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the eOPF application.



eOPF Quick Reference Guide for Employees

Before you can perform any activity within eOPF, you need to log on. Logging on requires that you have a valid
user ID and password. You should have received an eOPF Welcome letter that contains your User ID and
password information. If you have not received your Welcome letter, please contact your eOPF Operating
Administration Point of Contact.

A. Logging in to eOPF

Logging in to eOPF eOPF User Agreement Page

‘3 EHRI Electronic Offciol Peesarnnel Folder - Microsalt Intermnet Explorer
Fie Edt Vew Favorkes Took  Help

c & - 1x] (2] ] Msedh crmats €9 00 ] p WG| B

1. Go to: https://eopf.opm.gov/dot/

Result: The eOPF User Agreement Jaoss [ s oot o gofrariog 1]
Page will display y Office of Personnel Management | =

\
The Federal Govemment's Human Resources Agency * N
7

2. Read the User Agreement and
click the ‘Accept’ button

This is an officdal LS. Government System for authorized use only. Unauthorized use of this system or the
wiformateon on this system could result in cnimanal prosedution. Signing into this appbcation indicates you have read
. and accepted the Fyull Tenms and Congtions of Lse and you consent to secure testing and monitoring.
Result: The eOPF Logon page will

Sigrang into thes applcation indicates you have read and accepted the Poyvacy Policy, and you consent to secure

appear testing and monitoring
Signing into this application indicates you have read and accepted the Byles of Behavigr, and you consent to secure
- : H ‘ testing and monitanng.
3. For first time users, click the ‘New Feting and monitanna
User — Request Password’ link below To access your account mformation, your compuber's assigned Internet Protocol (1P) address, which is controlled by
3 your Intarnet Service Provider (ISP}, must remain the same from the ime you enter your user name and password
the eOPF ID and Password field on the Login Page until you loave the Account Access socbon,

Flease be aware, you must have Muorgsoft jnternet Explorer version 6.0 or hegher and Adobe Acrobat Besder version
5.01 or higher to run this applicabon software. JavaSonpt must be enabled to use the e0PF appheation.

Result: The ‘New User — Request

Password’ page will appear R eOPF R4.1 Training Instance

NOTE: If you are a first time user and
have been provided with a temporary

password, you may sign directly into eOPF Logon Page

the eOPF application USing your /2 eOPF Login - Microsoft Internet Explorer

unique USG_F ID and password on the Oftfite of Personnel Management Sokiy S cHisctacame

eOPF Login Page, then go to Step 6. 5 AR 4
ENTERPRISEH R -

If you are an existing eOPF user, you
may sign directly into the eOPF
application using your unique user ID
and password, then go to Section B
— Viewing Documents using My T

eOPF s PASSWORD:

eHR eOPF R4.1 Training Instance

Enter your eOPF ID and Password to log in. *

(Web Server - TRNOZ2) E' GOV

e0PF ID:

4. Enter the required information in
the provided fields and click the
‘Submit’ button

Forgot your Password?
Forgot your eOPF ID?
New User - Request Password...

Result: A temporary password will be
sent to your email address

Request Password Page

2 €OPF - New User Password Request - Microsoft Internet Explorer

New User - Request Password

OPFID:
Last 5 digits of your SS: (Example:
67890)

&gs of your last name: If your last name is less than 4 characters, please enter your fulllast name.

- S
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eOPF Logon Page

5. Once you receive your temporary G o -
password, re-open the eOPF LOgOﬂ tfite of Personnel Management - py A
Page. Ent.er your Usgr ID gnd ———ET -
password in the provided fields and

click ‘Submlt’ eHR e0PF R4.1 Training Instance

Enter your e0PF ID and Password to log in. *
Result: The ‘Change your Password’ Civat saries - Penon) E-GOV
page will appear —

6. Enter your temporary password .
and new password in the required
fields and click ‘Reset Password’

Forgot your Password?

Forgot your eOPF 1D?

New User - Request Password...
Result: The ‘Security Questions’ page
will appear

7. Please answer 6 security questions
and click ‘Submit’. These security
questions will be used to verify your
identity if you forget your User ID or Change Password Page

Password

Result: The eOPF Welcome Page will

appear Please change your password.

‘You must change your password,

NOTE: Answers to the security
questions are required to proceed
into eOPF. Clicking Cancel will exit
you out of the application

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

Old Password: |

Hew Password: |

sguord Confirm: |

Security Question Page

2} e0PF - Select and answer security questions - Microsoft Internet Explorer

Select and answer your security questions

Purpose: The following security questions will be used o verify your identity if you forget your password or eOPF ID, You
can modify the answers using ™y Profile’ after you login.

Email Address: [BrownT@xyz.com

™ Check here, if you are using assistive technology? (ex: Sereen Reader)

Personal Questions
Please select and answer three unioue personal questions Trom the list provided below

Personal Guestion ;. [WWhat is your Birth State 7(Ex VA) =l
Personal Guestion 2 [What is your Birth State 7(Ex: Vi) =1 |
Personal Guestion 3 | vWhat is your Birth State 7(Ex: Vi) =1
Helps Werification Questions

Flease seltNand answer three unique helpdesk questions from the list provided below.

