - Mcrosoft Internet Explorer

i Form | Assign | Supervisor | Folder | Disclosure | Exception | Additional | 0T | Form | Additional
OFMS | Type |Form Type | Form Access | Sides Reasons Reasons | Config ;a::‘ Phgs Access

App Admin - Form Types :

Adawi user | View EditDelets Form Type.

12345678910

Type 1D Descrgbon NOA Code | Eff From & vl | ToD Added by |

N T T T RO R TR =2 m 1171300 1201185 oeu =it Delete
a8 |aasan 062 {ovmnsat Lovnines [ ) P
o Aanas Dz pop— 112000 e .@ Delete
© ACCESSION-UIS POSTAL BERVICE 122 08011530 0111882 c0PF ST0 | Ecit| | Deiete
1] ACCESSION-US POSTAL SERWICE 183 .Mmm 010111982 e0PF 5TO M Delete
i ACCESSION-UIS POSTAL SERVICE | 184 P oImiiEe2 o0FF 50 | 6| | Delete
BT ACCESSION-US POSTALSERVCE 197 P “omnes ‘woprst | zar| | pelete
w ACCESSION-ULS, POSTAL SERVICE 196 p— DimEE2 #0PFSTD | Edit| | Delete
5 acoEssoNUS POSTALSERVOE 1= [pesinsso o s .Eﬁt| Delete
B ACCESSONAUS POSTALSERVCE 128 p— Lainse2 \eoors | et | sie
83 ACCESSIONALS POSTAL SERVICE | 200 011830 stnieE 0P STD | Eht| Delete
" ACCESSIONLIS POSTAL BERVICE 202 [P ol itse2 <0FF ST .ﬁ| Delete
103 ACCESSIONUE POSTAL BERVEE 211 e s1m118E oot | | pelete
102 ACCESSION-US POSTAL SERVICE 210 11530 Bimeez eOPFSTD | Edit| Delete
D1 ACCESSION-US POSTALSERVICE 205 Ltsinsso timanse w0er s | con| pelete
W0 | ACCESSION-US POSTALSEAVICE 208 P— sim1gE2 e
@ accessowus posTALsERVEE 207 Loeminso T wosrsm .El_fgtl | petete
5 ACCESSION-US. POSTAL SERVICE 208 [oasirzso nimiIeE «05F S0 | 6t | Dalete
57 ACCESSIONS POSTALSERVE 305 [ oamineso stmieE soFF S .ﬂ| | naieie

5 ACCESSION-U S POSTAL BERVICE 204 DEDAEN0 D1MA/1882 =0PF STD | Edit| | Delete
Insert
"i Local intranet

172 Chapter 13: Working with Form Types



3. Click the ™= Delete link associated with the desired
Form Type.
If the Form Type is not joined to a Form then the delete confirmation
pop-up box appears; otherwise, an error message appears in red
asking you to remove the Form to Form Type link.

The following figure displays the Confirmation box.

Microsoft Internet Explorer @

?/ Do wou want to delete record?

-

[ o4 |[ Cancel ]

4. Click the &
deletion.

| OK button to complete the record

5. Click the Cancel button to abort the deletion.

The Form Types page reappears with the selected Form
Type deleted.
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Assigning and Editing a Form Type to a Form
1. From the eOPF main menu buttons, click the

App Admin button.
The Forms tab of the App Admin page displays by default.

2. Click the Assign Form Type tab.
The Assign Form Type page appears.

The following figure displays the Assign Form Type page.

‘8 Admin Assign Type - Microsoft Internet Explorer

]
Forms | FOM | Assign SupErvisor Folder |
Type |Form Type | FormAccess | Sides |

App Admin - Assign Form Type :

Abow user 1o Assigh Farm Type io Form

OPF
Pl Farm | Additional
Reasons Reasons Config w:d:;:* Phgs Access

WiewEdit All Farms Default Foider
12345678910
Form . Avall Form
o | Description Title i
158 A & ViewiEdit Assignf oider Side.
197 ARA ARA ViewEckt AssignfoiderSide
153 AF 1001 RECOMMENDATION FOR RECOGNITION ViewnEdt ‘AssignfolderSide
1= AF 2584 RECORD OF PERSONNEL SECURITY INVESTIGATION AND CLEARANCE VigwEdt AssignFolder fide
155 AF 47 CEATFICATE OF CLEARANCE AND RECORD OF PERSONNEL SECURITY N ViswEds Aspignfolder fide
156 CO 3084 PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL RECORD ViewEdi Mgaignfolger Side
| 157 [DSELF | CLASSFICATION AND PERFORMANCE MANAGEMENT RECORD ViewEdit Assianfolder Side
1 CSC1170 | SUPPLEMENTAL GUALFICATIONS STATEMENT (DiSCONTHUED) VievEdit AssignFolderSide
|2 £5C 2 CERTIFCATION OF SCHOLAETIC ACHEVEMENT (DMSCONTNLED) ViewiEcit ‘AssignfolderSide
1 CSC 28004 | PROOF OF SELECTION FOR CAREER OR CAREER CONDIMONAL APPONTUENT ViewiEdst AssignfoiderSide
: CSCI8008  AUTHORZATION OF A CAREER-CONDIONAL ARPONTHENT ViewiEt AssignfoiderSide
o ] APPLICATION TO ESTABLEH ELIGELITY FOR REMSTATEMENT TO CAREER-CONDMOMNAL
= S| ftmeliin ALy ViewiEat AssignfoigerSide
APPLICATION TO ESTABLISH ELIGEILITY FOR CONVERSION TD CAREER-CONDMONAL
Asmgntoider Side
8 (U ol Viewdi
» APPLICATION TO ESTABLISH ELIGBLTY FOR RENSTATEMENT TO CAREER UNDER P 84380 &
CsCEN? 5847 (DSCONTINUED) ViewnEdst Aszignf older Side
APPLICATION TO ESTABLISH ELGBILITY FOR CONVERSION TO CARIER UNDER PL 54380 & 15
#ssignfolder Side:
i CSCEME b7 miscONTIMED) et
g Se Be8 E.::S:Cl::ﬂnmba'cu FOR CONVERSION TO CAREER APPOINTMENT UNDER REGULATION Vi Fi i
1o cscs |asecamon Fomu MiewlEdt  Assiaofolderside
188 | CSCE20 | POSMON ANKOUNCEMENT ViewEdit AssignfoiderSide
152 Da Tz SENIOR 5YSTEW CIVILIAN EVALUATION REPORT ViewnEdst AssigntoiderSide
1" DA ETE CERTIFICATE OF CLEARANCE ANDUD®R SECURITY DETERMNATION ViewiEdst AssignfoigerSide

12345678910

8 Local intramet

3. Click the ViewEdit \/jew/Edit link associated with the
desired Form.
The Assign Form Type—View/Edit Avail Form Types for Form page
appears.
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The following figure displays the Assign Form Type—View/Edit
Avail Form Types for Form page.

‘gl Admin Assign Type - Microsoft Internet Explorer

| eOPF
Form | Assign Superviser Folder | ' Excep Form | Additional
FOrms | Type |FmrnTru Form Access | Sides i Reasons Reasons Config w:‘:;:“ Phgs Access
App Admin - Assign Form Type :
] Abow user 1o Assigh Farm Type 1o Form
iew/Edit A1 Forms Default Folder
12345678910
Fi A Fi
‘;"' Description Title ":'w':""
%8 A A ViewEdst Assignolder Side
AbA AnA Mirwitut AssignoiderSide
153 AR 1001 RECOMMENDATION FOR RECOGNITION ViewriEat AzsignfolnerSide
14 AF 2584 RECOAD OF PERSONNEL SECURITY INVESTIGATION AND CLEARANCE MiawEdt AgsinnFolder Side
155 &F 4T CERTFICATE OF CLEARANCE AND RECORD OF PERSONNEL SECURTY N ViswiEd| Aspignfolier Side
156 CO 3884 | FERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL RECORD NiewiEd AgsignfolderSide
157 COSIELF | CLASSFICATION AND PERFORMANCE MANAGEMENT RECORD ViewrEdit AssignFolderSide
1 CSC1170 | SUPPLEMENTAL QUALFICATIONS STATEMENT (DISCONTINUED) ViewEdit Assignfolder Side
2 sz CERTIFCATION OF SCHOLASTIC ACHEVEMENT (DIECONTINLED) ViewEdit ‘AssignfolderSide.
1 CSC 28004 | PROOF OF SELECTION FOR CAREER OR CAREER CONDIMONAL APPONTUENT ViewiEdst A oiderSide
L) CSCI8008  AUTHORATION OF A CAREER-CONDTIONAL ARPONTIENT ViewsEot AssionfoierSide
e APPLICATION TO ESTABLISH ELGEILITY FOR RENSTATEMENT TO CAREER-CONDMOMAL
C5C 482 DECONTHNUED) MiewiEdst AssignFolder Side
APPLICATION TO ESTABLISH ELIGEILITY FOR COMVERSION TO CAREER-CORDTIONAL -
L 050433 | \neeconmmien) ViewiEit AssignfolderSide
SRR APPLICATION TO ESTABLISH ELGEILITY FOR RENSTATEMENT T0 CAREER UNDER FL 84380 &
CSCE? 5847 (DSCONTINUED) ViewiEdst Assignf oider Side
APPLICATION TO ESTABLISH ELGBILITY FOR CONVERSION TO CAREER UNDER PL 54380 & B8
L] CSCEE |y mescoONTIRUED) ViewnEdst #AssignfolderSide
B RECOMIAENDATION FOR CONVERSION TO CAREER APPONTMENT UNDER REGULATION g
g SC el 345 7038, ViewEdit AssignfoiderSide
e csca APPLICATION FORM ViewiEdit AssignfoiderSide
158 C5C 820 POSITION ANHOUNCEMENT ViewEdst AssignfolderSide
185 patz: SEMIOR SYSTEM CAILIAN EVALUATION REPORT ViewEdst Assignfolderside
11 DaAET CERTIFICATE OF CLEARANCE ANCVOR SECURITY DETERMNATION ViewEdst AssignfolderSide
12345678010
q Local intramet

4. Select the appropriate checkboxes and click the

Save button located at the button of the list.
The Assign Form Type—View/Edit Avail Form Types for Form page
appears.

5. To exit the Assign Form Type—View/Edit Avail Form Types
for Form page, click on the Cancel button located at the
bottom of the list.

Assigning a Side-by-Side Form Relationship

This capability is provided to allow you to assign a Side-by-Side form
assignment. Only HR Specialists have the ability to display forms side-
by-side. This can only be done when viewing a document from a search
result list and clicking on the side-by-side icon for the document. The
side-by-side icon is only visible for forms that have a side-by-side partner
form defined. This section of the manual describes how to create the side-
by-side partnership.
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For example, you may want to set up the capability to display an SF 50
next to an SF 52 to verify common data. The Side-by-Side relationship
can be set at the Form-Form Type assignment level. In other words, an SF
50 with a TYPE of NOA Code 894 may have a side-by-side form partner
that is different than an SF 50 with a TYPE of NOA Code 893.

To Assign a Side-by-Side Form Relationship:
1. From the eOPF main menu buttons, click the

App Admin button.
The Forms tab of the App Admin page displays by default.

2. Click the Assign Form Type tab.
The Assign Form Type page appears.

The following figure displays the Assign Form Type page.

‘8 Admin Assign Type - Microsoft Internet Explorer

| eOPF
Form Assign Supervisor Falder | & Excepl Form | Additional
Forms | Type |FmrnTru Form Access | Sides | Reasons Reasons Config w:;;:" Phgs Access
App Admin - Assign Form Type :
| Abow usar 1o Assigh Farm Type 1o Form
View/Edit ANl Forms Default Folder
12345678910
Fy A F
o | Description Title ":\’P:m
" A A Viewtst  Assignfolderside
ABA Ang Wit AssignfoiderSide
123 AF 1001 RECOMMENDATION FOR RECOGNITION ViewiEdt ‘AssignfolderSide
154 | AFZ584 | RECOAD OF PERSONNEL SECURITY NVESTIGATION AND CLEARANCE VigwiEast AssignFoiderside
155 AR 4T CERTFIZATE OF CLEARANCE AND RECORD OF PERSONNEL SECURITY ViewiEdst AssignFolger Side
155 | CO3084 | PEAFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL RECORD ViewEdit AgsianFolderSide
157 COSIELF | CLASSFICATION AND PERFORMANCE MANAGEMENT RECORD ViewrEdit AssionFolderSide
1 CSC1170 | SUPPLEMENTAL QUALFICATIONS STATEMENT (ISCONTHUED) View(Edit Assignfolder Side
2 CSC2M CERTIFCATION OF SCMOLASTIC ACHEVEMENT (DECONTHUED) Viewiit AssignfolderSide
1 CSC 28004 | PROOF OF SELECTION FOR CAREER OR CAREER CONDTIONAL APPONTUENT Viewitdst A ciderSide
L) CSCI8008  AUTHORZATION OF A CAREER-CONDTIONAL ARPONTIENT ViewsEot AssionfoierSide
cec 4y | APPLICATION TO ESTABLIH ELIGBRITY FOR RENSTATEMENT TO CAREER-CONDMONAL
S (OECONTNUED) iy Assignfolderfids
AFPLICATION T ESTABLISH ELIGBILITY FOR COMVERSION TD CAREER-CORDITIONAL "
& CSC481 | e coNTHUED) ViewEdit AssignfolderSide
APPLICATION TO ESTABLISH ELIGELITY FOR RENSTATEMENT TO CAREER UNDER PL 84-380 &
escen i AssionFoiderSide
CET | a5 a7 sconTHUED) Viewnton
APPLICATION TO ESTABLISH ELGBILITY FOR CONVERSION TO CAREER UNDER PL 84-380 & B
L] CSCEIE | mscoNTIRED) ViewEdst Assignfolder Side
o RECOMMENDATION FOR CONVERSION TO CAREER APPONTMENT UINDER REGULATION 5
8 esceas. | SCT ViewEdt  AssignfolderSide
1 csea | ameucamon FoRw ViewEdt  AssignfolderSide
158 CSCS20 | POSMON ANKOUNCEMENT ViewEdst AssignfolderSide
L] DAt SENIOR SYSTEM CAILIAN EVALUATION REPORT ViewnEdst Assignt oiderSide
" DAET CERTIFICATE OF CLEARANCE ANCVOR SECUSITY DETERMNATION ViewEst Assignf oiderSide
12345678910
8 Local intramet

3. Click the View/Edit All Forms Default Folder link found
above the displayed list of forms.
The Assign Form Type—Assign Default Folder Side to Form page
appears. Each form is listed along with a type description, default
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folder side, and side-by-side form id. Forms may not have a side-by-
side form id.

The following figure displays the Assign Form Type—Assign Default
Folder Side to Form page.

a Admin Assign Form Type - Microsoft Internet Explorer
u S

‘ Type [Form Type | Form Acces:
App Admin - Assign Form Type->Assign Default Folder Side to Form

Alicws umer to Assign Default flder sde to Form

12345678910..

ik Form Desc = Type Desc Folder Side  Side By Side {Farm) Desc
153 AFiD0N 48 AWARDS o Ana I_EW Deinte
154 AF 2584 a2z EXCEPTION Temparary @ Delete
155 aF4 4y R, P Delete
156 CD3BEA 409 PEAFORMANCE APPRASAL e [Ed4) | peteta
& cosas 3 FERFORMANCE APPRASAL P Deleie
1 CSC 1170 414 aPpLICATION Bermansnt Edit | Delete
z csC2M [ese | apmiearon sy . Delete
1 CSC 28004 47 | APPONTMENT SUPPORT [T [Edit | . Delete
: cac 28008 417 APPONTMENT SUPPORT Bermanent Edi| Delete
5 csc 482 7 | APPONTMENT SUPPORT et [Ed] peiete
& es0 4 T APPONTUENT SURPORT Fermarent Delete
CseEIT M7 APPONTHENT SUPPORT Permanen @I Delete
3 CSCHID 417 APPONTHENT SUPFORT Permanani [Ed )| peteta
8 S 848 T | APPONTWENT SUPFORT Parmanent Edd || Daista
10 cste [ase | ammaron . .m
158 | CSCaa0 |5 posmon rerhomance . Edit | Delste
158 DATZR [asa | pesrouance amansas et Delete
n e R i 6] i
12 o214 a8 ENPLOVEE Pt Delete
13 DG o1 a0d ENPLOYEE Parmanent m: Delete
» v ¥ |Teoay ¥ |isen

12345678910..

4. Scroll to the bottom of the list and enter data for the new
form and type combination you want to set up.
If you are modifying an existing combination you must first delete the
existing combination and then insert the new combination.

5. Pick the Form, Type, and Default Side from the presented
drop-down lists.

6. Select the existing form you want to associate with the
form you are currently inserting into the list.
The drop down list provides a list of all available forms.

7. Click on the Insert link after you enter all the desired data.
The page refreshes with the message that the ‘Side is added to form
successfully’.
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8. To exit the Assign Form Type—Assign Default Folder Side
to Form page, click on the Back button located at the
bottom of the list or click on one of the eOPF main menu
buttons.
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Chapter 14: Additional Configuration

Multiple tabs support a variety of items that can be managed by the eOPF
Application Administrator. The ‘Folder Sides’ tab allows the Application
administrator to manage the naming of additional folder sides. The
‘Disclosure Reasons’ tab allows the Application Administrator to manage
the drop down list of reason users select when performing actions on an
OPF. The *Additional Config’ tab allows the application administrator to
manage web banner text and whether Supervisor Role is activated system
wide.

Working with Disclosure Reasons

Users who are granted access to view folders and documents for someone
other than themselves must enter a Reason why they are viewing the
folder. These disclosure reasons are logged each time a document is
viewed.

The Admin Tool described below provides the eOPF administrator with
the capability to add, modify or delete the disclosure reason that will be
provided in a drop-down list for the eOPF users.

To Add, Modify, or Delete a Disclosure Reason:

1. From the eOPF main menu buttons, click the ks,
App Admin button.

The Forms tab of the App Admin page displays by default.

2. Click the Disclosure Reasons tab at the top of the page.
The Disclosure Reasons page appears.
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The following figure displays the Disclosure Reasons page.

3 Dischosurne Reasons - Microsoft Internet Explores
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For i || Folder 1
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X 4

Type | Access
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Saaich o 00F

— Disclosure Reason

Warkilaw I |
Annusi Rscew Edt|  Delete

[hange Email mm L |
Emergency Data Coasidened for Promition Edit| | Delsie

Change Pad F £dit| | Dt

Lpp Aémin 1 1
e mvessgatng & Compiaint Edit| | Delete
Syrtem Admin Oiher Edit|  Delete
Superyisor Review Edif| | Delete
Ingen

Purd Admin

Tramsder

Lagout

.é] :.'anasmra-m

3. To add a Disclosure Reason, enter the text in the text box
available at the bottom of the existing Disclosure Reason
list.

4. Click the Insert link.
The Disclosure Reasons page reappears with the message
“Disclosure reason is added successfully.”

5. To edit an existing Disclosure Reason, click the Edit
button next to the particular Disclosure Reason to be
changed.
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The following figure displays a Disclosure Reason row in edit mode.

3 [Msclosure Reasons - Microsoft Internet Explarer E]
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‘ .TﬂJl! | Type | Access Sides | Reasons .Reasms ! Conl Fage Pkgs | Access
App Admin - Disclosure Reasons :
e .h_' il fisciosure Reason
Worlkf]ow I T
annual Review Ediit Delets
Chamye Emaid | — 1 |
LIS Nl Considered for Promoton Eot Belzte
App Mdmin T 1 1
Baes Aiin reestigaiimg 8 Complant Edit Defmte
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6. Modify the text accordingly and click Update
button or to revert back to the original text, click the

Cancel button.

The Additional Configuration page appears with the Disclosure
Reason updated.

7. To delete the existing Disclosure Reason, click the e

Delete Link associated with the desired Disclosure
Reason.
The Confirmation pop-up box appears.
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The following figure displays the Confirmation box.

Microsoft Internet Explorer @

: ?f; Do wiou wank to delete record?

| Ok | [ Cancel ]

8. Click the OK button to delete the record.

9. Click the Cancel button to abort the delete
process.
The Disclosure Reasons page reappears with the Disclosure Reason
deleted.

Working with Folder Sides

Virtual Folder Sides can be defined by the agency to help group
documents within an eOPF. Each document placed into an eOPF must be
placed into a specific side. Many of the forms have default folder sides
already defined when the eOPF solution is deployed. The Folder Sides
feature found on this tab allows the eOPF administrator to add additional
sides that may support agency specific forms. Once a folder side has been
used as a document attribute it cannot be edited or deleted. Certain folder
sides have been defined by OPM and cannot be altered. For example,
Temporary and Permanent folder side titles can not be changed. A
message is displayed if you try to change a restricted folder.
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A Folder Sides - Microsoft Internet Explorer
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To Add, Modify or Delete the Folder Sides:

1. From the eOPF main menu buttons, click the
App Admin button.
The Forms tab of the App Admin page displays by default.

2. Click the Folder Sides tab at the top of the page.
The Folder Sides page appears.
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The following figure displays the Folder Sides page.

= Folder Sides - Microsoft Internet Explorar (=]
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3. To add a Folder Side, enter the text in the text box
available at the bottom of the existing Folder Side list.

4. Click the Insert Link.
The Folder Sides page reappears with the message “Successfully
added side.”

Note:

Once a Folder Side is created it must be assigned to a group to become
visible to users. Click on the Security Access tab found under User
Admin button. Select a group and check the new folder side to make it
available to the selected group.

5. To edit an existing Folder Side, click the Edt| Edit button
next to the desired Folder Side to be changed.

184 Chapter 14: Configurable Settings



The following figure displays a Folder Side row in edit mode.

a Folder Sides - Microsoft Internet Explorer [E| [’._|[’E|r5__<|
A~
Forms Form .FOI':'I Sug:msor Folder| Discl €| Exception| Additionall '?OPF Form|(Additional
Type Type | Access Sides | Reasons || Reasons Config Page Pkgs
App Admin - Folder Sides :
Search eOPF Folder Sides
Workflow
Commendatory | [ Update ][ Cancel ] Delete
Change Email
Emergency Data Deleted Edit Delete
Change Pwd ce . "
L . neral Admin Edit Delete
App Admin
User Admin Medical Edit Delete
. System Admin Merged Edit Delete
Create 5F 75 -
QWCP Edit Delete
Print Folder
Batch Print Overseas Edit Delete |
Reports Performance Edit Delete
Pwd Admin
Permanent Edit Delete
Transfer
| T — Restricted Edit Delete
Temporary Edit Delete
Training Edit Delete
b
ﬂ Daone ‘_'J;, Local intranet

Note:
Certain folder side titles can not be altered as they are part of a set of

restricted folder sides that all eOPF applications must use based on
standards establish by OPM.

6. Modify the text accordingly and click Update
button or to revert back to the original text, click the

Cancel button.

The Folder Sides page appears with the Folder Side updated.

Delete

7. To delete the existing Folder Side, click the Delete
link associated with the desired Folder Side.

The Confirmation pop-up box appears.
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The following figure displays the Confirmation box.

Microsoft Internet Explorer @

: ?f} Do wiou wank to delete record?

| Ok | [ Cancel ]

8. Click the OK button to delete the record.
9. Click the Cancel button to abort the delete

process.
The Folder Sides page reappears with the Folder Side deleted.

Changing the Web Banner

The web banner is a message that appears on the eOPF Login page. The
eOPF administrator can enter or modify this message at any time and the
new message will appear from that point forward for all users logging into
the eOPF solution.

To Change the Web Banner:

1. From the eOPF main menu buttons, click the

App Admin button.
The Forms tab of the App Admin page displays by default.

2. Click the Additional Config tab at the top of the page.
The Additional Configuration page appears.
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The following figure displays the Additional Configuration page.

‘=8 Admin Additonal Config - Microsoft Internet Explorer
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3. Enter the message text that you wish to appear on the
eOPF Login page.

4. Click the i Save button.

A message indicating successful update of the web banner is
displayed.

Note:

The web banner on the opening eOPF Login page is configurable by
eOPF instance using the Additional Config tab found in App Admin;
therefore, employees will only see the banner for their particular eOPF
instance.

Globally Enabling or Disabling Supervisor Access

eOPF provides the capability for supervisors to have rights to view
subordinates’ documents. Section 15.3 describes how the eOPF
administrator can limit this access to specific forms. If desired, the eOPF
administrator can deny supervisors access to their subordinates’ records by
turning off the Supervisor Access.
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On the Additional Configuration page, below the Web Banner text box
there is a checkbox, labeled Supervisor Access. By default, this is
checked, thus enabling supervisor access to reporting employees’ eOPFs
based on the Supervisors Personnel Office Identifier (PO ID), Activity
Code, and Organization Code.

The following figure displays the Additional Configuration page with
the Supervisor Access checkbox enabled.

=8 Admin Additonal Canfig - Microsoft Internet Explorer
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To disable supervisor access, uncheck the box to the left of the Supervisor

Access label and click the UMMEILM Sove button. A message
indicating successful update of the Supervisor Access is displayed.
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Chapter 15: Handling Security Access

eOPF administrators, defined as ‘User Administrators’, have the ability to
grant or deny access to functionality and to folders by Group. They may
also create a new group using the eOPF User Group Manager found under
the User Admin button on the main eOPF button menu. This button is
only visible if you have been granted access to it.

Note:

Groups are defined using the User Group Manager tab found under the
User Admin button. This button is only visible if you have access to it.
The eOPF administrator will work with the eOPF support administrator to
define the appropriate group definitions. Each Agency may define and
load Groups into eOPF because the Agencies may assign the business
processes differently from each other.

Managing eOPF User Groups

Groups are defined using the User Group Manager tab found under
the User Admin button. This button is only visible if you have access
to it.

To Manage eOPF User Groups:

1. From the eOPF main menu buttons, click the |kl
User Admin button.

The User Manager tab of the User Admin page displays by default.

2. Click the User Group Manager tab at the top of the page.
The User Group Manager page appears.

The following figure displays the User Group Manager page.
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‘28 User Group Manager - Microsoft Internet Explorer
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3. To add a User Group, enter the text in the text box available
at the bottom of the existing User Group list.

4. Click the Insert Link.
The User Group page reappears with the message “Successfully
added group.”

Note:

Once a User Group is created it must be assigned access to features and
folders sides. Click on the Security Access tab found under User Admin
button. Select the new group and check the desired folder sides and
functions to make it available to the selected group.

5. To edit an existing User Group, click the Edt| Edit button
next to the desired User Group to be changed.
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The following figure displays a User Group row in edit mode.
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Note:

Certain User Groups can not be altered as they are part of a set of
restricted User Groups that all eOPF applications must use based on
standards establish by OPM.

6. Modify the text accordingly and click Update
button or to revert back to the original text, click the

Cancel button.

The User Group Manager page appears with the User Group
updated.

7. To delete the existing User Group, click the = Delete
link associated with the desired User Group.
The Confirmation pop-up box appears.
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The following figure displays the Confirmation box.

Microsoft Internet Explorer E|

?r) Do you want to delete Group?

™

| 0] |[ Cancel ]

8. Click the OK button to delete the record.

9. Click the Cancel button to abort the delete

process.
The User Group Manager page reappears with the User Group
deleted.

Granting Access to Functionality

In order to grant access to functionality, you must choose a group and then
assign functional permissions to the group.

To Grant Access to Functionality:

1. From the eOPF main menu buttons, click the

User Admin button.
The User Manager tab of the User Admin page displays by default.

2. Click the Security Access tab at the top of the page.
The Security Access Maintenance page appears.

The following figure displays the Security Access Maintenance page.
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a Admin Security Access - Microsoft Internet Explorer

(Mli=]e

User User Group || Security PGE"E“:; ReGenerate
Manager Manager Access t:tsz"; Password Letter

User Admin - Security Access Maintenance :

Search e0PF -
Select Group :| Default Admin Grp A wnccess |
Workflow
Change Email

Emergen‘cr Data
(hange Pwd
App Admin
User Admin

System Admin
(reate SF 75
Print Faer
Batch Print
Reports

Pwd Admin
Transfer

Preferences

Logout

él Done

‘g Local intranet

3. Select the Group from the Select Groups drop-down box
and click the w Show Access Details button.
The Available Functions and Folder Sidess page appears.
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The following figure displays the Available Functions and Folder
Sides page.

a Admin Security Access - Microsoft Internet Explorer
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4. Under the Available Functions list, in the

Selected

column, check or uncheck the box next to the function that
is to be granted or denied access for the selected group.

5. When you finish, click the W Save button at the
bottom of the page.

A message indicating successful update is displayed.

Granting Access to Folders

In order to grant a group access to one or more OPF folder side(s), you
must choose a group and then assign folder access to the group.
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To Grant Access to Folders:

1. From the eOPF main menu buttons, click the

User Admin button.
The User Manager tab of the User Admin page displays by default.

2. Click the Security Access tab at the top of the page.
The Security Access Maintenance page appears.

The following figure displays the Security Access Maintenance page.

3 Admin Security Access - Microsoft Internet Explorer |Z”E| _
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3. Select the Group from the Select Groups drop-down box

and click the W Show Access Details button.
The Available Functions and Folder Sidess page appears.
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The following figure displays the Available Functions and Folder
Sides page.

a Admin Security Access - Microsoft Internet Explorer
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4. On theright half of the Security Access Maintenance page,

a:lected
under the Folder Sides list, in the Selected column,

check or uncheck the box next to the folder(s) that are to
be made available or unavailable to the Group selected.

5. When you finish, click the i sove button at the
bottom of the page.
A message indicating successful update is displayed.

Granting or Denying Supervisor-View Access to Specific Forms

Supervisors are granted access to view documents in folders belonging to
their subordinates. eOPF provides the Admin Tool to deny access to
specific documents.
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To Grant or Deny Supervisor Access to Specific Forms:
1. From the eOPF main menu buttons, click the

App Admin button.
The Forms tab of the App Admin page displays by default.

Supervisor Form
2. Click the laccess Supervisor Form Access tab.

The Supervisor Form Access page appears.

The following figure displays the Supervisor Form Access page.

a Admin Supervisor Form Access - Microsoft Internet Explorer
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3. Select or deselect the checkboxes associated with the
forms or documents to which the supervisor should have
access.

4. When complete, click the T <\ button.
The Supervisor Form Access page reappears with the message
“Supervisor access permission is updated successfully.”
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Chapter 16: Viewing and Updating User
Information

Sometimes you may need to gather additional data on an employee, such
as his or her PO ID, address, or Duty Station. eOPF can retrieve this data
for a given user in one centralized window.

Most employee data is imported into eOPF from external HR systems. If
you view data that you know to be incorrect, please contact your eOPF
Functional Administrator to request a modification to the user data.

Creating an Employee User Access Account

eOPF accounts are linked to the appropriate employee record according to
SSN. Employee records are created based on information that eOPF
obtains from automated employee data feeds that run typically on a bi-
weekly basis. When a new employee appears in the data feed, the eOPF
process will use that information to create a new user and a new folder in
eOPF for that employee.

Whether an employee is a supervisor, a super user, and/or a member of the HR
Specialist User Group drives the search capability the employee has in the eOPF

application.
Supervisor | HR Specialist | Superuser Search
Group Capability
X Supervisor
X HR Specialist
X X HR Specialist
X X HR Specialist
X X X HR Specialist
Employee

There may be occasions, where personnel who do not have information in
the employee data feed (contractor), but are supervisors of employees, that
a User record needs to be added manually. The following section provides
step-by-step instructions for creating an employee record. This
functionality is provided to a select group of eOPF administrators. You
may also create a user that has access to eOPF for a limited amount of
time by using the ‘Active Start Date’ and ‘Active End Date’ fields.
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Note (IMPORTANT):

To Add Documents, Modify Documents, Delete Documents, Annotate
Documents, and Modify Document index information an employee must
be a member of the eOPF_AVI user group. If the employee will also scan
documents then he/she must be a member of the eOPF_AVIS user group.
Membership in these groups should be limited to users that are HR
Specialist and are members of the HR Specialist group. To purge
documents from the eOPF repository a user must be a member of the
eOPF_PURGE group. Any user that is performing Admin functions must
be a member of the default admin group. This group can be limited in
privileges and other groups created to manage admin access, however,
membership in the default admin group triggers certain connection
privileges that allow an administrator to perform activities.

The following steps create a user account only. They do not create an
eOPF (Folder).

To Create a User Account:

1. From the eOPF main menu buttons, click the |l
User Admin button.

The User Manager tab of the User Admin page displays by default.

2. If not on the User Manager tab, click the User Manager tab.
The User Manager page appears.
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The following figure displays the User Manager page.
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3. To verify that the employee has not been created, enter the
new employee’s SSN.

Note:

The NSRS Filter button does not include the selected group shown

in drop-down group list when executing the search. The
Show All Users button includes both the group selection and the entered
search criteria when listing users.

4. Click the Show All Users button.
The User Manager page refreshes with a list of all employees found
with the entered SSN and selected group. If the employee already
exists, click details to continue work on the selected employee.
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The following figure displays the User Manager page with the
employee list displayed.
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5. Click the ISR Add New button.
The User Manager page appears with a form for enter user details.
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The following figure shows the User Manager page with the user

details form displayed.
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User User Group | Security Generate ReGenerate
Manager | Manager Access || Password Letter | Password Letter

User Admin - User Manager :

i

My <OPF
Search e0PF
Workflow

[

Emergency Data

User Details : (Non Persistent user info will get updated daily from EHRP.)

EEX

e 0 o
App Admin
| T — e —
User Admin
s T — T
B ET — T -
Print Folder
s | wewmwws|
Batch Print
= e — e
— I swn |
s
7% I T —
=
= T E— [T —
Employee | | BithDate|  |umweonern

Active Start Date I:l (MM/DDIYYYY), Active End Date l:l(mmmuwwy

[ user is Available

Role: |NONE b

Fields marked with an asterisk = are required.

[ Merged Folder [ User is Active in WF

'SAVE ANCEL 7

[£3

&) Local intranet

The following table describes screen elements of the User
Manager/User Details page.

Required (R) /

Element Optional (O)

eOPF ID NA

Description

None
New Password If creating a new user the password is required.
Any time the eOPF ID is modified a new
password is required. A password change is
not required if other personal data is changed.

Verify R/O
Password

Verify Entry in the New Password field.

Last Name R Type the Last Name of the user.

First Name R Type the First Name of the user.
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Required (R) /

Element Optional (O)  Description

Email R Type the Email Address of the user.
Addressl R Type the Address of the user.

City R Type the City of the user.

Zip R Type the Zip Code of the user.

Org Code R Type the Organizational Code.

Employee ID O

eOPF Login ID R

SSN R
Initials R
Work Phone

R
Address 2 0]
State @]

PO ID R

Agency specific user’s employment identifier.
Type the Login ID of the user.

Type the SSN of the user.

Type the Initial(s) of the user.

Type the Phone number of the user.

Type an alternate Address of the user.

Type the State of the user.

Type the PO ID of the user.

Act. Code R

User is 0]
Available
Role 0]

User is Active O

Last Login System

Type the Act. Code of the user.

Select this checkbox if the user will have access
granted to the system.

Select this drop down list to indicate if user is
an investigator, hr specialist, or supervisor. To
be a Super user the employee must be a
member of the HR Specialists Group.

Select this checkbox if the employee will be
performing workflow activities.

Visible when reviewing existing user. The date
the user last logged on to eOPF.

Login Count  System

Visible when reviewing existing user. The
number of times a user has logged on to eOPF
with the current user’s password.

Birth Date (0]

Birth date of user.

Employee ID R

Type the user’s employee id.
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Required (R) /
Element Optional (O)

Description

Merged Folder R

Indicates if folder is a Merged Folder.

Folder Status R

Exist if user has an eOPF. Statuses are Active,
Inactive, Transfer Confirmed, Archived. If no
folder exists for the user then field shows ‘No

eOPF’ in red.

Active Start 0]
Date

Type the Start Date to make this account active.
Leave blank if user will not be limited to a
specific time frame for access.

Active End 0]
Date

Type the End Date to make this account active.
Leave blank if user will not be limited to a
specific time frame for access.

Note:

To be a superuser an employee must also be a member of the HR

Specialist group.

6. Index all known employee information.

7. Click the il Groups button.

The User Manager Groups page appears.
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The following figure displays the User Manager Groups page.

a User Manager - Microsoft Internet Explorer

ReGenerate
Password Letter

Generate
Password Letter

Security
Access

User Group
Manager

User
Manager

— User Admin - User Manager :
y e0)

Workflow
Change Email Available Groups : Current Groups :
Emergency Data Default Admin Grp
Change Pwd e0PF Users
= e0PF HR SPECIALISTS
App Admin eOPF_AVI
eOPF_AVIS

User Admin
20PF PURGE
| System Admin e0OPF PWD ADMIN
Create SF75

Print Folder
o
Batch Print
Reports
Pwd Admin

Transfer

Preferences

Logout.

Fields marked with an asterisk * are required.

e

e

& pone &) Local intranet

8. Select the desired Groups listed in the Available Groups

list and click on the Assign button to move the
selected groups to the Current Groups list.
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Note:

To Add Documents, Modify Documents, Delete Documents, Annotate
Documents, and Modify Document index information an employee must
be a member of the eOPF_AVI user group. If the employee will also scan
documents then he/she must be a member of the eOPF_AVIS user group.
Membership in these groups should be limited to users that are HR
Specialist and are members of the HR Specialist group. To purge
documents from the eOPF repository a user must be a member of the
eOPF_PURGE group. Any user that is performing Admin functions must
be a member of the default admin group. This group can be limited in
privileges and other groups created to manage admin access, however,
membership in the default admin group triggers certain connection
privileges that allow an administrator to perform activities.

9. Click the LS Sove button.

The User Manager page reappears displaying the following message
“User Info updated successfully.”

Note:

This process only creates a user with a Folder Status of ‘No eOPF’. No
folder is actually created for the user. Folders are only created for
employees that are added to eOPF repository through the automated
employee data feed.

Viewing and Updating the User Identification Information

To View and Update User Identification Information:

1. From the eOPF main menu buttons, click the |l
User Admin button.

The User Manager tab of the User Admin page displays by default.

LUser
2. If not on the User Manager tab, click the @ User
Manager tab at the top of the page.
The User Manager page appears.
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The following figure displays the User Manager page.

a User Manager - Microsoft Internet Explorer |E‘ |Z‘ |E|E|
~

Generate
Password
Letter

User
Manager

User Group
Manager

Security
Access

ReGenerate
Password Letter

User Admin - User Manager :

Search eQPF

| Org Code :‘

Workflow Groups :| Default Admin Grp v 55"’|:| Emp ID: |
Qengebmal Lostiame:| || activity Code e
e gcncy| Bt GWRITUSERS First Name:l:l POID: m

Change Pwd
| App Admin
| User Admin
| System Admin

Create SF 75

Print Folder

Batch Print

Reports

Pwd Admin

Transfer
Preferences

Logout

1
ﬂ ‘_'Q Local intranet

3. Select the Group from the drop-down menu.

4. Inthe SSN field, enter the user’s social security number;
then click the Filter button.

Note:
The Filter button does not include the selected group shown in drop-down

group list when executing the search. The W Show All Users
button includes both the group selection and the entered search criteria
when listing users.

5. Click the Details button, to display the user details form on
the User Manager page.
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The following figure shows the User Manager page with the user
details form displayed.

a User Manager - Microsoft Internet Explorer

User |User Group| Security ;l:nerarze R;:Gsene::te

Manager | Manager | Access Letter Letter

User Admin - User Manager :
My eOPF

Search e0PF GENERAL i " GROUP H

Workflow

Change Email
Emgrggr;:,' Data User Details : (Non Persistent user info will get updated daily from EHRP.)
Change Pud User ID|| 67277 eOPF ID *| EMPLOYEE |

App Admin Mew Password |:| Verify Password I:I

User Admin
; Last Name *||JOE \ SSN *|999-88-7777 |
| System Admin
Create SF 75 First Name * |EIASIC ‘ Initials *
Print Folder Email * |peter.baulista@gmail.cum ‘ Work Phone # l:l
Batch Print Address 1/|123 Any Strest | Address 2| |
Report:
Lt City |Any City | State
Pwd Admin
= Zip *|[20151-1234 PO ID *
ransfer
[ — Org Code *| | AH1 \ Act. Code *||A | L

tego: Last Login|[10/19/2005 1.03:41PM | LoginCount|* (i

Employee ID| EMPLOYEE | BithDate| ooy
Active Start Date l:l(r,”,‘fngmyy] Active End Date l:l (MMDDYYYY)

User is Available [J Merged Folder [ User is Active in WF

Role: | MONE v Folder Status: | ACTIVE v
Fields marked with an asterisk * are required.

T ) (i
é] Done q Local intranet

6. To designate user as available, click the User is Available

checkbox.
The User is Available checkbox means that the user has access to the

eOPF system and can log on.

7. To designate the user as active in workflow, click the User
is Active in WF checkbox.
The User is Active in WF checkbox means that the user will be
performing workflow activities.

8. To designate folder status, select a status from the Folder

Status drop-down list.
An employee folder must have one of three statuses.

o ACTIVE: The folder is actively receiving new documents.
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a INACTIVE: The folder is closed to new documents and
awaiting archival.

o ARCHIVE: The folder has been archived.

o An eOPF user (Contractor) who does not have a folder will
automatically have a folder status of ‘No eOPF’.

9. When you finish editing the information, click the

R <o\ c button.

Note:

The employee status and the employee folder status are managed
separately. You can be an active employee with access to the eOPF
system while having a folder status of ‘No eOPF’. An example would be
a contractor who supervises employees. The Contractor needs access to
the system to manage the employees who have OPFs, however, the
contractor’s folder status is ‘No eOPF’.

Viewing and Modifying Super User and Supervisor Access

As an eOPF administrator you have the ability to view, establish and
update which records a Super User and a Supervisor can access. The
Super User controls access by (PO ID, Activity Code and Org Code) or
specific SSN of employee to the eOPF folders.

eOPF allows the eOPF administrator to establish and update Super User or
Supervisor Designation.

A nightly employee data feed from an agency’s HR system determines
Supervisor and Super User designations. The Super User has access to
view electronic personnel folders for an additional selection of employees
whose documents he/she would not have access to by virtue of the
Supervisor definition.

For example, an HR staff member is in organization AB, however, the
person is responsible for servicing employees in organization C.
Designating the person as a Super User and defining the additional
organization (C) provides that HR Staff member with the required access.

To Establish or Update Super User or Supervisory
Designation:

1. From the eOPF main menu buttons, click the User Admin

User Admin button.
The User Manager tab of the User Admin page displays by default.
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Lser
2. If not on the User Manager tab, click the lm User
Manager tab.
The User Manager page appears.

The following figure shows the User Manager page.

a User Manager - Microsoft Internet Explorer |E‘ |T‘ |E|r§|
W
User User Group || Security I:;ai“ssur::; ReGenerate
Manager Manager Access Letter Password Letter
User Admin - User Manager :
Search eQPF
Workflow Groups : sswe| | Emp 0| || ora code:| |
Change Email Last Name : I:l Activity Code : W
il First Name : l:l POID: W
Change Pwd
1 App Admin
| User Admin
| System Admin
Create SF75
Print F(-Idr =
Batch Print
Reports
Pwd Admin
Tramsfer
Preferences
Logout
i
ﬂ g Local intranet

3. Type the employee’s SSN in the SSN field, and then click

the W Show All Users button.
The User Manager page reappears with a user list.
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User Manager - Microsoft Internet Explorer

User User Group | Security PGenera't; ReGenerate
Manager Manager Access aLZts:":r Password Letter

User Admin - User Manager :

Search e0PF

Warkflow Groups ;| Default Admin Grp v _ SSH:|999-88-7777 Emp ID =I:| Org Code:l:l
Change Email Lasthame:| ||Activity Code: |
Emergency Data First Name : I:I POID: m

Change Pwd

App Admin 1
User Admin
System Admin BOE BASIC EMPLOYEE | 995-88- SE ¥ N 41 10/19/2005 1:09:41 PM

Print Folder

Last Name @ First Name e0PF ID SSH Initials = Available  Active Login Count Last Login

Batch Print

Reports
Pwd Admin

Transfer
Preferences

Logout

|

51 ‘_-g Local intranet

4. Click the Details button next to the listed
user.

The User Manager page appears with the user details form displayed.
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The following figure shows the User Manager page with the user
details form displayed.

a User Manager - Microsoft Internet Explorer [E| |Z||E|g|
~

Generate | ReGenerate
Password Password
Letter Letter

User User Group| Security
Manager | Manager | Access

User Admin - User Manager :

My eOPF
Search e0PF GENERAL i " GROUP H
Workflow
Change Email
gm”ggn-,;, Data User Details : (Non Persistent user info will get updated daily from EHRP.)
Change Pud User ID|| 67277 eOPF ID * |[EMPLOYEE |
vowpaswod | Verty Password|
User Admin
; Last Name *||JOE \ SSN *|999-88-7777 |
| System Admin
Create SF 15 First Name * |EIASIC ‘ Initials *
Print Folder Email * |peter.baulista@gmail.cum ‘ Work Phone # l:l
el s Address 1/|123 Any Strest | Address 2| |
Report
Lt City |Any City | State
Pwd Admin
= Zip *20151-1234 PO ID *
ransfer
[ — Org Code *||AH1 Act. Code *||A | L
tego: Last Login|[10/19/2005 1.03:41PM | LoginCount|* (i
Employee ID||EMPLOYEE | BithDate|  |amwmonvvn
Active Start Date l:l(mmmgm\(\(} Active End Date l:l (MMDDYYYY)
User is Available [J Merged Folder [ User is Active in WF
Role: | MONE v Folder Status: | ACTIVE v
Fields marked with an asterisk * are required.
b
é] Done q Local intranet

5. To designate the individual as a Super User, use the Role
drop down list and select ‘SUPERUSER'.
The Super User designation is used by eOPF for selected employees,
usually HR staff, who require (and are authorized to) access to
electronic personnel folders for employees.

6. To designate the individual as a Supervisor, use the Role
drop down list and select the value ‘SUPERVISOR'.
Employees designated as Supervisors have access to their own eOPFs
and access to view and print documents for employees they supervise.
While Super Users are not limited to specific documents the
Supervisor document access is managed by an administrator and
controlled through the Supervisor Form Access tab.
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Viewing Additional Access Information

The eOPF system allows eOPF administrators to define Additional User
Access to specific groups or individual OPFS using PO IDs, Activities,
Organizational units and individual SSN of employees.

To View Additional User Access Information:

1. From the eOPF main menu buttons, click the
App Admin button.
The Forms tab of the App Admin page displays by default.

Additional
2. Click the Access Additional Access tab.

The Additional Access page appears.

The following figure shows the Additional Access page.

Assign | Supervisor
Form Form
Type Access

eOPF
Welcome
Page

Form
Type

Folder || Disclosure | Exception || Additional
Sides | Reasons | Reasons Config

Form | Additional

Akl Pkgs | Access

o App Admin - Additional Access :
iy el

Search e0PF | [Filter By User:
WDI’k.ﬂl‘W Last Name : iii S8N: |7|
Change Email 7 7
= First Name : | EmpID: | |
Emergency Data ————— P
= Change Pwd W
App A d-mi n
Usr‘z: Admin
System Admin
Create SF75 i £
Print Folder |
Ratch Print
Reports
Pwd Admin
Transfer
Preferences
Logout
¥
'] ‘_r; Local intranet

3. Type the desired User Information, and then click Search.
The Additional Access page reappears with the desired user
information displayed.
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The following figure shows the Additional Access page with
information displayed.

a Admin Tools - Microsoft Internet Explorer E| E| E”X
-~

Assign

Supervisor | Folder | Disclosure
Form Access || Sides | Reasons

Exception | Additional
Reasons Config

Form || Additional

] Pkgs | Access

Form
e

20PF
Welcome
Typ Page

Type

App Admin - Additional Access :

Search eOPF Filter By User:

(Change Email
Emergency Data

Change Pwd
Ll Current Users:
User Admin
[—— uo Emp ID SSH Last Name First Hame POID Org Code Activity Code
s6a5 Sanders2777 564045645  SANDERS RONALD TRE  AS a -
CIanEalys 57261 SRVWADMIN 383-88-8838  SRWADMIN SR ™ X A
Print Folder 67320 111-11-1718 111-11-1718  STEVENS CONNEE BKFL  ZS s

Batch Print 1

Reports

Additional Assigned View Rights: SANDERS, RONALD
Pwd Admin
ul

Transfer p PO Org Code Activity Code SSH

Preferences Add New | | | ‘ ‘ | |

Logout

g] Dane q Local intranet

Modifying Additional Access Information

The eOPF administrator can modify the Supervisor or Super User Access
Information. When an employee identified as a supervisor or super user
changes positions, the Super User Access Information may need to be
changed.

To Modify Additional Access Information:

1. From the eOPF main menu buttons, click the
App Admin button.
The Forms tab of the App Admin page displays by default.

Additional
2. Click the \—IME“ Additional Access tab.

The Additional Access page appears.
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The following figure shows the Additional Access page.

@l Admin Tools .—..Mﬁ‘hﬁwm&ahmr.

My e0PF
Search e0PF
Workflow
Change Email
Emergency Data
Change Pwd
App Admin
User Admin
System Admin

Create SF 75

Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

Form AFiSig“ Sllg:rvisor Folder | Disclosure | Exception | Additional welé):F Form || Additional
Type e o Sides Reasons Reasons Config Erome Pkgs | Access
Type Access

Forms

App Admin - Additional Access :

‘-Fl‘lter By User:
Last Hame : I| | | SSN | |
First Hame .: | | I [ Emp 1D-:.

B4

q Local intranet

3. Type the search criteria in the designated fields, and then
click Search.

The Additional Access page reappears with the desired information.
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The following figure shows the Additional Access page with
information displayed.

; Admin Tools - Microsoft Internet Explorer

Assign
Form
Type

App Admin - Additional Access :

e0PF
Welcome
Page

Form

Supervisor | Folder | Disclosure
Form Access || Sides | Reasons

Form || Additional
Pkgs | Access

Exception | Additional
Reasons Config

Search e0PF Filter By User:
Change Email
Emergency Data
Ghange P [t
Lyt Current Users:
User Admin
System Admin o EmpID S5N Last Name First Hame POID Org Code Activity Code
5645 Sanders2T7T  SB4-045645  SANDERS RONALD TRE A3 A
Geste S 67261 SRWADMIN 388-88-8888  SRWADMN  SRW TRB X A
Print Folder 67320 1111718 11111718 STEVENS CONNE BKFL  Z5 5

LB 1

Reports

Additional Assigned View Rights: SANDERS, RONALD
Pwd Admin

Transfer :JI:: FOID Org Code Activity Code 85N

Preferences Add New | | | ‘ ‘ | |

Logout

g] Dane ‘;; Local intranet

4. To assign additional rights, enter a combination of the (PO
ID, Activity Code, and/or Org Code) or a specific SSN in the

designated fields; then click the ISR Add New
button.
The Additional Access page reappears with the updated information
displayed

Note:

PO ID, Activity Code, and Org Code are wild card values; e.g., Activity
123 would pickup any Activity including 123 or that has an Activity
identifier that starts with 123 followed by additional numbers or letters.

5. To delete rights assigned to the user, click the
Delete button on the row selected for deletion.
The row is deleted and the page refreshed.

Resetting an Employee’s Password

The eOPF allows an eOPF administrator to reset an employees password
from the user manager detail page. You may also reset the password
using the Re-generate Password letter tab.
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To Reset an Employee’s Password:

1. From the eOPF main menu buttons, click the

User Admin button.
The User Manager tab of the User Admin page displays by default.

User
2. If the User Manager page is not visible, click the I:Ma"agﬂr
User Manager tab.
The User Manager page appears.

The following figure shows the User Manager page.

a User Manager - Microsoft Internet Explorer |E‘ |Z‘ |E|E|
~

Generate
Password
Letter

ReGenerate
Password Letter

User
Manager

User Group
Manager

Security
Access

User Admin - User Manager :

Search eQPF

| Org Code :‘

Workflow Groups :| Default Admin Grp v 55"’|:| Emp ID:
Qengebmal Lostiame:| || activity Code e
e gcncy| Bt GWRITUSERS First Name:l:l POID: m

Change Pwd
| App Admin
| User Admin
| System Admin
Create SF 75
Print Folder =

Batch Print

Reports

Pwd Admin
Transfer
Preferences

Logout

‘_\9 Local intranet

3. Search for the desired employee.

4. Click on the Details button next to the
desired employee.
The User Manager detail page appears.
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The following figure shows the User Manager page with the user
details form displayed.

a User Manager - Microsoft Internet Explorer

User |User Group| Security ;l:nerarze R;:Gsene::te

Manager | Manager | Access Letter Letter

User Admin - User Manager :
My eOPF

Search e0PF GENERAL i " GROUP H

Workflow

Change Email
Emgrggr;:,' Data User Details : (Non Persistent user info will get updated daily from EHRP.)
Change Pud User ID|| 67277 eOPF ID *| EMPLOYEE |

App Admin Mew Password |:| Verify Password I:I

User Admi
ser Admin SSN *|[999-88-7777 |

Tk First Name * [BASIC | Initials *
Print Folder Email * |peter.baulista@gmail.cum ‘ Work Phone # l:l

Last Name * |JOE

. System Admin

Batch Print Address 1/|123 Any Strest | Address 2| |
Report:
Lt City |Any City | State
Pwd Admin
= Zip *|[20151-1234 PO ID *
ransfer
[ — Org Code *| | AH1 Act. Code *||A | L
I Last Login|[10/19/2005 1.03:41PM | LoginCount ' ||u

Employee ID| EMPLOYEE | BithDate| ooy
Active Start Date l:l(r,”,‘fngmyy] Active End Date l:l (MMDDYYYY)

User is Available [J Merged Folder [ User is Active in WF

Role: | MONE v Folder Status: | ACTIVE v
Fields marked with an asterisk * are required.

T ) (i :
é] Done q Local intranet

5. Type anew password in both the new password and verify
password fields.

6. Click the T Save button.

The User Manager page reappears with the following message
displays “User Info updated successfully”. Validation occurs when
saving. Any mandatory field missing data will cause the system to
display and error message prompting you to enter required
information.

Changing an Employee’s Email Address

The eOPF allows an eOPF administrator to change an employee’s email
address.
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To Change an Employee’s Email Address:

1. From the eOPF main menu buttons, click the

User Admin button.
The User Manager tab of the User Admin page displays by default.

Lser
2. If the User Manager tab is not visible, click the @
User Manager tab.
The User Manager page appears.

The following figure shows the User Manager page.

a User Manager - Microsoft Internet Explorer |E‘ |Z‘ |E|E|
~

Generate
Password
Letter

ReGenerate
Password Letter

User
Manager

User Group
Manager

Security
Access

User Admin - User Manager :

Search eQPF

'l'f-:r;flcwvr Groups : 55N : I:l Emp 1D :| | Org Code :‘ |
Change Email Last Name : l:l Activity Code : W
E.mtrgenw:y L35 First Name : l:l POID: m
Change Pwd
| App Admin
| User Admin
| System Admin
Create SF 75
Print Folder =
Batch Print
Reports
Pwd Admin
Transfer
Preferences
Logout
‘_\9 Local intranet )
3. Search for the desired employee.
: Detail= :
4. Click on the Details button next to the

desired employee.
The User Manager detail page appears.
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The following figure shows the User Manager page with the user
details form displayed.

a User Manager - Microsoft Internet Explorer

User |User Group| Security ;l:nerarze R;:Gsene::te

Manager | Manager | Access Letter Letter

User Admin - User Manager :
My eOPF

Search e0PF GENERAL i " GROUP H

Workflow

Change Email
Emgrggr;:,' Data User Details : (Non Persistent user info will get updated daily from EHRP.)
Change Pud User ID|| 67277 eOPF ID *| EMPLOYEE |

App Admin Mew Password |:| Verify Password I:I

SSN || 999-88-7777 |

Tk First Name * [BASIC | Initials *
Print Folder Email * |peter.baulista@gmail.cum ‘ Work Phone # l:l

User Admin
Last Name * |JOE

. System Admin

Batch Print Address 1/|123 Any Strest | Address 2| |
Report:
L City |Any City | State
Pwd Admin
= Zip *|[20151-1234 PO ID *
ransfer
[ — Org Code *| | AH1 Act. Code *||A | L

tego: Last Login|[10/19/2005 1.03:41PM | LoginCount|* (i

Employee ID| EMPLOYEE | BithDate| ooy
Active Start Date l:l(r,”,‘fngmyy] Active End Date l:l (MMDDYYYY)

User is Available [J Merged Folder [ User is Active in WF

Role: | MONE v Folder Status: | ACTIVE v
Fields marked with an asterisk * are required.

T ) (i :
é] Done q Local intranet

5. Type the email address in the Email field.

6. Click the i Save button.

The User Manager page reappears with the following message
displays “User Info updated successfully”. Validation occurs when
saving. Any mandatory field missing data will cause the system to
display and error message prompting you to enter required
information.

Deleting a User Account

eOPF accounts once created and used can not be deleted as all the audit
information must be maintained. If the account is tied to an OPF it can
not be deleted. However, if an account is created and never used that
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account can be deleted. For example, an agency may create an account
for an outside investigator. The investigator never uses the account. The
agency administrator could then remove the account.

To Delete a User Account:

1. From the eOPF main menu buttons, click the

User Admin button.
The User Manager tab of the User Admin page displays by default.

Lser
2. If the User Manager tab is not visible, click the @
User Manager tab.
The User Manager page appears.

The following figure shows the User Manager page.

a User Manager - Microsoft Internet Explorer [E‘ E”E”g|
-~

Generate
Password
Letter

ReGenerate
Password Letter

User
Manager

User Group
Manager

Security
Access

= User Admin - User Manager :
hy el

Search e0PF

| Org Code :‘

Workflow o SSH: |:| Emp D
8| Change Email Last Name : I:l Activity Code : W
E‘mergency i First Name : I:I POID: W
Change Pwd
[ App Admin
[ User Admin
[ System Admin
Create SF 75
Print Falder -
Batch Print
Reports
Pwd Admin
Transfer
Preferences
Logout
‘}3 Local intranet V
3. Search for the desired employee.
. Details .
4. Click on the Details button next to the

desired employee.
The User Manager detail page appears.
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The following figure shows the User Manager page with the user
details form displayed.

a User Manager - Microsoft Internet Explorer

My eOPF
Search e0PF
Workflow
Change Email
Emergency Data
Change Pwd
App Admin
| User Admin
: System Admin
Create 5F 75
Print F(Tder
Batch Print
Reports
Pwd Admin
Transfer
Preferences

Llogout

é] Done

| Address 1123 Any Street

ReGenerate
Password
Letter

Generate
Password
Letter

User User Group| Security
Manager | Manager | Access

User Admin - User Manager :

I

User Details : (Non Persistent user info will get updated daily from EHRP.)

User ID|| 67277

eOPF ID *| EMPLOYEE

New Password

Verify Password| l:l

SSN *| 999-88-7777

First Name * |BASIC

Initials *|

Email *||peter.bautista@gmail.com

State|

Zip *||20151-1234

PO ID *| TRB

Org Code *| | AH1 \

Last Login|| 10/19/2005 1:09:41 PM |

o

Login Count

Employee ID |EMPLOYEE |

Birth Date| (MMDDAY YY)

Active Start Date (MMDDN YY)

Active End Date| (MNDDAY )

User is Available [J Merged Folder

[ User is Active in WF

Role: | NONE v Folder Status: | ACTIVE v
Fields marked with an asterisk * are required.

|

q Local intranet

5. Click the Delete button. A confirmation prompt will be
displayed.

Microsoft Internet Explorer [’E|

Y

Do you want to delete User?

Ok d [ Cancel ]

6. Click the

OK button.

If the account has been unused you will be prompted to enter a reason
for the deletion. Enter a reason and then click the Delete button. You
are returned to the original Search Results of your user query and the

user is now deleted.
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Note:

If activity had occurred on the account you would be denied the ability to
delete the account. If the account has a folder associated with it and it
contains documents you will be denied the ability to delete the account.

This graphic display the message received when trying to
delete an account that contains a valid folder.

2 User Manager - Microsoft Internet Explorer

My e0PF
Search eOPF .
Workflow
[ tihang-e Email
‘ Emergency Data
[ (hang‘r.; i’wd
‘ App Adrain
: [ IJs;.'r.ﬂd.min
| Create 5F 75
| Print Folder
Batch Print
Hem:
Pwd Admin
Transfer

Preferences

Logout

d Letter ReG 1 Letter

User Manager User Group Manager Security Access te

User Manager :

Folder exists. Deletion of this account is not permitted.

e

Euser Details : (Non Persistant user info will get updated daily from EHRP.) |

User ID) 258

OPF ID|ID3

Verify Passwnrd”

Address Home St.

Cil]'i Home Town

D ra———

|
|
I +|
|
| |
|
|

Org Code| | XMB0B |

Last Login” ”
| 1

1] )
Login Counlii 0

Employee IDJ||123-33-3333 | Birth Date5|o4f05f1959
| Active Start Date|| |(MM;DDWW}” Active End Date| |(MM.'D|:WWY}!
| User is Available | [0 Superuser | User is Active in WF

| Supervisor | ] Merged Folder

| Folder Status: |ACTIVE v

il ) (v

‘j Local intranet
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Chapter 17: Producing Password Letters

Generating Password Letters

When new users are established in the eOPF system they are assigned a
temporary password. A password letter will be generated by eOPF to
inform employees of the temporary password. As soon as an employee
logs on for the first time they will be prompted to change their password.

Letters need to be regenerated for users who have forgotten their
passwords. The new user password is generated when the letter is
generated. You can either print and mail the letter or save the file and
send via email. The method used depends on the security you desire.

To Generate a Password Letter:

1. From the eOPF main menu buttons, click the |l
User Admin button.

The User Manager tab of the User Admin page displays by default.

Generate

2. Click the BasswordLetter] Generate Password Letter tab.
The Generate Password Letter page appears. The Checkbox will be
grayed out (disabled) when the users’ mailing address is not in the
database.
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The following figure shows the Generate Password Letter page.

a User Admin Tools - Microsoft Internet Explorer

Generate
Password
Letter

User
Manager

User Group
Manager

Security
Access

ReGenerate
Password Letter

—— User Admin - Generate Password Letter :
ly e

Search eOPF Flease select the person(s) you want to generate password letter for. (New password(s) will be created)

Workflow

(hange Email 1
Emergency Data Address . NewiReset
. Selected SSN Emp ID Name Address 1 2 City State Zip P
Change Pwd
010-77- 146 KENTUCKY 21122-
| App AMdmin [ ] 0100 STEPHEN OAKLEY AVE PASADENA | WD 0000 New
User Admin 103-08- ABRAHAN D
I a Nie #abduinour2 | %o R Reset
System Admin
Create SF75 0 e PETER BAUTISTAZ 12345 | New
Print Folder 9
Batch Print
e
Reparts
Pwd Admin
Transfer
Preferences
Logout
‘-.'9 Local intranet

3. Verify that the only checkboxes selected are associated

with the desired user(s), and click the I o)
button.

The generated letter(s) appear as a PDF File that can be printed and
mailed to user. Notice that the password is broken down character by
character an explained in plain text. This helps eliminate password
issues with certain characters. Some user find it difficult to
distinguish between a 1 (Number one) and | (lower case L).
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The following figure displays a sample letter.

& Adobe Reader - [DownloadFile[1].pdf]
',_"_'Ei\e Edit View Document Tools Window Help

B

& B = (e (] \":,' [T select Text ~ E_:_-:j: G‘.k - 3 E‘ l:‘ = 100% - @ ED3 O @ - Easily share digital photos
instructions below and take this opportunity to examine the contents of your eOPF. 0
“ -~
-
g
2 Your eOPE User ID: EOPF999
=]
<]
Your eOPF Link: https://ehr.opm sov/dhhseopf!
¢
@ Please read the following password instructions and follow directions closely.
THTDYTI
It may be easiest if you copy and paste the 8 character password. To further help you —
we have further defined each character of your password directly below:
! 1* character is number seven
2™ character is: UPPERCASE LETTER H
rd
3" character 1s: UPPERCASE LETTER T
th
4" character 1s: UPPERCASE LETTER D
i .
5% character is: UPPERCASE LETTER Y
& .
6% character is: lowercase letter r
7% character is: special character right square bracket
th o
8" character is UPPERCASE LETTER |
After you successfully logon, you will be immediately prompted to change vour
password. This means that the password provided above only works one time &

A 8.5x 11in

Tof3 L ] Ld

Regenerating a Password Letter

eOPF gives you the ability to regenerate password letters for users.

To Regenerate a Password Letter:

1. From the eOPF main menu buttons, click the m
User Admin button.
The User Manager tab of the User Admin page displays by default.

2. Click the

ReGenerate

Password Letter] ReGenerate Password Letter tab.

The ReGenerate Password Letter page appears.
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The following figure shows the ReGenerate Password Letter page.

a User Admin Tools - Microsoft Internet Explorer

User . Generate | ReGenerate
Hal:l:e::r Group s:::;;t: Password Password
9 Manager Letter Letter

User Admin - ReGenerate Password Letter :
Allow user to regenerate password letter for a selected person(s) as spedfied by the following criteria.

Search eOPF
Workflow Please enter criteria and click on Submit button. “ou can narrow down results by selecting a value for Request Submit Type.
Change Email
Eme rgen.n:y Data
e il i
. App Admin
[ User Admin POID:' |
[ System Admin 0rgCode:| |
Create SF 75 Activity Code:| |
Print F(me.r S5N: | |
Batch Print Emp ID:| |
Reports First Hame: | |
Pwd Admin Last Name:| |
Preferences
Logout Start Date(Letter sent):
| | EE
End Date{Letter sent):
| | EE

|£

F

3. Type the desired search criteria, and then click the

aklllid submit button.
The Generate Password Letter page appears.

€ Local intranet
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The following figure shows the Generate Password Letter page.

a User Admin Tools - Microsoft Internet Explorer

Generate
Password
Letter

User
Manager

User Group
Manager

Security
Access

ReGenerate
Password Letter

—— User Admin - Generate Password Letter :
ly e

ot Please select the person(s) you want to generate password letter for. (Mew password(s) will be created)

Workflow
Change Email 1

Emergency Data Address - NewiReset
Selected SSN Emp ID Name Address 1 2 City State Zip Paz<word?
Change Pwd
010-77- 146 KENTUCKY 21122-
| App AMdmin [ ] 0100 STEPHEN OAKLEY AVE PASADENA | WD 0000 New
User Admin 103-08- ABRAHAN D
L a 3103 #AbdulnourZ ABDULNOUR Reset
System Admin
Create SF75 0 e PETER BAUTISTAZ 12345 | New
Print Folder 9
Batch Print
e

Reparts
Pwd Admin

Transfer
Preferences

Logout

‘-.'9 Local intranet

4. Verify the desired user is selected, and then click the

R o) button.

The document appears. Notice that the letter contains the password
broken down into a plain text explanation of each character. This
helps eliminate password issues with certain characters. Some user
find it difficult to distinguish between a 1 (Number one) and | (lower
case L).
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The following figure displays a sample letter.

B Adobe Reader - [DownloadFile[ 1].pdf]

'}'__ Eile Edit View Document Tools Window Help

2 A= & M|

)| I seeeren - @[ @& - (3 [ © un - @ 33 0 g -

. Pages\l Layers\l Slgnatures\l Bookmarks

i

8.5x 11in

istructions below and take this opportunity to examine the contents of your eOPF.

Your eOPE User ID: FOPF949

Your eOPF Link: https://ehr. opm.gov/dhhseopf!

Please read the following password instructions and follow directions closely.

Your eOPF Password is:
THTODYT]I

It may be easiest if you copy and paste the 8 character password. To further help you —
we have further defined each character of vour password directly below:

1* character is: number seven

2" character is: UPPERCASE LETTER H

3" character is: UPPERCASE LETTER T

‘4'L character is UPPERCASE LETTER D

5% character is UPPERCASE LETTER Y

6™ character is lowercase letter r

7% character is special character right square bracket
§" character is UPPERCASE LETTER |

After you successfully logon, you will be immediately prompted to change your
password. This means that the password provided above only works one time.

|<

103 b bl @

] ug
| =
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Chapter 18: System Admin Features

Volume Management

VVolume Management eliminates the need to VPN into the host facility to
configure eOPF volumes. The host facility must still ensure that storage
capacity is available. This should only be used by a trained administrator.
There are multiple volume types. The ‘IMAGE’ volume is used to store
production document files. The ‘TEMPLATE’ volume is used to store
various email templates used by the eOPF application. The ‘CLIP’
volume is used to store the paper clips created by users of the eOPF
application. The ‘“ANNOTATION’ volume is use dot store any
annotations created by users of the eOPF application.

Accessing Volume Information

1. From the eOPF main menu buttons, click the
System Admin button.

The Volume Manager tab of the System Admin page displays by
default.

=3 Vol Management - Microsoft Internet Explorer

My e0PF
Search eQPF
Workflow
Change Email
Emergency Data

] Change Pwd
-App.ﬁdmin
U;:r.&dm'\n
System Admin
Create 5F 75
Print Folder
Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

Volume

splash Page

AD-HOC
5QL

Email
Template

Management

System

Settings

System Admin - Volume Manager :

Vol ID

ECP

EVE

EVT

EVE

Description

Clips

Annctate

Image

Image 2

Templates

1

Type Path Available | Full

Clip Vikilians\eopfdocs\OPM\ClipPages Edit| Delete
& pfdocs\OPM! Edit | | Delete
Image Wikilians\eopfdocs\opmlimage Edit | Delete
Image Wiilians\eopfdocslopmimage2 Edit | | Delete
Templ (OPIIT: Edit| Delete

Annotation ¥
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Insert a new Volume

1. Access the System Admin — Volume Manager page. Scroll
to the bottom of the list and enter values into the fields for:

e Volume ID = Unique three character identifier.
e Description - Identifies the purpose of the volume.

e Type (Annotation, Image, Clip, or Template) - This
field captures the type of volume.

e Path = This identifies the location of the volume
using a standard UNC entry.

2. Click Insert when all data is correctly entered to add the
entry.

The following figure displays the System Admin — Volume Manager
page after a record is inserted. A message will display stating if the
Volume ID was added successfully.

3 Vol Management - Microsoft Internet Explorer

Email
Template
Management

Volume
Management

Splash Page
Management

SDD& System
sQL Settings

System Admin - Volume Manager :

Search eOPF Vol ID TST is added successfully.

Change Email

Emergency Data 1

Y| Change Pwd Vol ID Description Type Path Available | Full
| App Admin ECP Clips Clip Wkilians\eopidocs\OPM\ClipPages Edit| Delete
User Admin
= — EVE Annotate tati fdocs\OP! Edit || Delete
System Admin
Create 5F 75 EVT Image: Image \ikilians\eopfdocsiopmiimage Edit| Delete
Print F"d"'r EVB Image 2 Image WKilians\eopfdocsiopmimage2 Edit| Delete
Batch Print
A TPL Templates Template \ikilians\eopfdocs\OPM\Templates\ Edit| Delete
eports
Transfer TST Testing Clip Wkilians\eopfdocsiopmitemplates) Edit| | Delete
Preferences Insert

Logout

3. (Optional) The page will refresh with the new row inserted.
Click the edit button and check the new volume as
available.

When you mark a volume as ‘available’ it is now usable by eOPF for
file storage. Volumes marked as full will no longer receive files for
storage.
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Edit a Volume

1. From the System Admin — Volume Manager page, Click the
Edit edit button next to the record you would like to edit.

2. Change the values for any of the following fields:
e Description - Identifies the purpose of the volume.

e Path = This identifies the location of the volume
using a standard UNC entry.

¢ Available (checkbox) = Volume can be used for file
storage.

e Full (checkbox) - Volume has reached desired
capacity.

2. Click Update when all data is correctly edited to update the
entry.

The following figure displays the System Admin — Volume Manager
page after a record is updated. A message will display stating if the
Volume ID was updated successfully.

3 Vol Management - Microsoft Internet Explorer E E][E|E|
~
Volume Splash Page ﬁng-: T Emalilt System
Management |Management sQL I-|a:an;2:1:nt Settings
RN System Admin - Volume Manager :
RENERIN Vol ID #ECP is updated successfully.
Change Email
Emergency Data 1
Change Pwd Vol ID Description Type Path Available Full
ECP Clips. Clip Vikilians\eopfdocs\OPM\ClipPages Edit| Delete
User Admin
- EVE Annotate Annotation Vikilians\eop fdoce\OPM\annotation Edit | | Delete
System Admin
Ereate‘ SF75 EVT Image Image: Vikilians\eopfdocs\opmimage Edit | Delete
Print Folder 2%} Image 2 Image WKilians\eopfdocs\opmiimage? Edit | | Delete
Batch Print
R TPL Templates Template \ikilians\eopfdocs\OPM\Templates\ Edit| Delete
eports
Transfer T5T Testing Clip Wkilians\eopfdocslopmitemplates| Edit | | Delete
LIEIERTEE Annotation | Insert
Logout
ogou .

Delete a Volume

A volume can only be deleted if the volume is empty. This implies that all
reference to the volume in eOPF have been deleted. References can occur
if a document, annotation, template, or paper clip exists and was stored on
the volume. Physically removing the files from a volume path has no
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impact on the ability to delete a volume. All database references must be
eliminated from the eOPF repository prior to deletion of the volume entry.

1. From the System Admin — Volume Manager page, Click the
Delete link next to the record you would like to delete.

2. A pop-up window will display asking you to confirm that
you want to delete the volume:

Microsoft Internet Explorer [5__(|

\:..i/ Do you want to delete Volume?

[ oK l [ Cancel

2. Click ‘OK’ to confirm.

The following figure displays the System Admin — Volume Manager
page after a record is deleted

a Vol Management - Microsoft Internet Explorer @ |’._||’E|rz|
~
AD- Email
Hanagement [Honagement [10C | Template | YR
SQL |Management
BrEIE System Admin - Volume Manager :
RENEREN Volume is deleted successfully.
Change Email
Emergency Data 1
Change Pwd Vol ID Description Type Path Available | Full
App Admin ECP Clips Clip \Wilians\eopfdocs\OPM\ClipPages Ecit | Delete
User Admin
EVE Annotate tati i fdocs\OP i Edit | | Delete
System Admin
Create SF 75 EVT Image: Image: ‘Wkilians\eopfdocs\opmiimage Edit| | Delete
Print F_"Id'" EvE Image 2 Image WKilians\eopfdocs\opmiimage? Edit | | Delete
Batch Print
R TPL Templates Template \kilians\eopfdocs\OPMTemplatesh Edit| Delete
eports
Transfer | | | ‘ ‘Annotahon vl | 3l
Preferences 1
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Splash Page Management

If a modification to the Splash Page Operation Status is needed, it can be
updated on this screen. The message box, administered by the agency,
will serve to keep the users informed of planned events.

1. From the eOPF main menu buttons, click the
System Admin button.
The Volume Manager tab of the System Admin page displays by
default.

Splash Page
Management

2. Click the Splash Page management tab.
The Splash Page Management page appears.

a Sys Admin Tools - Microsoft Internet Explorer

Email

System
Template N
Management Settings

Splash Page | AD-HOC
Management || SQL

Volume
Management

My cOPF System Admin - Splash Page Manager :

Search eOPF Allow user to configure System Operation Status.
Workflow
Operation Status
Fr——— 20PF will be duwr_1 from 10am ESTTU_Epm EST on December 10, 2005. This message will be removed
when the system is back up and running
Change Pwd

(hange Email

App Admin

User Admin

l System Admin

Create SF 75

Print Folder

Batch Print .
Reports

Pwd Admin
Transfer

Preferences

Logout

3. Change the text in the Operation Status box and click the
Save button to update the message.

The following figure displays showing that the Operation Status was
updated successfully:
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a Sys Admin Tools - Microsoft Internet Explorer

Splash Page AD- Email System

HOC|| Template N
Management 5QL |Management Settings

My cOPF System Admin - Splash Page Manager :

Veolume
Management

Search eOPF Allow user to configure System Operation Status.
CRanseEmal Operation Status Updated Successfully.
Emergency Data o
Operation Status
Change Pwd e0PF will be down fram 10am EST ta 2pm EST on January 22, 2006. This message will be remaoved

App Admin when the system is back up and running.

User Admin

. System Admin

Create SF 75

Print Folder

Batch Print

Reports
SAVE

Transfer
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Performing an Ad-Hoc Query

The ad-hoc query feature of eOPF can be accessed from the System
Admin page and is only available to users that have access to System
Administration Tools. This feature should only be used by an individual
who is knowledgeable in the use of Structure Query Language (SQL) and
the eOPF schema. The Ad-Hoc Query page provides a listing of eOPF
schema tables, column and SQL commands. A knowledgeable user can
perform select activities. Data modification activities such as: insert,
update, and delete are not permitted.

The following figure displays the Ad-Hoc Search page.

X Sys Admin Tools - Microsaft Internet Cxplorer
volume | Splash Page Jao | Emat System
! ! IILI_| |¢u‘|rpiuu settings
System Admin - AD HOC Search :
Query Terms: Stored Queries:
=l = T ) ——)
P e ]
Tables: SOL Statements (sem-cokn al end of the slalemenl is nol regred)
ACTNTY ~
APPLICATION
APPLICATION_COMPONENT
ARCHVE _HISTORY
ARCHIVE_OBJECT_STATUS
BASKET_ 201
BATCH >
—
Columns: Results:
JR————
—_—
-
N Local ranet

The Ad-Hoc Search page is comprised of several sections. These sections
are described in the following table.

Section Description

Query Term The Query Terms section lists the reserved words that
are available to you when building a SQL query.

Stored Queries This section allows you to retrieve from a list of
previously saved queries or to save a new query.

Tables Lists the tables that are found in the eOPF Schema.
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Columns

SQL Statement

Results

Insert Buttons

Lists the columns found in the selected table. You
must pick a table and click on the Get Columns button
in the Tables section to populate the columns list.

This is a free text box where your SQL query is
constructed. You may use the other sections to
construct the SQL query or type in a query directly.

This is where the results of your query are presented
once you execute the query listed in the SQL
Statement text box using the Execute button. The
listed results is limited to the eOPF system setting
called ‘eOPF REPORT RESULTS LIMIT’. This is
typically set to 5000 rows.

The Insert buttons found in each section cause the
selected item to be placed into the SQL Statement
Free Text box. The selected item is always placed at
the end of the text displayed in the SQL Statement
free text box.

The following table describes the Ad-Hoc Search page buttons.

Button

Description

Insert

Get Columns

Get SQL

Delete

Save

The Insert buttons found in each section cause the
selected item to be placed into the SQL Statement
Free Text box. The selected item is always placed at
the end of the text displayed in the SQL Statement
Free Text box.

This button is found in the Tables section and
populates the column list in the Columns section
based on the table you have selected.

This button is found in the Stored Queries section.
When activated, this button will populate the SQL
Statement Free Text box with the SQL query saved
with the selected stored query you chose from the
drop-down list.

This button is found in the Stored Queries section.
When activated, this button deletes the selected stored
query chosen from the drop-down list.

This button is found in the Stored Queries section.
When activated, this button saves the query found in
the SQL Statement Free Text box and gives it the
name shown in the Save As: field.
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Execute This button is found below the SQL Statement
section. When activated, this button attempts to
execute the query currently displayed in the SQL
Statement Free Text box.

Cancel This button is found below the SQL Statement
section. When activated, you are returned to the
Search Folders page.

Clear This button is found below the SQL Statement
section. When activated, clears the contents of the
fields on the Ad-Hoc Search page.

To Access the Ad-Hoc Query Feature:

1. Click the System Admin button on the eOPF
main menu.
The System Admin — VVolume Manager page displays.

The following figure displays the System Admin — Volume Manager
page.

=8 Vol Management - Microsoft Internet Explorer

Email
System
Template | CIL 10

Volume | Splash Page ADrHoc”
Management |Management | SQL
|

System Admin - Volume Manager :

1
VollD | Description Type Path Available | Full

ECP Cips Clip “kiliansieopfdocs\0PM\ClpPages. Edit| Delete
EVE ‘Annotate Annotation Tikilians\eop fdocs\OPMannotation Edit| Delete
EV7 Image Image “Wilansieopfdocsopmimage Edit || Delete
EVE Image 2 Image "Killansieapidocslopmimage2 Edit| Delete
TPL Templates. Template: TWilians\eop fdacsIOPMTemplates\ Edit| Delete

Annotation v Insert

1

AD-HOC
2. Click the *% Ad-Hoc SQL button.
The Ad-Hoc Search page displays.

To Save a Query:

1. From the Ad-Hoc Search page, build a query in the SQL
Statement Free Text box.
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2. Execute the query to verify that it is valid and returns the
desired results.

3. Enter aname for the query in the Save As: field.

4. Click on the Save button.
The page refreshes with a message in red at the top indicated that the
query was successfully saved.

The following figure displays the Ad-Hoc Search page with a saved
message in red at the top of the page.

a Sys Admin Tools - Microsoft Interpet Explorer

AD- Emanil
Yolume Splash Page |

HOC | Template
.r\'lanaueluent .Manaqemenl |soL |Management

System Admin - AD HOC Search :

System
Etings

| SOL Statement saved.

Workflow
LN | Query Terms: Stored Queries:
Emergency Data
C r.l"lll Pord SELECT & bt m 0l “ T
l-lnhhl-' Saye as: Horm Descnptions “
Tables: SQ[ Statement: (semi-coln st end of the stalsment is net required
| | |EEE | salect form|_dsscr bam form
FORML_TYPE
FULL_TEXT_LOOKUP
FULL_TEXT_RESLLT
FUMNC_ACCESS
GROUP_FUNC_ACCESS
GROUP_INFO w
Columns: Results:
FORML_ID ~ || * FORML DESCR A
FORML_DESCR “CSC 1170
FORML_TITLE *£SC 226
FORML_DATE * S0 28004
FORML_DATE_ENTRY_MOD * C5C 28008
FORML_UI_IDY *CSC 432
FORML_USEDBY ™| * CSC 493
*CBC BT
—— * A AR |
—ie
b4

& Local intranet

To Execute a Saved Query:

1. From the Ad-Hoc Search page, click on the drop-down list
found in the Stored Queries section of the page.

2. Select a stored query.

3. Click on the Get SQL button.
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4. Click on the Execute button.
The results of the query display in the Results section of the page.

The following figure displays the Ad-Hoc Search page with search
results.

=¥ Sys Admin Tools - Microsoft Internet Explorer

Champe Ermail

Emergency Bata

£l

Wiolumee :SphghPaqf ﬁ
.Hananl:mcrllEHanmmtnr.w Manage "

System Admin - AD HOC Search :

Query Terms: Stored Queries:
LT * ¥ ]
— Save as: R
Tables: SQL Statement: (ssmicolon at end of e statemeni i not regured)
ACTIVITY -
APPLICATION

APPLIC hl'IOI‘I_CCIMPI:II‘JErIT
ARCHWVE_HISTORY

ARCHWVE _OBUECT_STATUS
BASKET_SQL

BATCH -

Columns: Resulrs:

8 Local mntranet

5. Use the Cancel button to return to the System Admin page.

Note:

The results of the query may exceed the eOPF configuration setting
limiting query result displayed. If this occurs a message is displayed to
the user as seen in the below graphic. The message indicates the
maximum result rows allowed.
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ys Admin Tools - Microsoft Internet Explorer

Volume
Management

Splash Page
Management

System
Settings

AD- Email
HOC| Template
5L ||

System Admin - AD HOC Search :

Search eOPF

Your request will generate a result set with 5000 rows of data. The maximum allowed result set is 5000. Please
refine your search criteria to reduce the result set. If you have any questions contact your eOPF System

Change Email Administrator.

Emergency Data

Workflow

Change Pwd
e Query Terms: Stored Queries:
App Admin
BT | sc=cr o 7l e

System Admin

e
et

save as:  ——
Print Folder
Batch Pﬁ( Tables: SQL Statement: isemi-colon at end of the statement is not reguired)
e ACTIVITY || select * from image
Transfer APPLICATION =
APPLICATION_COMPONENT
LEEE ARCHIVE_HISTORY
Logout ARCHIVE_OBJECT_STATUS
BASKET_SaL
BATCH v
Columns: Results:

EXECUTE CLEAR

1= ]

% Local intranet
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Email Template Manager

This feature allows administrators to upload Email Notification
Templates. Templates are used to generate email messages sent to users
and help desk personnel. Currently, three templates are supported by
eOPF application and used by email notification services. The ‘Document
Activity Template’ is used to send employees notification of activity
within their eOPF. The ‘Password Reset User Template’ is used to notify
a user of a password reset value. The ‘Password Reset Staff Template’ is
used to send an email notification to the help desk when a user requests a
password reset but can not provide all the required information.

To View Template File Settings:

1. From the eOPF main menu buttons, click the w
System Admin button.
The Volume Manager tab of the System Admin page displays by
default.

Email
_ Template ]
2. Click the Management Email Template Management tab.

The Email Template Management page appears.
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Sys Admin Tools - Microsoft Internet Explorer

Volume Splash Page | AD-HOC TEEII'-I“:IiilltE SVSI_:em
Management |Management S0L Management Settings
My OPF System Admin - Email Template Manager :
Search eQPF Allow user to configure Email Notification Templates.
Workflow
Change Email Template Description Template Location
Emergency Data Document Activity Template Vikilianz\eopfdocz\OPM\Templates\document_activity bxt @

Change Pwed
— fnpe Pazzword Rezet User Template | Wkilianz\eopfdocs\OPM\Templatez\employee_password bt | Edit

App Admin

User Admin Pazsword Reset Staff Template | Vkilians\eopfdoce\OPM\Templates\staff_password txt Edit

l System Admin

(reate 5F 75
Print Folder
Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

To change a Template File:

1. From the eOPF main menu buttons, click the
System Admin button.
The Volume Manager tab of the System Admin page displays by
default.

Email
) Template ]
2. Click the Management Email Template Management tab.

The Email Template Management page appears.

3. Click Edit button next to the Template you would like to
change.

4. Click the Change File button.
The following screen will pop up.

244 Chapter 18: System Admin Features



‘2 Select Email Template File: - Microsoft Internet ...

Select Email Template File :

| Browse... |

[FUPLORD FILE= ™ J AN 2 1

5. Browse for the new template and then choose the Upload
File button.

6. On the Email template screen click the Update button
when you are satisfied with your changes.
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eOPF System Configuration Settings

This feature allows administrators to make eOPF application wide
configuration changes. Each line item contains a description that explains
what the setting does within the eOPF application. You may also
reference the eOPF Operations Manual for a complete listing and more
detail. The majority of these settings are configured at installation
and should not be altered unless directed by the eOPF deployment
team.

1. From the eOPF main menu buttons, click the
System Admin button.
The Volume Manager tab of the System Admin page displays by
default.

System
2. Click the >ettings System Settings tab.

The Systems Settings page appears.
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System Settings - Microsoft Internet Explorer

My eOPF

Search eOPF
Workflow
Change Email
Emergency Data

. Change Pwd
App Admin
User Admin

System Admin
Create SF 75
Print Folder
Batch Prin
Reports
Pwd Admin
Transfer
Preferences

Logout

- Volume ] ;plash I’at_u:L AI;;{OC Template ;m:;;
Management
System Admin - System Settings :
12 |
Section | Entry Description Value \
EOPF EOPF ADWMIN EMAIL e0PF Administrator Email Address peter bautista@integic com ‘ Edit
EQPF EOPF CANCEL FOLDER Cancel Folder Deleted ‘ Edit
EOFF EOPF CHANGE PWD ON LOGON Force Password Change on First Logon Y Edit
EQPF EOPF DEFAULT SF75 PROCESS DEFAULT SF75 PROCESS Process SF75 Edit
EOPF EOPF DEFAULT WF-SUBFLOW DEFAULT WF-SUBFLOW Default Process ‘ Edit
EOPF EOPF DELETE FOLDER Folder marked as the 'DELETED' folder Deleted Edit
EOPF EOPF DISPLAY CAREER BRIEF Digplay Career Brief Link? Y Edit
EOPF EOPF DISPLAY PDQ Display PDQ Lookup Link? Y ‘ Edit
EOPF ‘ EOPF ENABLE INSTR PAGES Enable Instruction Pages? X ‘ Edit
ECQPF EOPF FOLDER SIDES Table Containing Folder Sides FLD_LOOK_04 ‘ Edit
ECPF EOPF HRO Group ID Setting for eOPF HRO 16 Edit
EOPF EOPF INSTALLATION Customer ldentifier OPM Edit
EQPF EOPF INSTR FILE LOCATION Location of e0PF Form Instruction Page PDFe | WWKiliang'eOPFDocelopminstrPagest ‘ Edit
No of Days since Last Login to be 5
EORE ALGHEASIHRRE L, considered for Low Usage Report 1 ik
ECPF EOPF OPEM RPT SEARCH Enable Open Report Search? N Edit
EQOPF EOPF OPEN SEARCH Enable Wide-Open Search? N Edit
= ‘hitp:fadnotestest intelimark- T
EOPF EOPF PDO Web site for PDQ lookup it by Edit
EOPF EOPF PREF VEEW ANNOT Deiaut e Sencevakie o vicw Yes Edit
annotations
This option determines the iterations of
EOPF EOPF PWD HISTORY wvalues that are maintained before | 24 Edit
the user is allowed to reuse a value.
EOPF EOPF QUERY LIMT Max Number of tems Returned on a Query 300 Edit

| %

Choose which entry you would like to alter.
There are two pages of entries to choose from.

Click on the Edit and change the value of the item.

Click on the Update button to update the entry to the new

value. Use the Cancel button to abort the change.
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Chapter 19: Workflow

The workflow-centric design utilized in eOPF provides HR staff specific
process management, integration-focused business process management
(BPM), and robust administrative and task-oriented process tools.
Automated decision logic, system interfaces, email notification, fax
devices and other devices can be integrated with configurable work

processes that are easily created, modified, and maintained by the eOPF
administrator.

The eOPF architecture features e. POWER workflow software. A page
from the e. POWER WorkManager Builder is shown in the figure below to
illustrate the mapping of business processes.

- e POWER WorkManager Builder
Fle Edit View Process Tools Window Help

|ols(e] smle] o] [ s o (o e || o] ulfs -] Blle s x| A

4]

9% OMPF

B Validate SFE0
W Search for Supporing Doe
B Validate SFEO/SFE2

Start

carch for Suppaiting Doct Routd
‘slidate SF50
otfication Process

B vchive Process Normal
2] Detemine Approver Route
Process Regional Rules 2
@ Send infomation to Extems | Sitart (0] ) Matching 3F52 [0] ()

“alidate
SF&0

Search for Supporting Documents [0] (0)

2]
affifate SFAO/SFA2 5] ()

§EnENOaKE ~ROE T
= @ ‘WorkManager 5
-9 Processes & MNarmal
R i Process Regional Rules-[0)] [0)
=
[ 4% Process Regional Fules

Motification
Process

Motification

Proc NotificationProcess [0]

Archive
Process

Avrchive Process [0] (0)

L T

(Check in process

|active Process: EOPF (Read Only) pefault admin

The e.POWER WorkManage Builder component of eOPF provides
intuitive drag and drop functionality for the creation of automated
workflow processes that emulate and improve on existing business
processes. The graphical workflow interface allows the eOPF
administrator to create, modify, and maintain process maps. These
process maps define the necessary tasks to be performed on documents
contained in an eOPF, and route the associated documents through the
various tasks in the process. As process maps are created and used, the
workflow tool updates data repositories residing in Oracle Relational
Database Management System (RDBMS) tables. Audit trails are
maintained on each item that moves through workflow.
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The eOPF provides Web access for automated workflow capability, which
includes the capability to route documents between HR staff members for
review prior to storage. The eOPF solution supports the management of
workflow at user and system levels. The automated workflow in the
eOPF solution supports process automation including authenticating
information produced by external systems and automating the retrieval of
employee information from these external systems.

Workflows are predefined paths (referred to as process maps) for
workitems. Process maps are developed and implemented using
WorkManager Builder. Detailed guidance for using the WorkManager
Builder is available in the e POWER Express Desktop User Guide. A
brief synopsis is included herein to describe the Workflow functionality.

Two types of workflows are available: procedural and ad hoc. Procedural
workflows define standard routes for regularly occurring work. Ad-hoc
workflows allow the user to create an Assignment List for one-time
routing of workitems. At the time of this manual’s writing, ad-hoc routing
is not supported in the web interface provided by eOPF. The two
workflows are not mutually exclusive, ad-hoc tasks and procedural tasks
can be included in the same process map.

Worklist and Workitem Display

Workflows have two common elements: worklists and workitems.
Worklists are areas that hold workitems. Workitems are units of work
within a workflow. In eOPF, a workitem is a document. By default, the
system shows items in all your worklists; however, you can change your
worklist display.
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Worklist Descriptions

The following figure provides an example of the eOPF Work List.

23 Work List Inbox - Microsoft Internet Explorer

Ok &ESR&BhBLEEER

oA L0 O
o]0 «

O @u@
olEl o

o
ofglio ©
o
o

Work List Inbox

InfoSource L: Task Desc Last Route Priority Level Description  Date Received Status

N & 134 Reviewer Normal Route 1 174 6/9/2005 9:35:22 AM
] 1 134 Reviewsr Normal Rouke 1 176 6/9]2005 9:35:22 AM
N 1 134 Reviewsr Hormal Route 1 176 6/9/2005 9:35:22 AM
N I 134 Reviewer Mormal Route 1 180 6/9/2005 9:35:21 AM

N 1 134 Reviewsr Normal Rouke 1 Process SF-S06/9/2005 9:35:21 AM

Page: 1

% Lacal intranet

Note:

When you position your cursor over the worklist type icon and hold it
there (referred to as "hovering"), the worklist type displays. Once the
worklist type appears, click the primary mouse button to open the

workitem.

The following table describes the worklist types available in your worklist.
The icon for a worklist is displayed in the second column in the worklist

area.

Worklist Type

Icon

Description

In Box

Pending

Copy

Fetch

Distribution

[
=

n/a

Maintains a list of workitems that require action.

Maintains a list of workitems for which an action has
not been completed.

Maintains a list of workitems that have been copied to
other users. The icon for items in the Copy worklist
represents the worklist in which the original workitem
is located. For example, if you send a copy of a
workitem from your Pending worklist to another user,

the listing in your Copy worklist will have the Eicon.

Maintains a list from which authorized users can
retrieve a workitem.

Maintains a list of workitems to be manually
distributed.

250 Chapter 19: Workflow



Workitem Descriptions

Six types of workitems are processed in eOPF Workflow Web. By default,
the workitem types appear in different colors in the Worklist Area, but you
are able to change these colors to your personal preferences. Workitems
that have not been opened appear in bold. After an item has been opened,
it is listed in the standard font

Note:

When you select a workitem from any of your available worklists, the
most common action performed is the viewing of the workitem by
clicking on the view icon. Based on the review of the document the user
releases the document on to the appropriate release route.

This table describes the workitems associated with procedural
workflow.

Workitem Type Icon  Description

Normal @ A workitem received through a normal workflow
path. The item is available for you to process. The
default text color is black.

Copy A workitem sent to you for review that must be
returned to the original owner. The default text color
is blue.

FYI A workitem sent to you for review that you do not

need to return to the original owner. The default text
color is red.
Returned Copy A copied workitem that has been returned to you.
The default text color is green.

A workitem that you will receive in the future via an
offline route. You can view the item and the
associated tasks, but you cannot yet perform any
action on the item. The default text color is gray.

o =

Preview FYI

A notification workitem that the creator of the route
list receives after each assignment on the route is
complete. The default text color is maroon.

Completed FYI

[s]

Using the In Box

All workitems for you to process appear in your In Box. When an item is
in your In Box, you can open it, move it to your Pending worklist for
handling at a later date, process it, send it on an offline route, or reassign
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it. You must have appropriate security privileges for offline routing and
reassigning workitems.

Note:

You can quickly sort a work list by clicking on a column header on the
eOPF Work List page.

To View the Contents of the In Box:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

Using the Pending Worklist

The Pending worklist is designed to hold workitems that are in progress
but cannot be completed right away. Items in your In Box can be moved to
your Pending worklist if you want to work on them at a later time. By
moving items that you plan to work on later to the Pending worklist, you
keep the In Box available for current information. Once you move an item
to the Pending worklist, you cannot move it back to the In Box.

Note:

You can quickly sort a work list by clicking on a column header on the
eOPF Work List page.

To Move a Workitem to the Pending Worklist:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem you want to move to the Pending
worklist.
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3. Click the Move to Pending button on the toolbar.
A confirmation page asks if you are sure you want to move the
workitem.

4. Click the Ok button on the confirmation page.
The confirmation page indicates the item has been moved to pending.

5. Click the Ok button to close the message and return to
your work list inbox page .
The selected workitem is now listed in your inbox as Pending.

Using the Copy Worklist

The Copy worklist is a holding place for workitems that you have copied
to other users. When you recall a copy or a copy is returned to you, the
notification is displayed in your In Box. Once you delete all returned and
recalled copy notifications from your In Box, the workitem is no longer
included in the Copy worklist. You can set your worklists to display the
number of outstanding copies for workitems.

Note:

You can quickly sort a work list by clicking on a column header on the
eOPF Work List page.

To View the Contents of the Copy Worklist:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

Using the Distribution Worklist

If you are the distributor for a particular task, you receive the workitems in
your Distribution worklist. When you access the Distribution worklist, you
can assign the workitems for processing to any user who is authorized for

that task. Users are designated as distributors and authorized processors in
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WorkManager Builder. To distribute workitems, you use the Manual
Distribution page.

This figure displays the Manual Distribution page.

2} Manual Distribution - Microsoft Internet Explorer |Z| |E| |E|

Manual Distribution

|| Task Mame: Reviewer -

Lental Hame lems Total Work (minutes)
() DEFAULT ADMIN 46 9
O ADMIN g 2
() HR SPECIALIST 3 30
() STEVE ‘ o

=

I@ Cone

‘:i Local inkranet

This table describes the screen elements on the Manual Distribution

page.

Element Description

Task Name Displays the name of the task.

Available Users List Name - Lists all the available users authorized
to process the workitem.
Items - Lists the number of workitems in the
user’s worklists.
Total Work (minutes) - Lists the total time
allotted for each user to process the workitems
currently assigned to him or her.

OK Distributes the workitem and closes the page.

Cancel Cancels the distribution and closes the page.
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To Distribute a Workitem:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem you want to distribute (the workitem
must be in the Distribution basket and you must have
access privileges to the Distribution basket).

3. Click the Process Workitem button on the toolbar.

4. On the Manual Distribution page, select the user from the
Available Users list.

5. Click the OK button.
The workitem is sent to the selected user’s In Box.

Using the Fetch Worklist

The Fetch worklist lists workitems that are ready to be processed by the
next available authorized user. It is a holding area from which any
authorized user can retrieve a workitem.

When you choose a workitem from your Fetch worklist, it is placed in
your In Box for processing; at this point, only you can access the item.
You can also return workitems to the Fetch worklist.

Note:

You can quickly sort a worklist by clicking on a column header on the
Workflow main page.

To View the Contents of the Fetch Worklist:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.
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Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

Returning Items to the Fetch Worklist

You can return items to the Fetch worklist from your In Box or your
Pending worklist. This makes the workitem available to other users.

To Return a Workitem to the Fetch Worklist:
1. From the eOPF main menu buttons, select the WorkFlow

button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Click the workitem that you want to return to the fetch
queue.

3. Click the Release Workitem button on the toolbar.
The Release Workitem page opens.

4. Select Task Fetch Queue from the Select Route drop-down
list.

5. Click the OK button.
The workitem is moved to the Fetch worklist. A message at the top of
the worklist confirms the return.

Filtering Workitems within Worklists

Workflow allows you to set filters to display specific information in your
worklists. By default, when the process is selected, all workitem types in
the In Box and the Pending worklist are displayed. You can choose which
worklist(s) to display. You are also able to set the Display Task and/or the
Display InfoSource.

When you set a filter, you force the worklist to display only specified
items within a particular task or to display a specific workitem type. For
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example, you could set your worklists to display only workitems that were
sent to you as copies. You work on the Work List Filter page when setting

display filters.

Note:

You overwrite the Worklist Type Settings the next time you choose a
Basket on the Workflow main page.

This figure displays Work List Filter page.

2} Work List Filter - Microsoft Internet Explorer

Refresh

Display Process:

| EOFF v

Display Task:

Work List Filter

]

Display InfoSource:

iWorkItemBase Vi

Worklist Type Settings Workitem Settings
All Al
Clin pox Clmarmal
Clrending OFv
[ pistribution Ccopy
ClFetch CIReturn Copy
[l outstanding Copy ClPreview

Ccompleted

£

SEI Done

‘-'3 Local inkranet

This table describes the screen elements on the Work List Filter page.

Element

Description

Display Process

Display Task

Displays the workflow process you selected on
the Workflow main page. Processes correspond
to process maps defined by your system
administrator in WorkManager Builder. These
processes specify the routes that workitems
follow as they move through the system. You
cannot choose a different process from the
Work List Filter page.

Allows you to select which tasks to display. To
display all tasks, select the blank space at the
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Element Description

top of the list.

Display InfoSource Allows you to select an InfoSource, which
determines which columns are displayed in your
worklist. You can display all folder types in
your worklist or you can choose one of your
folder types by selecting the appropriate
InfoSource.

Worklist Type Settings Lists the baskets to display in the main worklist.
A check in the box indicates that the worklist
will be displayed. You can also choose the
worklists to display by selecting an option from
the Basket drop-down list on the Worklist page.

Workitem Settings Lists the available workitem types to display for
the chosen worklist(s). A check in the box
indicates that the workitem type will be

displayed.

OK Filters the selected component and closes the
page.

Apply Filters the selected component but leaves the

page open for additional changes.
Refresh Resets all fields to their default value.

Cancel Cancels the filter criteria and closes the page.

To Filter Display Settings:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Click the Filter button.
The Work List Filter page opens.

3. (Optional) Select the task to display from the Display Task
drop-down list.
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4. (Optional) Select the InfoSource to use from the Display
InfoSource drop-down list.

5. Select the worklist(s) to display in the Worklist Type
Settings area.

6. Select the workitem type(s) to display in the Workitem
Settings area.

7. Click the OK button.
The settings are saved and the Work List Filter page closes.

Releasing a Workitem

When you process a workitem, you send it from the current work state to
the next work state depending upon the workitem type. For example, you
can release a Normal workitem from your In Box, Distribute a workitem
from your Distribution worklist, release a Copy, remove a Returned Copy,
etc. In some cases, you can choose from among more than one possible
action. For example, you can release a Normal workitem or you can send a
copy of the workitem. Actions for processing a workitem are available
from the toolbar.

This table specifies the action available for each workitem type.

Workitem Type Action
Normal (In Box) Release Workitem
Normal (Pending worklist) Release Workitem

Normal (Distribution worklist)  Distribute Workitem

Normal (Fetch worklist) Fetch Workitem

Copy Release Copy

FYI Remove FYI

Return Copy Remove Return Copy
Preview FYI Remove Preview
Completed FYI Remove Completed FYI
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Releasing and Approving a Workitem

Once you have completed a task for a workitem, such as reviewing, you
can release the item to the next task and user or group in the workflow.
When you release an item into a route, you are indicating that you have
finished working with the item and it is ready for the next phase of the
workflow process. You can release Normal, Copy, or FY workitems from
your In Box or Pending worklist.

You may be required to approve a document before it can be released. In
addition, you may be required to enter your Personal Identification
Number (PIN) before the workitem can be released. Your PIN was set
when your user account was created in WorkPlace Manager. See your
system administrator if you do not know your PIN.

In eOPF, the release function allows you to release the item to the next
task in the workflow. The following procedure describes how to approve a
workitem and send it into another task of the workflow. You use the
Release Work List Item page when approving and releasing items.
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Note:

If a workitem has outstanding copies, you must recall the copies before
you can release the item to the next step in the workflow. See Recalling
Outstanding Copies for details.

This figure displays the Release Work List Item page.

2} Release Work List Item - Microsoft Internet Explorer:

Release Work List Item

Release for workitem 174-1

L Approve |

Zomment:

| approve this item |

Comment will be truncaked ko 255 charackers,

154

‘d Local intranet

@ Done

This table describes the screen elements in the Release Work List ltem
page.

Element Description

Release for workitem # Displays the system-assigned ID for the item to
be released.

Route Allows you to select the next route for the

workitem from a drop-down list. In Advanced
Offline Routing, if your approval is required for
release, the options Approved and Disapproved
are listed.

PIN Allows you to enter your personal identification
number to approve the workitem. This field is
only displayed if approval is required.

Comment Allows you to enter a comment for the next
user.
OK Releases the workitem and closes the page.
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Element Description

Cancel Cancels the release.

To Release a Workitem:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select aworkitem to release.

3. Click the Release Workitem button on the toolbar.
The Release Work List Item page opens.

4. Choose aroute from the Route drop-down list.
Available routes vary depending on your task and the application
selected. Available paths are determined during the workflow
building process.

5. (If required) Enter your PIN in the PIN text box.
6. (Optional) Type a comment in the Comment text box.

7. Click the OK button.
The selected item is automatically released and cleared from your
worklist.

Getting Workitems from the Fetch Worklist

You can move workitems from the Fetch worklist to your In Box if you
have appropriate access privileges. Workitems in the Fetch worklist must
be released to your In Box before you can process them.

To Move a Workitem from the Fetch Worklist to Your In Box:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.
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Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Click the workitem that you want to fetch.

3. Click the Fetch Workitem button on the toolbar.
The workitem is automatically moved to your In Box.

Reassigning Workitems

Workflow allows you to reassign a workitem to a different user. If you
have been granted reassigning privileges in WorkPlace Manager, you can
reassign any item currently assigned to you. This function is useful, for
example, if you are going to be out of the office or if the workitem was
routed to you in error. The Reassign Work Item page is used when
reassigning workitems.
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This figure displays the Reassign Work Item page.

23 Reassign Work Item - Microsoft Internet Explorer |;||E|fz|
Bl

Reassign Work Item

Reassign Warkitem

ADMIN, DEFALILT
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SUPERYISOR, JOE

Reassigned in WorkManager Builder

Comment will be truncated ko 255 characters.

@ Daone ‘j Local intranet

This table describes the screen elements in the Reassign Work Item

page.

Element Description

Users Available Lists the users to whom you can reassign the
workitem.

Comment Allows you to enter a comment or instructions
about the workitem.

OK Reassigns the workitem and closes the page.

Cancel Cancels the reassignment and closes the page.

To Reassign a Workitem:

1. From the eOPF main menu buttons, select the WorkFlow

button.
A list of the workitems is displayed in the Work List Inbox page.
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Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem to reassign.

3. Click the Reassign Workitem button on the toolbar.
The Reassign Work Item page opens.

4. Inthe Users Available area, select the User to whom you
want to reassign the workitem.

5. (Optional) Enter a comment for the reassignment.

6. Click the OK button.
The workitem is reassigned and the Reassign Work Item page closes.

Viewing Task Instructions

Task instructions are special comments attached to a workflow task when
the task is created in WorkManager Builder. If a task instruction has been
defined, you can view the comment but you cannot edit or delete it. You
work on the Task Instruction page when viewing instructions.

This figure displays the Task Instruction page.

¥ Task Instruction - Microsoft Internet Explorer |Z|IE|E|
al

Task Instruction

Task Instructions: [NEREE SR g il

Cancel

k

‘-J Local inkranet

@ Done

This table describes the screen elements in the Task Instruction page.

Element Description

Task Instructions Displays the instructions assigned to the task in
WorkManager Builder.
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Element Description

OK or Cancel Closes the Task Instruction page.

To View a Task Instruction:

1. From the eOPF main menu buttons, select the WorkFlow

button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem for which you want to view task
instructions.

3. Click the Task Instructions button on the toolbar.
The Task Instruction page opens.

4. After viewing the task instructions, click the OK or Cancel
button.

Viewing Workitem Properties

You can view a workitem’s properties to obtain useful data about the item,
including comments, previous users and actions, receipt and release dates,
and the original owner for each task within the workitem; in essence, the
workflow history for an item. This function allows you to trace the full
path of any accessible procedural workitem.

The Workitem Information page and the Item Properties page display the
selected workitem details. You can access the Workitem Information
page from the main Workflow worklist.

Viewing Workitem Properties from the Worklist

You can view a workitem’s properties to obtain a useful workflow history
about an item. You can view comments, previous users and actions,
receipt and release dates, and the original owner for each task within the
workitem. This function allows you to trace the full path of any accessible
workitem.
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The Workitem Information page displays the workitem properties. You
can access the Workitem Information page from the Workflow worklist.

2 Work Item Info - Microsoft Internet Explarer
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To View a Workitem’s Properties from the Worklist:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem for which you want to want to view the
properties.

3. Click the Workitem Properties button on the toolbar.
The Workitem Information page opens.

4. After reviewing the Workitem Properties, click the Close
button.
The Workitem Information page closes.
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Working with Comments

Workflow allows you to create a comment to provide instructions or notes
for the next person in the workflow or to make notes for yourself about the
workitem. A comment is attached to a specific document and remains with
the document as it moves through the workflow, unless the comment is
deleted. You create and edit comments in the Update Comment page.

This figure displays the Update Comment page.

2} Update Comment - Microsoft Internet Explorer

Update Comment

Update Workitem Comment:

Reassigned in WorkManager Builder

Comment will be truncated to 255 characters,

& Local intranst

@ Done

This table describes the screen elements in the Update Comment page.

Element Description

Update Workitem Comment ~ Allows you to type a comment to attach to the
item. Also allows you to edit an existing
comment. Comments are limited to 255

characters.
OK Saves the comment and closes the page.
Cancel Cancels the comment and closes the page.

To Create a Workitem Comment:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.
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Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem for which you want to create a
comment.

3. Click the Update Workitem Comment button on the
toolbar.
The Update Comment page opens.

4. Type the new comment in the Update Workitem Comment
text box.
The size of the comment is limited to 255 characters.

5. Click the OK button.
The Update Comment page closes.

To Update a Workitem Comment:

1. From the eOPF main menu buttons select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem for which you want to edit the
comment.

3. Click the Update Workitem Comment button on the
toolbar.
The Update Comment page opens.

4. Make corrections to the comment in the Update Workitem
Comment text box.
The size of the comment is limited to 255 characters.

5. Click the OK button.
The Update Comment page closes.
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Previewing a Workitem's Process Route

Workflow allows you to preview the possible routes that a workitem can
take. You use the Workitem Information page and the Work Item
Preview page to preview workitem routes. If a task has only one outbound
route, the name of that route is displayed in the Routes column. If a task
has multiple outbound routes, a drop-down list of available outbound
routes is displayed in the Routes column. When you choose an outbound
route from the list, the information for that route is displayed.

This figure displays the Work Item Preview page.

2l Work Item Preview - Microsoft Internet Explorer

Work Item Preview

Task Name Task Type Owner/Assignee Deadline (D:H:M) Priority Routes
Reviewer Lzer Default Admin Grp 0:0:0 1 Approve
ExitTask Exit 0:0:0 o
Review Encapsulation 0:0:0 i Approve
Approve  Encapsulation 0:0:0 o
EnterTask Enter 0:o:0 1 Mormal Route
() Approver LUser Default Adrmin Grp 0:0:0 b lFiIe on Left Side VJI

&] Done % Local intranet

This table describes the screen elements on the Work Item Preview

page.
Element Description
Task List Displays the possible routes and tasks through
which the workitem can proceed.
OK Displays the selected route.
Cancel Closes the Work Item Preview page.

To Preview a Workitem’s Route:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.
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Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem for which you want to want to preview
the route.

3. Click the Workitem Properties button on the toolbar.
The Workitem Information page opens.

4. Click the Preview button.
The Work Item Preview page opens.

5. Click the radio button to the left of the task name for which
you want to preview possible routes.
A radio button only appears if a task has multiple outbound routes.

6. Click the OK button.
The selected route is displayed for preview.

7. (Optional) Repeat Steps 5 and 6 to view additional routes.

8. Click the Cancel button on the Work Item Preview page.
The Work Item Preview page closes and the Workitem Information
page displays.

9. Click the Cancel button on the Work Item Information
page.

Offline Routing Overview

Workflow provides two modes of offline routing: simple and advanced.
Simple offline routing allows you to send a copy of a normal workitem to
a user who is not in the workflow. That user is required to return the copy
to you before the workitem is released to the next task in workflow.
Simple offline routing also allows you to send an FY1 copy to a user. FYI
copies do not need to be returned. Simple offline routes cannot require
action (e.g. signature) by an assignee.

Advanced offline routing allows you to create routes on an ad-hoc basis.
Using advanced offline routing, you create an assignment list of users or
groups (referred to as assignees) to whom to send the workitem. Advanced
offline routing can require action by the assignee. In addition to the main
route list, advanced offline routing allows you to create subroutes. You
can also save your offline routing assignments by creating and maintaining
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templates. Advanced Offline routing was not available in eOPF at the time
this manual was published.

Both types of offline routing must be enabled for the system in WorkPlace
Manager. Simple offline routing can be set to Yes (on) or No (off).
Advanced offline routing can be set to Enabled (on), Disabled (off), or
Configurable by Task. For the latter setting, offline routing would be
enabled or disabled by task using WorkManager Builder.

Simple Offline Routing

Simple offline routing allows you to send a copy of a normal workitem to
a user who is not in the workflow. That user is required to return the copy
to you before the workitem is released to the next task in the workflow.
Simple offline routing also allows you to send an FY| copy to a user. FYI
copies do not need to be returned. You use the Simple Offline Routing
page when sending a copy or FY1 workitem.
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This figure displays the Simple Offline Routing page.

<A Simple Offline Routing - Microsoft Internet Explorer |Z||E||Z|

Simple Offline Routing

Route Type: OFYI & Copy

Cancel

Available Recipients Filter

v | |
Available Recipients Selected Recipients

Default Admin Grp <G> eOFF Users

Default Routing Grp m <> SUPERYISOR, JOE

eOPF HR SPECIALISTS

e |_Dexssion ]
Comment:

Please Review
Comment will be truncated to 255 characters,

W
@ Do ‘:i Local inkranet

This table describes the screen elements in the Simple Offline Routing
page.

Element Description
Route Types FYI - Select if you want to send an FY|
workitem.

Copy - Select if you want to send a copy

workitem.
Available Recipients Filter Displays a list of available users or groups.
Filter Accesses the Users/Groups Selection page from

which you choose users or groups.

Selected Recipients Lists the users or groups who are designated to
receive an FY|I or copy workitem.
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Element Description

> Moves the selected user(s) or group(s) from the
Available Recipients list to the Selected
Recipients list. To select multiple contiguous
rows, select the first row, hold down the Shift
key, and select the last row. To select multiple
noncontiguous rows, select a row, hold down
the Ctrl key, and select other row(s).

>> Moves all the Available Recipients to the
Selected Recipients list.

< Removes the selected user(s) or group(s) from
the Selected Recipients list.

<< Removes all the users or groups from the
Selected Recipients list.

Comment Allows you to enter a message for the
individuals receiving the workitem.

OK Sends the selected workitem.

Cancel Cancels the copy or FYI item.

Sending a Workitem Copy

You can send a copy of a workitem from your In Box or your Pending
worklist to someone who has not been assigned to the workflow for
processing or review. When you copy a workitem, it is listed in both your
In Box and your Copy worklist. The Copy worklist serves as a reminder
that there are outstanding copies of the workitem. When the workitem is
returned to you, it returns to your In Box as a workitem listed in green.
[Green is the default color; you can change the color using the Worklist
Display Settings page.] Items cannot be released to the workflow until the
copy has been returned to you or you have recalled outstanding copies.
The system automatically removes returned copies from your worklist
when you release the workitem. You can also delete them individually.

To Send a Workitem Copy:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

274 Chapter 19: Workflow



Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2.

3.

7.

Select the workitem to copy.

Click the Simple Offline Routing button on the toolbar.
The Simple Offline Routing page opens.

Select Copy in the Route Type area.

Select the users or groups to receive the workitem.
Select the user(s) or group(s) from the Available Recipients list.

Click the > button to add the user(s) or group(s) to the Selected
Recipients list. You can also click the >> button to add all users or
groups to the Selected Recipients list.

Click the Filter button to display the Users/Groups Selection page
from which you can choose additional users or groups. Users or
groups you choose on the Users/Groups Selection page automatically
appear in the Selected Recipients list on the Simple Offline Routing

page.

(Optional) Type a comment in the Comment text box.

A comment can provide instructions or notes for the next person to
process the workitem you are routing, or it can be used to make notes
to yourself about the workitem while you are working on it.

Click the OK button.

Sending an FYIl Workitem

You can send any workitem from either the In Box or the Pending
worklist as an FY'1 copy to any user in the workflow. The FY1 workitem
serves as an informational tool only and does not impact your ability to
release workitems.

To Route a Workitem as an FYI Copy:

1.

From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.
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Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2.

3.

Returning a Copy

Select the workitem to send as an FYI copy.

Click the Simple Offline Routing button on the toolbar.
The Simple Offline Routing page opens.

Select FYl in the Route Type area.

Select the users or groups to receive the workitem.
Select the user(s) or group(s) from the Available Recipients list.

Click the > button to add the user(s) or group(s) to the Selected
Recipients list. You can also click the >> button to add all users or
groups to the Selected Recipients list.

Click the Filter button to display the Users/Groups Selection page
from which you can choose additional users or groups. Users or
groups you choose on the Users/Groups Selection page automatically
appear in the Selected Recipients list on the Simple Offline Routing

page.

(Optional) Type a comment in the Comment text box.

A comment can provide instructions or notes for the next person to
process the workitem you are routing, or it can be used to make notes
to yourself about the workitem while you are working on it.

Click the OK button.

You must return a workitem copy to the original owner or originator
before the owner can forward the workitem on to the next task in the
workflow. Note that FY| workitems do not need to be returned to the
owner.

To Return a Copy to the Owner:

1.

From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.
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Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem copy that you want to return to the
originator.

3. Click the Return to Originator button on the toolbar.

4. You may see a Confirmation page appear asking if you are
sure you want to return the copy to the originator. Click
Yes if you want to return the copy to the originator.

The Return Copy Comment page opens.

Note:

You can uncheck the "Continue to show this dialog?" checkbox if you do
not wish to see the Confirmation page in the future.

This figure displays the Return Copy Comment page.

23 Return Work List Item To Originator, - Microsoft Internet Explorer

Return Work List Item To Originator

Are you sure you want to return this workitem to the originator?

Cancel
Comment;

Returr to you. Thanks |

Comment will be truncated to 255 characters,

&] Done & Local intranet

This table describes the screen elements in the Return Copy Comment
page.

Element Description

Return Copy Comment Allows you to enter a comment or instructions
about the workitem. Comments are limited to
255 characters.
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Element Description

OK Returns the workitem to the originator and
closes the page.

Cancel Cancels the release and closes the page.

Recalling Outstanding Copies

You can recall all copies of a workitem that you have routed to other users
or groups. Suppose you have distributed copies of a job candidate’s
resume to six managers. The candidate informs you that she is no longer
interested in the position. You could recall all the routed resumes to
prevent the managers from spending time reviewing them.

Once you have recalled all copies of workitem, that item is no longer
listed in the recipients’ In Box. They are, however, still listed in your In
Box. The system does not automatically remove returned copies from your
worklist, you must delete them. Once you delete all returned copy
notifications from your In Box, the workitem is automatically removed
from your Copy worklist.

To Recall Copied Workitems:

1. From the eOPF main menu buttons, select the WorkFlow
button.
A list of the workitems is displayed in the Work List Inbox page.

Note:

The eOPF WorkFlow button is only available to users that have been
identified as workflow users. This is done by the eOPF administrator in
the User Manager tab of the eOPF User Admin.

2. Select the workitem for which you want the copies
recalled.

3. Click the Recall Outstanding Copies button on the toolbar.
A Confirmation page asks if you want to recall the copies.

4. Click the Yes button on the Confirmation page.
The copies are recalled. A message at the top of the worklist confirms
the recall.
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Chapter 20: Working with Reports

The eOPF system allows eOPF administrators to view, print and export
various standardized reports. These reports detail information about
various system activities. As there are several report types, the type of
report displayed depends on the parameters selected during the generating
process.

There are three report groups defined in the standard eOPF solution. The
three groups are: Document Access, System Access and System Integrity.
Document Access provides reports listing the types of actions taken on
eOPF documents, by who, and when. System Access reports detail system
access. System Integrity reports are used to confirm that the eOPF
repository is undamaged in case of some event such as hardware failure,
virus, or intrusion. Additional reports can be added following the steps
found in the eOPF Reports Design and Creation Manual.

Viewing and Printing Logs and Reports

eOPF provides formatted reports of logs such as users logging into the
system, failed logon attempts, documents viewed, documents modified,
indexes, etc. The information displayed in the report depends on the
criteria entered by the user. You are required to enter some search criteria
to limit the results returned to a manageable report size.

To View and Print Reports:

1. From the eOPF main menu buttons, click the ks

Reports button.
The Reports page appears.
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The following figure displays the Reports page.

a e0PF - Reports - Microsoft Internet Explorer

My eOPF
Search eOPF
Workflow
Change Email
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Change Pwd
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System Admin
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Batch Print
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[ ] [
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Help | FAQ

2. Select the Report Category from the Reports categories
drop-down list; then select the desired Report and input
the Report filters.

3. Click the w View Report button.

The report appears.

The following figure displays a sample report.
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&

Print button.

The Print Report page appears.
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The following figure displays the Print Report page.

2 Print the Report - Microsoft Internet Explorer |Z E'E'

Page Range: 'O Al
® Pages:
Fram: |'| | Ta: |1
To Print:

1. Inthe nexd dialog that appears, select the "Open this file" option and click
the QK hutton.

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

Ok Cancel

5. Select All or a group of pages to print and click the

ok OK button.

The report appears in a PDF.
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The following figure displays a sample report in PDF.
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6. Click the = Print button.
The Print settings pop-up box appears.
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The following figure displays the P

rint box.
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7. Select the desired print parameters; then click the

OK button.

Exporting Logs and Reports

The eOPF system allows eOPF adminis
Reports.

To Export Logs and Reports:

1. From the eOPF main menu bu
Reports button.
The Reports page appears.

trators to export the Logs and

ttons, click them
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The following figure displays the Reports page.

a e0PF - Reports - Microsoft Internet Explorer @ |ZHE|E|
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2. Select the Report Category from the Reports categories
drop-down list; then select the desired Report and enter
the Report filters.

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

The following figure displays a sample report.
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4. Click the Export button displayed on the report.
The Export Report page appears.

The following figure displays the Export Report page.

3 Export the Report - Microsoft Internet Explorer |Z]|E][z|

File Format: i Crystal Reports (RPT) W |
Page Range: @' All
Pages:
From: | I Ta :
(8124 || cancel

5. Select the export format, and then click the
button.
The report appears in the selected format.
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The following figure displays a sample report in the selected format.
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6. Select the file save icon.
The Save As pop-up box appears.
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The following figure displays the Save As box.

Save a Copy...

Save in: |&} Repaorts j = |‘=_°F v

6

My Recent
Documents

-

Desktop

MyMNetwark  Object name: [ECFF pdi k! S ave |
Flaces
Saveastype: | Adobe POF Files [ pof] | Cancel

7. Type the desired document Name, and then click the
h Save button.

Chapter 20: Working with Reports 287



Chapter 21: eOPF Transfer Administration

This chapter discusses the eOPF Transfer Administration
functionality. The Transfer capability provided by eOPF allows an
HR Specialist, with Transfer Capability to electronically transmit an
employee’s OPF to another eOPF participating agency. Both the
losing and gaining agencies must be members of the eOPF
application. This module is only accessible to you if you are a member
of an eOPF user group that has "Transfer' privileges.

From within the Transfer module you can:

Initiate a request for an electronic OPF from another agency;
Respond to a request for an electronic OPF from another agency;
Check the transfer history of either a requested or sent electronic
OPF;

Confirm receipt of an electronic OPF; and

Recall a request if something prevents the transfer from occurring.

Prior to a transfer, the gaining agency must have created a folder for
the employee they are about to gain. The folder creation ocurs when
the new employee is included in the gaining agency's employee feed
into eOPF. Once the folder exists, the HR Specialist at the gaining
agency may request the folder from the losing agency. The losing
agency can not electronically transfer a folder until receiving a
request from the gaining agency.

When transferring an OPF, the application pre-selects required
documents for transfer and allows the losing agency HR Specialist to
add additional documents deemed necessary to complete the transfer.
If a document is forgotten or an additional document arrives at the
losing agency after transfer, the losing agency HR Specialist can
transfer additional documents to the gaining agency. The losing
agency should ensure that the OPF being transferred contains an up-
to-date SF 75 document. This document is automatically placed into
workflow at the gaining agency by the eOPF transfer process. This
document is routed to an HR Specialist and acts as an indicator that
the losing agency has transferred the OPF.

Documents that are transferred from the losing agency are placed in
the 'Deleted’ folder side at the losing agency. Once the transfer is
confirmed by the gaining agency, the losing agency employee folder
becomes inaccessible by the employee, who should now be viewing
their folder using the gaining agency repository.
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Requesting an electronic OPF (Gaining Agency)

eOPF provides an interface to request an OPF from another agency that
uses e€OPF. The Request Transfer tab is found in the eOPF transfer

Transfer

module available when selecting the & Transfer button on the

eOPF main button menu.

To request an OPF from another Agency:

1. From the eOPF main menu buttons, click the
Transfer button.
The Requested Transfers list appears which is the first tab on the
Transfer Administration page. This lists transfer requests made by
other agencies to your agency.
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The following figure displays the Transfer Administration page with
the Requested Transfers tab active.

3 Transfer - Microsoft Internet Explorer |ZHE| i

Reprocess || History-| History-
Transfer Sent |Reguested

Confirm
Transfer

New
Transfer

Reguested
Transfers

Reguest

e Transfer - Requested Transfers :
iy e

SearcheOPF, Transfer SSN Gaining Agency Status Deny
Workflow £ 11-11-1111 uscG REQUESTED
Change Email 1
Emergen-u::r Data
Change Pwd
[ App Admin
[ User Admin
: System Admin
Create 5F 75
Print Fmer
Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

‘Tg Local intranet

ﬂ Done

2. Select the New Transfer tab from the available Transfer
Tabs.

The Request a Transfer page is displayed.
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Reguested New Confirm|| Reprocess /| History-| History- Tr':?lcs?tlelr
Transfers |Transfer [Transfer || Transfer Sent |Reguested Request
i Transfer - Request a Transfer :
Search eOPF
Workflow Selectan Agency: | United States Coast Guard v|
Change Email Employee 55N # | | W
Emergenvn:)r Data Name:
.(hanquwd mﬁﬁ i .
: App Admin
: User Admin
: System Admin
Create 5F 75
Print Folder |
Batch Print :
Reports
Pwd Admin
Transfer
Preferences
Logout
Al e T

3. Select the desired Agency currently holding the
employee’s OPF from the Agency drop-down list and input
the SSN of the employee OPF you wish to transfer into
your agency eOPF repository.

Only agencies participating in electronic eOPF will be listed.

4. Click the W Search button.

You must verify that you have a folder for the SSN you entered. This
is required so that the OPF transferred by the losing agency to you has
a folder to place the documents.
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a Transfer Request - Microsoft Internet Explorer |Z||E| ‘

Requested New Confirm|| Reprocess /| History-| History- 1“”:*."
Transfers (Transfer |Transfer| Transfer Sent |Reguested LS
Request
= Transfer - Request a Transfer :
fy el
Search e0PF
Workflow Select an Agency: |Un|ted States Coast Guard V|
Change Email Employee SSH# (999-88-7777 _

Emergency Data Name: JOE, BASIC
Change Pwd ﬁiﬂﬂ il Eﬁn I

: App Admin

: User Admin

: System Admin
Create SF 75
Print Folder
Batch Print

Reports
Pwd Admin
Transfer
Preferences

Logout

ﬂ Done ‘_g Local intranet

Note:

You must enter a valid SSN and click on the W Search button
to verify that your eOPF repository has a folder in place and ready to
receive documents from the losing agency.

5. Click the Submit button.

If you enter an invalid SSN or forget to search and verify the name
associate with the entered SSN, you will receive a warning message.
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The following confirmation message is displayed.

a Confirmation - Microsoft Internet Explorer |'._||'E|E‘
-~

_ - Recall

Requested New Confirm | Reprocess /| History-| History- Transfer

Transfers ||Transfer [Transfer | Transfer Sent |Requested Request

Action has been initiated on Transfer Service.

o

Search eOPF
Workflow

Change Email

Emergency Data

Change Pwd
App Admin
User Admin
System Admin
Create SF 75
Print Fmr.-r
Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

€

i& Local intranet

6. Click the LSS oK button.

The request has been sent to the losing agency. You may open the
History Requested tab to see that your request has been captured.
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The following figure displays the Transfer History — Requested page.

A Transfer History - Microsoft Internet Explorer

Requested New  Confirm Reprocess/ History- History- Recall

Transfers Transfer Transfer Transfer Sent  Requested Transfer
Request

e Transfer History - Requested :
ny €l

History of OPFs that have been requested FROM ather
Search e0PF Agencies:
Workflaw ssit: [123-12-1234
) CharacEmll Select a Losing Agency: | Department Health Human Resources ¥
Emergency Data Activity OniAfter | y
Change Pud IRERITERD::

| Create SF 75

Print Folder
Batch Print - e =
- SSN Status Losing Agency Activity Date Activity Status
Reports 123-12-1234 CONFIRMED DHHS COMFIRMATION SEMT B/2002005 21450 P SUCCESSFLL
= 123121234 CONFIRMED DHHE DOCUMENTS RECEIVED  B/2042005 210, SESSFUL
Pwd Admin 123-12-1234 CONFIRMED DHHS REGLIEST SENT 62002005 204:43 P SUCCESSFLIL
Transfer 123-12-1234 RECALLED DHHS RECALL SENT B/2002005 20300 P SUICCESSFLL
123-12-1234 RECALLED DHHS REQUEST SENT B/2002005 1:57:54 P SUCCESSFLL
Preferences 1
Logout
s
&] Done %J Local intranet

Processing a Transfer Request

eOPF provides an interface to process a transfer request from another
agency that uses eOPF. The Requested Transfer tab is found in the eOPF

Transfer Administration available when selecting the
Transfer button on the eOPF main button menu.

A SF 75 form should exist in the OPF you will be transferring. It will be
inserted into workflow at the gaining agency. You can transfer with out
the SF 75, however the gaining agency will not be aware of the transfer
unless they are actively monitoring their Transfer Request history.

To process arequest for an OPF from another Agency:

1. From the eOPF main menu buttons, click the
Transfer button.
The Requested Transfers list appears which is the first tab on the
Transfer Administration page. This lists transfer requests made by
other agencies to your agency.
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The following figure displays the Transfer Administration page with
the Request Transfers tab active. A single employee OPF has been
requested from your agency by a gaining agency (ex. USCG).

=]

3 Transfer - Microsoft Internet Explorer

. Recall
History-
Requested ;;I:fefse:

Requested Hew Confirm| Reprocess || History-
Transfers |[Transfer |Transfer| Transfer Sent

Transfer - Requested Transfers :

My e0OPF
kbl [ransfer  SSN Gaining Agency Status L0y
Workflow 11111111 usce FELUETED
Change Email 1
Emergency Data
‘fhange Pwd
: App Admin

| UserAdmin
. System Admin
Create 5F 75
Print Folder
Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

‘_-}2 Local intranet

@ Done

2. The list may be empty or provide one or more OPF
requests. You may select either the transfer or deny icon

for an individual listed SSN.

Note:
Verify that the OPF you are about to transfer has a completed SF 75.

3. Click the i Transfer Icon to initiate a transfer to the
requesting (Gaining) agency.

You are presented with the contents of the requested OPF.
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Note:

Selecting the & Deny icon will reject the request and send it back to the
requesting agency.

| Transfer Docs - Microsoft Internet Explorer

Requested New Confirm | Reprocess / || History- History- Trlr;-lc:i':r
Transfers | Transfer || Transfer Transfer Sent Reguested Request
Transfer - Transfer eOPF :
My e0PF
Search ePF To Transfer documentis), click on the checkbox to select/deselect and then click on the Submit button.
Workflow
Change Email Reason:| V”
Emcrgencs ucs P
View Create .
ENEYEER] Doc Name Date Eff Date Form Action Type  Folder B
L EMPLOYEE'S WRITTEN AGREEMENT TO ACCEPT
User Admin (F LASTHR 3092004  22M1973  VOLUNTARILY THE CONDITIONS ATTENDANT TO A CHANGE APPOINTMENT S
: SPECIALIST 9:43:08PM  12:00:00 AWM FROM CAREER TO NONCAREER OR LIMITED SES SUPPORT porary
System Admin APPOINTMENT
LASTHR, 6/16/2004 B/20/2004
&l .
Create S5F 75 [ SPECIALIST  10:20:31 AM 12:00:00 AM NOTIFICATION OF PERSONNEL ACTION EXCEFTION Temporary
Print Folder LASTHR, 8/28/2004 THI2004 APPQOINTMENT
— SPECIALIST &52-39PM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SUPPORT Performance
atc rint
LASTHR, 6/Z8/2004 TI3/2004 APPQINTHMENT
&l " ! ! !
Reports [ SPECIALIST 9:24:47PM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SURPORT Performance
LASTHR, 8/28/2004 w2004 APPQOINTMENT
B 91 .
Pwd Admin SPECIALIST 9:3355PM  12:00:00 AW NCUUEST FOR PRELIMINARY EMPLOYMENT DATA SUPPORT TELITEY
LASTHR, 6/28/2004 S/5/2004 APPQINTMENT
&l " ! ! !
Teansfer [ SPECIALIST 9:26:08PM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SURPORT Performance
Preferences LASTHR, 8/30/2004 SB/2004 APPOINTMENT
: SPECIALIST 92132 AM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYWMENT DATA SURFORT Temporary
DIonY LASTHR, B30/2004  WT/2004 APPOINTMENT
&l " ! ! ! .
SPECIALIET 02497 AN 12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SURPORT Temporary
LASTHR, 8/30/2004 w2004 APPOINTMENT
91 .
SPECIALIST  11:25:14 AM 12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYWMENT DATA SURPORT Temporary
LASTHR, 6/30/2004 SM0/2004 APPQOINTHMENT
@ SPECIALIET  11:30:1% AM 12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SURPORT Temporary
LASTHR, 8/30/2004 SM10/2004 APPOINTMENT
91 .
SPECIALIST  12:01:20 PM 12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYWMENT DATA SURPORT Temporary
(B LASTHR, 6/2012004  SMOI2004  peyieeT FOR PRFI IMINARY FMPI OYMENT NATA CIRFEALLEAT Temnaran s
< | >
él Done ‘g Local intranet

4. Check any documents not pre-selected that must be
transferred.
Required documents are pre-selected. You can not override pre-
selected documents. You may add additional documents that are not
pre-selected to be included in the transfer package by clicking on the
check boxes provided.
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Transfer Docs - Microsoft Internet Explorer

Requested New Confirm | Reprocess /| | History- History- T Rec;ll
Transfers | Transfer | Transfer Transfer Sent Requested R:'LE::
Transfer - Transfer eOPF :
Search e0PF To Transfer documentis), click on the checkbox to select/deselect and then click on the Submit button.
Workflow
Change Email Reasor11| V”
Emcrgencs s P
View Create .
ENEYEER] Name Eff Date Form Action T Folder =
Doc Date ype
LT EMPLOYEE'S WRITTEN AGREEMENT TO ACCEPT
T (Z) LASTHR /02004 22973 VOLUNTARLY THE CONDITIONS ATTENDANT TO A CHANGE APPOINTMENT S
: SPECIALIST 9:43:08PM  12:00:00 AM FROM CAREER TO NONCAREER OR LIMITED SES SUPPORT porary
System Admin APPOINTMENT
LASTHR, 6162004 6/20/2004
Create SF 5 @ SPECIALIET  10:20:31 AM 12:00:00 AM NOTIFICATION OF PERSONNEL ACTION EXCEFTION Temporary
Print Folder LASTHR, /282004  TM/2004 APPOINTMENT
—r SPECIALIST S5239FM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYWMENT DATA SURPORT Performance
atch Print
LASTHR, 6/20/2004 Ti32004 APPQINTMENT
& g ! ! !
Reports t SPECIALIST 92447 PM  12:00°00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SURPORT Performance
LASTHR, /2812004 W42004 APPQINTHMENT
B &l .
Pwd Admin SPECIALIST 9:2355FM  12:00:00 AW oOUEST FOR PRELIMINARY EPLOYMENT DATA SUPPORT Temporary
LASTHR, 6/20/2004 W52004 APPQINTMENT
& . g M M
Transfer SPECIALET amaBPM  13:00:00 Ay REQUEST FORPRELIMNARY EMPLOYMENT DATA UPRORT Performance
Preferences LASTHR, /30/2004 62004 APPOINTMENT
& .
: SPECIST 99133 AN 1300:00 Al REQUEST FORPRELINIARY EMPLOYNENT DATA UPRORT Temporary
ogout LASTHR, 6/30/2004 S/7/2004 APPQINTMENT
€] G ! g 2 -
SPECIALIST 92422 AM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SUPPORT Temporary
LASTHR, /30/2004 WTIZ004 APPQINTHMENT
& .
SPECIIST 119614 AM 120000 Al REQUEST FORPRELINILARY EMPLOYNENT DATA UPRORT Temporary
LASTHR, 8/30/2004 SM10/2004 APPQINTMENT
€] ' g g g
SPECIALIST  11:30:13 AM 12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SUPPORT Temporary
LASTHR, 6/30/2004 B10/2004 APPQINTHMENT
& .
SPLCIAST 30120 P 20000 Ay REQUEST FORPRELIMNARY EMPLOYMENT DATA UPRORT Temporary
ra LT HEla HEL RFOLIFST FOR PRFIIMINARY FMPI (7Y MFNT NATA ARG IIIENT Temnnrans %
< | >
@ Done ‘_g Local intranet

Note:

The documents that are pre-selected are identified by the Transfer attribute
placed on the document using the eOPF Administration Tools - Forms
Administration page.

5. Click the Submit button.

The eOPF Transfer Service will package the selected documents and
send to the requesting agency. This process will take a couple of
minutes depending on the number and size of the documents.
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The following confirmation message is displayed.

-2 Confirmation - Microsoft Internet Explorer E||E|E|
e

Recall
Transfer
Request

Requested MNew Confirm Reprocess ;/ History- History-
Transfers Transfer Transfer Transfer Sent Requested

Action has been initiated on Transfer Service.
Search eOPF

v R

Change Email
[ Emerge;:r Data
; Change Pwd
Admin Tools
Create 5F 75
Print Folder
Batch Print
He;mrt
Pwd Admin
Transfer

Preferences

Logout

"':J Local intranet

ISE[ Dong

6. Click the LSS oK button.

The Transfer has been initiated and the selected OPF document(s) are
being transferred to the gaining (requesting) agency. You may open
the History Sent tab to see that your sending action has been captured.
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The following figure displays the Transfer History — Sent page.

2 Transfer History - Microsoft Internet Explorer

Requested MNew  Confirm Reprocess/ History- History- Recall

Transfers Transfer Transfer Transfer Sent Requested Transfer
Request

Transfer History - Sent :

My e0PF
History of OPFs that have been requested BY other Agencies:
Search eOPF ! =
T S5H:
Workflow - ! 5
Select a Gaining Agency: | United States Coast Guard |
Activity On/After |
Emergency Data (MMDDYYYY): |
[ Change Pwd — e
= | SURH IM -”:Id
Admin Tools
: Create 5F 75
Print Folder
Batch Print SSN Status Gaining Agency Activity Date Activity Status
A11-41-1111 RECALLED USCG RECALL RECEIVED B 4/2005 25546 AM  SUCCESSFLIL
Reports 111-41-1111 RECALLED USCG REGUEST RECEMED B 4/2003 25543 AM  SUCCESSFLL
Pwd Admin T 123-12-1234 DELIWERED USCG DOCUMENTS SEMT Bf2002005 210:52PM  SUCCESSFLIL
123-12-1234 DELWERED USCG REGUEST RECEMED  B/2002005 204:49PM  SUCCESSFLL
Transfer 123-12-1234 RECALLED USCG RECALL RECEIVED Bf20/2005 20300 PM  SUCCESSFLIL
123-12-1234 RECALLED USCG REGUEST RECEMED  B/20020051:57:54 PM  SUCCESSFLL

Preferences 1

Logout

\'3 Local intranet

Note:

The Transfer History — Sent page shows the action taken by SSN. The
activity column lists action taken by the SSN.

Confirming an OPF Transfer Receipt

eOPF provides an interface to confirm receipt of an OPF from a losing
agency. If the OPF contained a SF 75 document, it is placed into
workflow as a reminder to the gaining agency that they have received a
requested OPF. If no SF 75 existed in the transferred OPF then only the
Transfer Request History would indicate that the documents have been
sent.

The eOPF Transfer service place all document into the recipient’s folder.
All documents transferred from the losing agency are placed in the folder
side defined as the default folder side at the gaining agency. If any
document contains an agency specific Nature of Action Code (NOA) not
recognized by the gaining agency then the document is filed as an
exception. The gaining agency HR Specialist can decide how to resolve
any exceptions created as the result of the transfer.

The eOPF Transfer Administration module is available when selecting the

IR CB Transfer button on the eOPF main button menu.
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To confirm an OPF Transfer Receipt:

1. From the eOPF main menu buttons, click the

Transfer button.

The Requested Transfers list appears which is the first tab on the
Transfer Administration page. This lists transfer requests made by
other agencies to your agency.

The following figure displays the Transfer Administration page with
the Requested Transfers tab active.

3 Transfer - Microsoft Internet Explorer

Requested New Confirm Reprocess / History- History- Recall

Transfers Transfer Transfer Transfer Sent  Regquested Transfer
Request

Requested Transfers :

. Search eOPF ! Transfer SSN Gaining Agency Status Deny
Workflow 1
-.. Change Email
1 Emergency Data
[ =Ehange Pwd
[ ;!min Tools
: Create SF 75

| Pprint Folder

Batch Print

| Reports
| pwdhdmin
Transfer
Preferences

Logout

%J Lacal inkranet

2. Select the Confirm Transfer tab on the Transfer
Administration page.
A list of received requested transfers is provided. This list includes
the SSN, the losing agency and the status of the request. Status will
indicate ‘DELIVERED’.
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2l Transfer, Confirm, - Microsoft Internet Explorer

Requested MNew  Confirm Reprocess / History- History- Tll'la?'::saf::r
Transfers Transfer Transfer Transfer Sent  Requested Request
Confirm a Transfer :
Sear:'h e0PF SSN Losing Agency Sratus
Workflow 5 1231241234 DHHE LELIVERED
'LI__ Change Email 1
| Emer;enr Data
zLhange Pwd
ﬂ;m in Tools
Create 5F 75
Print Taldr;r
Batch Pr-]m
R‘e;h)rts
Pwd Admin
Teansfer
Preferences
Logout
B
@ Done, but with errars on page. "j Local intranet

Note:

You can check History — Requested to see if documents have been sent for
the OPF you requested.

3. Click the & Confirm Transfer Icon to initiate a transfer
confirmed message to the sending (Losing) agency.

As the gaining agency, your activities are now complete and
you should review the contents of the folder you just
received.

Note:

Once you confirm the transfer has taken place the employee folder is no
longer available to the employee at the losing agency.

Note:

The Losing agency may send additional documents after the initial transfer
if a document is forgotten or arrives late at the losing agency repository.
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Recalling an OPF Transfer Request

eOPF provides an interface to recall an OPF transfer request. In the event
you make a request for an OPF from another agency that must now be
recalled, you can use the Recall Transfer Request tab in the eOPF Transfer

Administration module.
eOPF Transfer Administration module is available when selecting the
Transfer button on the eOPF main button menu.

To recall an OPF Transfer Request:

1. From the eOPF main menu buttons, click the
Transfer button.
The Requested Transfers list appears which is the first tab on the
Transfer Administration page. This lists transfer requests made by
other agencies to your agency.
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The following figure displays the Transfer Administration page with
the Requested Transfers tab active.

<R Transfer - Microsoft Internet Explorer EHE”E|

Requested New Confirm Reprocess / History- History- Recall

Transfers Transfer Transfer Transfer Sent  Regquested Transfer
Request

Requested Transfers :
My eOPF

Sear-:lj <OPF e SSN Gaining Agency Status Deny
Workflow A

: Change Email

Emergency Data

Change Pwd
ﬂ:imin Tools
: Create SF 75
: Print Folder
: Batch Print
| Remrs =
| pwd Admin
Transfer
Preferences

Logout

‘-'J Local inkranet

2. Select the Recall Transfer Requested tab on the Transfer
Administration page.
A list of your agency’s outstanding requested transfers is provided.
This list includes the SSN, sending agency and status.
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23 Recall Transfer - Microsoft Internet Explorer

Requested New Confirm Reprocess / History- History- Recall

Transfers Transfer Transfer Transfer Sent Requested Transfer
Request

| Recall a Transfer :
My e0PF

Search e0PF

: Recall SSHN Losing Agency Status
Workflow ) 123121254 DHHS REGUESTED
1 Change Email 1

[ Emergency Data

[ ‘Ehanqe Pwd
.;;min Tools

| Erea‘le SF75
Print F(; Id-r:r

Batch Print

Reports

Pwd Admin
Transfer
Preferences

Logout

‘.3 Local intranet

Note:

You can check History — Requested to see if documents have already been
sent for the OPF you requested.

3. Click the . Recall Transfer Icon to initiate a recall
message to the sending (Losing) agency. The request is
removed and the OPF remains at its current location.

Note:

If the transfer has already occurred you should notify the losing agency to
reactivate the folder at there location and you should purge the contents at
your location. Careful coordination is required. If the losing agency has
already purged the folder then you will need to transfer back to that
agency.

Reviewing Transfer History - Requested

There are two types of history maintained by eOPF regarding transfer.
You have history for Requested Transfers and history for Sent Transfers.
A requested transfer is the result of you making a request for an OPF to
another agency. To access Transfer History — Requested you must access
the eOPF Transfer Administration module. The eOPF Transfer
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Administration module is available when selecting the
Transfer button on the eOPF main button menu.

To review Transfer History - Requested:

1. From the eOPF main menu buttons, click the

Transfer button.

The Requested Transfers list appears which is the first tab on the
Transfer Administration page. This lists transfer requests made by
other agencies to your agency.

The following figure displays the Transfer Administration page with
the Requested Transfers tab active.

2 Transfer - Microsoft Internet Explorer

Reguested MNew  Confirm Reprocess/ History- History- Recall

Transfers Transfer Transfer Transfer Sent Requested Transfer
Reguest

Requested Transfers :

smEh il Transfer SSN Gaining Agency Status Deny

Workflow E 123-12-1234 usce REQUESTED
N Change Email 1
f Emergenr Data
=(hanqe Pwd
.l_pp Ar‘imi“
User Admin

Create 5F 75

Print Folder

Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

& Local intranet

2. Select the History Requested tab on the Transfer
Administration page.
A web page is displayed allowing you to search for Transfer History -
Requested.
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<A Transfer History - Microsoft Internet Explorer

Requested MNew  Confirm Reprocess | History- History- e
Transfers Transfer Transfer Transfer Sent Requested Tameicy

Transfer History - Requested :

History of OPFs that have been requested FROM other

Search e0PF Agencies:
'u'.fnrl.(fk-w ss: | [
I (ha”“_Em” Select a Losing Agency: i United States Coast Guard w
Emergency Data Actrity Oniafter |
Change Pwd (MMDDYYYY)R L |
App Admin
L (SR TR W VIEW REPORT

Create 5F 75
Print Folder =
Batch Pr int
Reports
Pwd Admin
Transfer

Preferences

Logout

1%

‘*J Local intranet

Note:
The Losing Agency list is limit to those agencies participating in eOPF.

3. Enter your search criteria and select the |kl

Submit button.

A web page is displayed showing the results of your search. The
activity column indicates what actions have occurred for your request.
Actions include: Request Sent, Recall Sent, Documents Received,
and Confirmation Sent. Results are sorted by SSN and date.
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3 Transfer History - Microsoft Internet Explorer E”EE|

A
Requested MNew  Confirm Reprocess [ History- History- TREC}II
Transfers Transfer Transfer Transfer Sent Reguested Fsexr
Request
Transfer History - Requested :
History of OPFs that have been requested FROM other
Search eOPF Agencies:
Workflow SSH: I_ |
L (hﬂanEma\I Select a Losing Agency: !AH »
Emergency Data Activity OniAfter |7|
Change Pud (mmioDryYYY)R |
App Admin
barhini SV e e ReFoRT |
Create 5F 75 z o P
- SSN Status Losing Agency Activity Date Activity Status
Print Folder 123-12-1234 CONFIRMED DHHS CONFIRMATION SENT 7/19/2005 5:22.56 P SUCCESSFUL
Batch Print 123-12-1234 REQUESTED DHHS REQUEST SENT TI8(200511:21:05 AM  SUCCESSFUL
123-12-1234 CONFIRMED DHHS DOCUMENTS RECENED  7/8/2005 11:14:38 AM  SUCCESSFUL T
Reports 123-12-1234 CONFIRMED DHHS REQUEST SENT Ti8r2005 11:11:31 AM  SUCCESSFUL
Pued Admin 123-12-1234 DENED DHHS DENY RECEWED TIBI2005 110822 AM  SUCCESSFUL
123-12-1234 DENED DHHS REQUEST SENT TIB/200511:07:30 AM  SUCCESSFUL
Transfer 1
Preferences
Logout
v
‘-J Local intranet

Note:

You may use this capability to see where you are in the transfer process
for a specific OPF.

4. (Optional) Select the View Report button.
The data is converted to a Crystal Report layout that can be printed or
exported. An example can be seen in the following graphic.
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3 Transfer History - Microsoft Internet Explorer

Requested MNew  Confirm Reprocess | History- History- _Recall

Transfers Transfer Transfer Transfer  Sent Requested 1ransfer
Request

o Transfer History - Requested :

History of OPFs that have been requested FROM other
Search <OPF ([N,

Workflow ss| ]
N Change Email S v
Select a Losing Agency: | All 5
Emergency Data Activity On/After [
Change Pwd (MMIDDIYYYY): L
| App Mimin
e R =SS [ S|
Create 5F 75
Print Fold o [ T I
rint Folder P ST M 4 b [ /1 [Wain Report ¥ [ | # [100% v] Imswlss(xﬁlrr?
Batdh Print B :
Pwd Admin

TRANSFER - REQUESTED

Transfer

Preferences *Note: This report is designed to show history of all transfer requested from other agencies.

Logout

TRANSFER - REQUESTED

Page 10f 1
SSN Status kg;’r"lgy Rrey Date Activity Status
123-12-1234 CONFIRMED — DHHS CONFIRMATION SENT  7H9/2005 52286PM  SUCCESSFUL
123-12-1234 REQUESTED  DHHS REQUEST SENT 7I8i2005 11:21:05AM SUCCESSFUL
123121234 CONFIRMED  DHHS DOCUMENTS RECEVED  7/8/2005 11:14:38AM SUCCESSFUL
123121234 CONFIRMED  DHHS REQUEST SENT 7I8i2005 11:11:31AM SUCCESSFUL
123121234 DENIED DHHS DENY RECEIVED 71812005 1108 224M SUCCESSFUL
123-12-1234  DENIED DHHS REQUEST SENT 71812005 1107 30AM SUCCESSFUL

"

< >
I@‘] Done W L ocalintranet

Reviewing Transfer History - Sent

There are two types of history maintained by eOPF regarding transfer.
You have history for Requested Transfers and history for Sent Transfers.
A sent transfer is the result of you responding to a request for an OPF
from another agency. To access Transfer History — Sent you must access
the eOPF Transfer Administration module. The eOPF Transfer

Administration module is available when selecting the
Transfer button on the eOPF main button menu.

To review Transfer History - Sent:

1. From the eOPF main menu buttons, click the
Transfer button.
The Requested Transfers list appears which is the first tab on the
Transfer Administration page. This lists transfer requests made by
other agencies to your agency.

308 Chapter 21: eOPF Transfer Administration



The following figure displays the Transfer Administration page with
the Requested Transfers tab active.

A Transfer - Microsoft Internet Explorer E”EE|
o
Requested MNew  Confirm Reprocess / History- History- Tiﬁ!r
Transfers Transfer Transfer Transfer Sent Requested Request
Requested Transfers :
Search <OPF [ SO Y Gaining Agency Status ooy
Workflow i 123121234 usce LA
| Change Email g
[ Emerge;:y Data
Change Pwd
: App Admin
User Admin
Create 5F 75
Print Folder
Batch Prit |
Reports
Pwd Admin
Transfer
Preferences
Logout
b
‘:J Local intranet

2. Select the History Sent tab on the Transfer Administration
page.
A web page is displayed allowing you to search for Transfer History -
Sent.
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2l Transfer History - Microsoft Internet Explorer

Requested Mew  Confirm Reprocess | History- History- Recall

Transfers Transfer Transfer Transfer Sent Requested Transler
Request

2 Transfer History - Sent :
My e0PF

History of OPFs that have been requested BY other Agencies:
Search eOPF Pt o
= S5M: | |
Workflow e =
- i hd
N Gonge et Select a Gaining Agency: | United States Coast Guard
0 = Activity OnlAfter |
Emergency Data (MMIDDAYYYY): | |

Change Pwd
[ App Admin

[T ERTTN2 LT [ T EIOP|

[ User Admin

Create SF 75

Print Folder

Batch Print
Reports
Pwd Admin
Transfer
Preferences

Logout

\'-j Local intranet

Note:
The Gaining Agency list is limit to those agencies participating in eOPF.

3. Enter your search criteria and select the s

Submit button.

A web page is displayed showing the results of your search. The
activity column indicates what actions have occurred for your request.
Actions include: Request Received, Recall Received, Documents
Sent, and Confirmation Received. Results are sorted by SSN and
date. The Activity Status indicates if the action was successful.
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& Transfer History - Microsoft Internet Explorer

Requested Mew  Confirm Reprocess | History- History- TRec;II
Transfers Transfer Transfer Transfer Sent Reguested et
Reguest
e Transfer History - Sent :
fy e
History of OPFs that have been requested BY other Agencies:
Search eOPF - —
SSM:| 123121234
Workflow Resalat S
Change Emall Select a Gaining Agency: | United States Coast Guard hd
| = Activity OniAfter
Emergency Data (MMIDDIYYYY): | |
Change Pwd
App Admin
TR PR Y ViEW Repor
User Admin
Create SE75 SSN Status Gaining Agency Activity Date Activity Status ==
= 123-12-1234 CONFIRMED USCG CONFIRMATION RECENVED  7/19/2005 5:22:56 PM  SUCCESSFUL
Print Folder 123-12-1234 REQUESTED USCG REQWEST RECENED TIB/2005 11:24:32 AM SUCCESSFUL
Batch Print 123-12-1234 CONFIRMED USCG DOCUMENTS SENT TI8/2005 11:18:05 AM SUCCESSFUL
123-12-1234 CONFIRMED USCG REQWEST RECENED TIB/2005 11:14:58 AM SUCCESSFUL
Reports 123-12-1234 DENED USCG DENY: SENT TIB/2005 11:11:48 AM SUCCESSFUL
Pwd Admin 123-12-1234 DENIED USCG REQWEST RECENED TI8/2005 11:10:55 AM SUCCESSFUL
1
Transfer
Preferences
Logout
b
'Q Local intranet

Note:

You may use this capability to see where you are in the transfer process
for a specific OPF.

4. (Optional) Select the View Report button.
The data is converted to a Crystal Report layout that can be printed or
exported. An example can be seen in the following graphic.
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A Transfer History - Microsoft Internet Explorer E”@@
-~

Requested Hew Confirm Reprocess /| History- History- Recall

Transfers Transfer Transfer Transfer Sent Requested Tinnsier

Request
e Transfer History - Sent :
fy e
History of OPFs that have been requested BY other Agencies:
Search e0PF FPTETIY O
55K: -12- |
Workflow el i S
TNaRyEEmEI Select a Gaining Agency: | United States Coast Guard hd
1 = Activity OniAfter |
Ememen-:sr Data (MM/DDIYYYY): ‘ |
Change Pwd
App Admin
ST J e TEW R oA
User Admin
Create SF 75 -
Print Folder W E TN il | e | Main Report v | | i # |100% | BUSHISS OBECTS
Batch Print
Reports
Pwd Admin TRANSFER - SENT

il *Note: This report is designed to show history of all transfers sent to other agencies.

Preferences

Logout
TRANSFER - SENT Page 1 of L
Gaining o i
SSN Status Anncy Activity Date Activity Status
123-12-1234 CONFIRMED usce CONFIRMATION RECEIVED 7/19/2005 5:22:56PM SUCCESSFUL
123-12-1234 REQUESTED UscG REQUEST RECEIVED  7/8/2005 11.24:32AM SUCCESSFUL
123-12-1234 COMFIRMED USCG DOCUMENTS SENT 71812005 11:18:05AM SUCCESSFUL
123-12-1234 CONFIRMED USCG REQUEST RECEIVED  7/8/2005 11:14:58AM SUCCESSFUL
123-12-1234  DENIED USCG DENY SENT 7/8/2005 11:11:49AM SUCCESSFUL
123-12-1234  DEMNIED USCG REQUEST RECEIVED 71812005 11:10:56AM SUCCESSFUL
™
|
@[ Done ‘-j Local intranet

Reprocessing a Transferred OPF

In the event that a new document is received or missed during transfer of a
OPF, the losing agency may submit additional documents to the gaining
agency. To access Reprocess Transfer action, you must access the eOPF
Transfer Administration module. The eOPF Transfer Administration

Transfer

module is available when selecting the & | Transfer button on

the eOPF main button menu.
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To reprocess a transferred OPF:

1. From the eOPF main menu buttons, click the
Transfer button.
The Requested Transfers list appears which is the first tab on the
Transfer Administration page. This lists transfer requests made by
other agencies to your agency.

The following figure displays the Transfer Administration page with
the Requested Transfers tab active.

2 Transfer - Microsoft Internet Explorer EIIE]EI
.

Recall
ransfer
equest

Requested Mew Confirm Reprocess | History- History- T
Transfers Transfer Transfer Transfer Sent Reguested R

Requested Transfers :

"'H'Eh cOFF Transfer SSN Gaining Agency Status Deny

Workflow B 123-12-1234 uscG REQUESTED
| Change Email 1

\ Emergency Data

Change Pwd
.ﬂ: PP ”min
User Admin
Create 5F 75
Print Folder
Eat‘(h Print
Reports
Pwd Admin
Transfer
Preferences

Logout

% Local intranet

2. Select the Reprocess/Transfer tab on the Transfer
Administration page.
A web page is displayed listing previously transferred eOPFs.
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A Reprocess / Transfer - Microsoft Internet Explorer

Requested Mew  Confirm Reprocess / History- History- TRecafII
Transfers Transfer Transfer Transfer Sent Requested |'ansier
Request
Reprocess [ Transfer :
Search e0PF
= SSN Gaining Agency Status Docs
Workflow P 12312123 USCE CONFIRMED 31
Change Email 1
| Emergency Data

Change Pwd
A;lmin .Tc\s
Create 5F 75
Print Folder

Batch Print

Reports
Pwd Admin

Transfer
Preferences

Logout

‘.j Local intranet

Note:

Currently, the list is not searchable and contains all folders that have been
transferred.

3. Click the i Transfer Icon to initiate a transfer to the
requesting (Gaining) agency.

You are presented with the contents of the requested OPF.
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Transfer Docs - Microsoft Internet Explorer

Requested New Confirm | Reprocess /| | History- History- T Rec;ll
Transfers | Transfer | Transfer Transfer Sent Requested Lo Laa
Request
Transfer - Transfer eOPF :
Search e0PF To Transfer documentis), click on the checkbox to select/deselect and then click on the Submit button.
Workflow
Change Email Reasor11| V”
Emcrgencs s P
View Create .
ENEYEER] Trivs Name Tom Eff Date Form Action Type  Folder =
LD EMPLOYEE'S WRITTEN AGREEWENT TO ACCEPT
T (Z) LASTHR /02004 22973 VOLUNTARLY THE CONDITIONS ATTENDANT TO A CHANGE APPOINTMENT S
: SPECIALIST 9:43:08PM  12:00:00 AM FROM CAREER TO NONCAREER OR LIMITED SES SUPPORT porary
System Admin APPOINTMENT
LASTHR, 6162004 6/20/2004
Create SF 75 @ SPECIALIET  10:20:31 AM 12:00:00 AM NOTIFICATION OF PERSONNEL ACTION EXCEFTION Temporary
Print Folder LASTHR, /282004  TM/2004 APPOINTMENT
—r SPECIALIST S5239FM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYWMENT DATA SURPORT Performance
atch Print
LASTHR, 6/20/2004 1132004 APPQINTMENT
& g ! ! !
Reports t SPECIALIST 92447 PM  12:00°00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SURPORT Performance
LASTHR, /2812004 W42004 APPQINTHMENT
B &l .
Pwd Admin SPECIALIST 9:2355FM  12:00:00 AW oOUEST FOR PRELIMINARY EPLOYMENT DATA SUPFORT Temporary
LASTHR, 6/20/2004 S/5/2004 APPQINTMENT
& . g M M
Transfer SPECIALET amaBPM  13:00:00 Ay REQUEST FORPRELIMNARY EMPLOYMENT DATA UPRORT Performance
Preferences LASTHR, /30/2004 62004 APPQINTHMENT
& .
: SPECIST 99133 AN 1300:00 Al REQUEST FORPRELINIARY EMPLOYNENT DATA UPRORT Temporary
ogout LASTHR, 6/30/2004 97/2004 APPQINTMENT
| : ! 2 2 -
SPECIALIST 92422 AM  12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SUPPORT Temporary
LASTHR, /30/2004 WTIZ004 APPQINTHMENT
& .
SPECIIST 119614 AM 120000 Al REQUEST FORPRELINILARY EMPLOYNENT DATA UPRORT Temporary
LASTHR, 8/30/2004 SM0/2004 APPQINTMENT
€] ' g g g
SPECIALIST  11:30:13 AM 12:00:00 AM REQUEST FOR PRELIMINARY EMPLOYMENT DATA SUPPORT Temporary
LASTHR, 6/30/2004 B10/2004 APPQINTHMENT
& .
SPLCIAST 30120 P 20000 Ay REQUEST FORPRELIMNARY EMPLOYMENT DATA UPRORT Temporary
ra LT HEla il RFOLIFST FOR PRFIIMINARY FMPI (7Y MFNT NATA ARG IIIENT Temnnrans %
< | >
@ Done ‘_'i Local intranet

4. Check any documents that must be transferred. Some
may now be pre-selected that were not when you did the
initial transfer. This would occur if the administrator
identified new forms to be included in the transfer
package.

Required documents are pre-selected. You can not override pre-
selected documents. You may add additional documents that are not
pre-selected to be included in the transfer package by clicking on the
check boxes provided.
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=} Transfer Docs - Microsoft Internet Explorer

Reguested New Confirm || Reprocess / | History- History- T;ﬁ‘:’gr
Transfers | Transfer | Transfer Transfer Sent Requested Request

Transfer - Transfer eOPF :
My eOPF

B 7o Transfer document(s), click on the checkbox to selectideselect and then click on the Submit bution

Change Email Reason:| v”
Emergency Data CHECKALL UNCHECK ALL
View Create .
ENRpEE Doc Name Date Eff Date Form Action Type  Folder W
EnpAduiu EMPLOYEE'S WRITTEN AGREEMENT TO ACCEPT
User Admin (Zy LASTHR  3/2004 21873 VOLUNTARLY THE CONDITIONS ATTENDANT TO A CHANGE APPONTMENT S
SPECIALIST 94308 PM  12:00:00 AM FROM CAREER TO NONCAREER OR LIMITED SES SUPPORT S
System Admin APPOINTMENT
LASTHR,  GA6/2004  6/202004
Create SF 75 @ st 109091 Al 120000 Ay NOTFICATION OF PERSONNEL ACTION EXCEPTION Temporary
Print Folder LASTHR,  6/29/2004  7/1/2004 APPOINTMENT
= SPLCIALST 3098 P 1200:00 A REQUEST FORPRELIMNARY EMPLOYMENT DATA SUPEORT Performance
atd rint
LASTHR,  6/20/2004  7/3(2004 APPOINTMENT
al : ! ! !
P SPECIALST 93as7PM  12:00:00 Al FEQUEST FOR PRELMINARY EMPLOYMENT DATA T Performance
LASTHR,  6/20/2004  9/4/2004 APPOINTMENT
[ SPECIALIST 9:3355PM  12:00:00 AN CQUEST FOR PRELIMINARY EWPLOYHENT DATA SUPPORT Temporary
LASTHR,  6/20/2004  O/5/2004 APPOINTMENT
Transfer SPECIALST 93508 PM  12.00:00 Al FEQUEST FOR PRELMNARY EMPLOYHENT DATA e Performance
Preferences LASTHR,  6/30/2004  O/6/2004 APPOINTMENT
: SPECIAUST 92132 AM  12.00:00 Al FEQUEST FOR PRELMINARY EMPLOYHENT DATA e Temporary
ogout LASTHR,  6/30/2004  O/7/2004 APPOINTMENT
SPLCIALST 92892 Al 1.00:00 Ay REQUEST FOR PRELIMNARY EMPLOYMENT DATA SUPFORT Temporary
LASTHR,  6/30/2004  9/7/2004 APPOINTMENT
SPLCIALIST 112914 Al 12.00:00 Ay REQUEST FOR PRELIMINARY EMPLOYMENT DATA SUPEORT Temporary
LASTHR,  6/30/2004  9/10/2004 APPOINTMENT
(B corarisT 113013 Al 120000 Ay FEQUEST FOR PRELMINARY EMPLOYMENT DATA T Temporary
LASTHR,  6/30/2004  9/10/2004 APPOINTMENT
SPECIALST 150120 P 12:00:00 a FEQUEST FOR PRELMNARY EMPLOYHENT DATA T Temporary
[Z LASTHR,  B02004 9102004 APPOINTMENT v

RFOUFST FOR PRFIIMINARY FMPI OYMENT NATA Temnnrary hd
|

<
& | Done & Local intranet

Note:

The documents that are pre-selected are identified by the Transfer attribute
placed on the document using the eOPF Administration Tools - Forms
Administration page.

5. Click the Submit button.

The eOPF Transfer Service will package the selected documents and
send to the requesting agency. This process will take a couple of
minutes depending on the number and size of the documents.
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The following confirmation message is displayed.

-2 Confirmation - Microsoft Internet Explorer E||E|E|
e

Recall
Transfer
Request

Requested MNew Confirm Reprocess ;/ History- History-
Transfers Transfer Transfer Transfer Sent Requested

Action has been initiated on Transfer Service.
Search eOPF

v R

Change Email
[ Emerge;:r Data
; Change Pwd
Admin Tools
Create 5F 75
Print Folder
Batch Print
He;mrt
Pwd Admin
Transfer

Preferences

Logout

"':J Local intranet

ISE[ Dong

6. Click the LSS oK button.

The Transfer has been initiated and the selected OPF document(s) are
being transferred to the gaining (requesting) agency. You may open
the History Sent tab to see that your sending action has been captured.
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Glossary

Add Clip

Administrator
Annotate Doc
Annotation
Archiving

Batch Printing

Career Brief

Clip Folder

Contact Information

Delete Doc

An e ~ddoCie jcon used to add documents to a
paper clip that was previously assigned to a
folder

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

An La #motat= jcon used to access the annotation
function within eOPF

Notes added to an employee’s eOPF document
accessible through an icon

Process that flags documents and moves the
Images to a designated location on the server.

Printing a group of multiple eOPF folders

A report (accessible via 'wi View tarser Bt joon) that
Is a summary of an employee’s career

An employee folder with assigned paper clips
accessible via & cie foser joon

Data (accessible via icon) is

voluntarily supplied by employees for use by
management during an emergency

An icon used to delete documents from a
folder
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Groups

Folder

Form Package

Form Type

Modify Doc

Modify Doc Index

Org Code

Page Instruction

Paper Clip

Password

Password Letter

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

A system of indexing records from DCPDS
and legacy databases.

A collection of documents that the HR staff
member can utilize for a specific business
process, i.e., retirement processing, reduction-
in-force, etc.

A functionality that associates a form
classification to a particular HR action.

A function accessible via icon & weary  that
allows the user to add or delete pages to a
document

A function accessible via icon & wedity ndex ysed
to alter the indexing of a document within a
folder.

Organizational Code

Text that will appear on the Instruction page
for a document.

Logical grouping of documents within a folder
accessible via icon

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

Notification from the Component to the
employee providing the password for the eOPF
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Position Description

PDQ

Query Package

Security Access

Super User

Supervisor

TWAIN

View Doc

Work Basket

Workflow

Workitem

A written description of the duties, knowledge,
skills and abilities for a position in the Federal

Service accessible via icon “a' view poo

An &' view Poo jcon for accessing Position
Descriptions

An administrative tool used to search common
groups of documents.

A level of accessibility to documents and
functions within eOPF.

A user that has access to view OPFs for an
additional selection of employees for whom
he/she would not have access base on their
personal organizational information (PO ID,
Org Code, Activity).

A user that has access to not only his or her
own eOPF, but also is provided with access to
view and print those employees documents for
whom he or she supervises.

De facto interface standard for scanners

A (& vew jcon used to view the documents
within a folder

Areas that hold workitems.

Workflows are predefined paths (referred to as
process maps)

Units of work within a workflow
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Acronyms

AVI Annotate, View, and Import

AVIS Annotate, View, Import, and Scan
CPMS Civilian Personnel Management Service
DCPDS Defense Civilian Personnel Data System
DoD Department of Defense

EBIS Employee Benefits Information System
eOPF Electronic Official Personnel Folder
EPF Employee Performance File

ISIS Image and Scanner Interface Specifications
IVRS Interactive Voice Response System
NOAC Nature of Action Code

OPF Official Personnel Folder

OPM Office of Personnel Management

PDF Portable Document Format

RIF Reduction-in-Force

PO ID Servicing Office Identification

SSN Social Security Number
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Index

A
Activity Code 41
ad-hoc workflow 267
administrator 9, 14,
21
Adobe Acrobat 7
advanced offline routing 267
annotation 40, 53,
75
printing 75
private 53
public 52,53
Annotations
adding 54
removing 58
approval 256
Associate
a form type with NOAC 165
Association
removing a form type NOAC 168
audit log 39,51
B
Batch Folders
printing 146
browser 7
Browsers 7
buttons 14, 40,
54
Change Email 5, 15,
21
Change Pwd 5, 16,
17
Emergency Data 5,16
Logout 5,16
My eOPF 5,15
Search eOPF 5, 15,
41,75
C
cancelling

printing 76
career brief 38
Career Brief

viewing 130,

132
changing e-mail address 5, 15,

24
changing password 16
comments 264
Configurable Settings 175
copying 270
Correcting

filing error 101
Create

employee user access account 195
creating 271
customizing 252
D
Deleting

a document 89, 94,

97

a page from a document 92
Disclosure Reasons

using 175,

178
Document

add annotations 54

adding to a paper clip 114

annotation removing 58

changing the viewing size of 54

deleting 89, 94,

97

deleting a page from a 92

deleting an existing 143

importing electronic 69

modifying index information 106

moving between folder sections 103

preparing for scanning 61

printing 75

remove from a paper clip 120

scanning double-sided documents 66

scanning single sided 64

viewing 37,50

viewing in a paper clip 119
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Document List 48
Documents
entering a reason for accessing 50
my eOPF 39
scanning a new page into 75
duplex printer 76
E
Email
changing 213,
215
e-mail address 15, 22,
26, 27, 30
emergency contact information 5, 16,
38
Emergency Data
viewing 127
EOPF Folders 109
eOPF Password 9
Exporting
logs and reports 279
F
FAQ 31,32
Filing Error
correcting 101
filtering 252
Folder
granting access 190
searching for a 40
folders 37, 38,
39, 45, 118
folders 256
Form
adding 151
deleting 155
editing 154
Form Package
adding 156,
159
Form Type
adding a new 162
assigning and editing 170,
171
deleting 164
Forms
working with 151

G
Granting Access
to folders 190
to functionality 188
H
HR specialists 40, 41,
43, 53
I
Importing
a new page from an existing document 73
Internet 7
L
lock out 9
Logging in 9
Logging out 32
Logging Out 5,16
Logs and reports
exporting 279
M
main menu 14, 39,
41
Max Folders to View 46
Microsoft Windows ii
Modifying
document index information 106
Moving
between folders 103
My eOPF 5, 37,
39,75
N
NOAC
associating a form type with 165
removing a form type association 168
@]
Office of Personnel Management 1

offline routing
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simple 268,
270, 271
offline routing 267
OPM 1
Organization Code 41
Other Functions
change email address 21,24
emergency data 23
frequently asked questions 31
on-line help 31
overviews 267
P
pages and windows
Filter Preferences 252
Manual Distribution 249
Preview Tasks 266
Reassign Workitem 259
Release Workitem 256
Simple Offline Routing 268
Task Instructions 261
Update Workitem Comment 264
paper 114
Paper Clip 38,
113
adding documents to 114
creating 113
deleting a 123
reassign 122
remove a document from 120
viewing documents within 119
Password
assigning a new 9
changing 17
changing, manually 16
e-mailing new 14,21
guidelines 9
managing 17
resetting 12,19
Resetting 12,19
Password Letter
generating 221
regenerate 223
personal identification number (PIN) 256
Position Description
viewing 128
previewing 266
printer settings 75,76
printing 75
annotations 75
Printing

batch folders 146

documents 76
documents from a SearchList 82,
110
entire folder 78, 82
logs and reports 275
procedural workflow 247,

248, 249, 251, 252, 255, 256, 258, 259, 261,
262, 264, 274

properties (workitem) 262,
266
Q
Query Package
searching for 49
R
releasing 256
Reports 275,
284
viewing and printing 275
Requirements
browser and viewer 7
results list 39, 40,

44, 45,117, 118

S
Scanner
setting up for new scanning 61
Scanning
a new page into an existing document 68
double-sided documents 66
preparing for single sided 61
single sided 61, 66
search results 48
Searching
for document by query package 49
for documents by first or last name 46
searching for documents 15
SearchList 109
printing 109
printing documents from 82,
110
security 9
Security Access 185
simple offline routing 267,
268, 270, 271

Index 327



sort 247,

248, 249, 251
Super User

modifying access information 211

viewing and modifiying access 206
supervisor 41,

127
Supervisor

viewing and modifying access 206
Supervisor - view Access

granting or denying to specific forms 192
Supervisor Access

globally enabling or disabling 183
system lockout 9
U
User Access Account

create 195
user agreement 10
User Groups 3
User Identification Information

viewing and updating 203
User Information

viewing and updating 195

Vv
viewer 7,40
Viewer
downloading and configuring 7
viewing 261,
262
Viewing
a Position Description 128
an Employee's Career Brief 130,
132
Emergency Data 127
super user access information 210
user identification information 203
W
Web Banner
changing 182
workflow 245,
247, 248, 249, 251, 252, 255, 256, 258, 259,
261, 262, 264
Workflow 244
workitems 252,
255, 256, 258, 259, 262
worklists 245,

246, 247, 248, 249, 251, 252, 258
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