Helpdlzsk CuzstNG:  [What is your mother's kirth date?(Ex 09/14/1850) =
Helpdesk Question 2: hat is your mother's hirth date?(Ex. 091 4118503 =l

Helpdesk Question 3: [ \WhalNg your mother's birth date?(Ex: 0811 4/1950) = 1.
Note: Answers to the above stions are required to proceed into @OPF, Clicking Cancel will exit you out of the

application.

eOPF QRG v.2.0_2009-04-28 Page 4 of 15
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B. Viewing Documents Using My eOPF

Viewing Documents Using My
eOPF

From the eOPF Welcome Page

1. Click the ‘My eOPF’ button on the
left hand side of the page

Result: An expanded view of your
eOPF will display with documents
listed in chronological order by
effective date

2. Locate the document you would
like to view and click the ‘A’ icon
located to the left of the effective date.
A drop-down menu will appear. Select
‘View’ from the drop-down menu

Result: A file download box will
appear

3. Click the ‘Open’ button in the
Adobe file download box to view the
document

Result: Adobe Acrobat opens the
document

NOTE: At the file download box you
may also choose to save the document
to a file or cancel the process

eOPF QRG v.2.0_2009-04-28

eOPF Welcome Page
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C. Searching for eOPF Documents

Searching for eOPF Documents

From the eOPF Welcome Page:

1. Click the ‘Search eOPF’ button on
the left hand side of the page to open
the Search page

Result: The ‘Search My eOPF’ page
will appear

2. Enter your search criteria to
retrieve a list of specific documents in
your eOPF and click the ‘Search’
button to show search results

NOTE: The result set of documents
found in your folder is also filtered by
the Form Setting you have chosen. If
you want to see all documents in your
folder then choose the ‘All Forms’
choice from the Form Setting drop
down list

Result: The ‘Search Results’ will
appear on the My eOPF Page

3. Locate the document you would
like to view and click the ‘A’ icon
located to the left of the effective date.
A drop-down menu will appear. Select
‘View’ from the drop-down menu

Result: A file download box will
appear

eOPF Welcome Page

Th bt e e Sl - Wk TR b SO - el Inernet Eapkires pEistilel by Bearnglng b,

Welcome to the s0OPF System
Intraduction:

QP Web Pags

Usei Info:
Erod Comsob vt oo
Erverrperacy Comim v umiabent (e1 411 G000

eOPF Search Page

A nttpne /roplabegey - ofPF - Search Page - Microsoll Inbrmel Eploror provided by BearingPoind Tne

search My eOPF :

Form 7 e Forms Caarens T ageey Foem
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Type

[ |

Folder Sides T seleatnn
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File Download Box

4. Click the ‘Open’ button in the
Adobe file download box to view the
document

Sy w: RHKY MARTI
e LT T Y |

Result: Adobe Acrobat opens the
document 4

NOTE: At the file download box you
may also choose to save the document
to a file or cancel the process

Flm |

Pe—

.............. movell
........... .,'_i:_.:'.' _
o e e B o 1l e e, 4 Pk o i |

Jeceo0oCol oo

pee |
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D. Printing an Individual eOPF Document

Printing an eOPF Document

From the opened eOPF document
page:

1. Click the Print icon or select ‘File’
and ‘Print’ from the Adobe Reader
menu toolbar

Result: The Print dialogue box opens
2. Click the ‘OK’ button

Result: The document will print to the
selected printer

NOTE: eOPF documents are
recognized as official documents.
When printing documents from eOPF
as an official document, the following
watermark must be printed on the
bottom of all documents: “This is an
‘official’ document generated from the
EHRI eOPF system” (refer to the
“Help” link for additional information
on printing documents with watermark)

Opened eOPF Document
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E. Printing an Entire eOPF Folder

Printing an Entire eOPF Folder

From the My eOPF or Search Results

1. Select ‘with watermark’ from the
View dropdown

2. Click on ‘Show all docs’

3. Select the documents to print by
clicking on the checkbox(es) to the left
of each document or select all by
clicking the ‘check all’ button

OPF - My eDPF - Microsoft Internet Explorer

My eOPF Page

My e0PF

Search eQPF
My Profile

Print Status

Logout
Action | 35N Latest Eff. Date POID Org Code Activity Code
2 [000-06-0035 5/6/2002 12:00:00 AM | 6001 0463 A
20 returned.
Prev L Next
NOA Code | NOA Code
‘Actmn Effective Date | Form MNumber | Type i Side Create Date
& |osiverzo0z  |oTHER EEORCSONNEL HETEHEUEEGT 893 Permanent | 05/30/2007
O |ososrzooe  [srse WITHIN-GRADE IHC (L5 Parmanent  |05/30/2007 |
Q |osoerzoor  [srsee PROMOTION 702 Permanent | 05/30/2007
QO |osiverzo0r [sFs2 PROMOTION 702 Temporary 05/30/ 2007
o 03/14/2001 | OTHER EMPLOYEE Permanent 05/230/2007
O |ovaarzoor [srsee PAY AD] 694 Permanent | 05/30/2007
Q |ovozrzoon  [srsee PAY AD] 94 Permanent | 05/30/2007
QO |1200311993  [oTHER EMPLOYEE Temporary 05/30/ 2007
o 10/20/199% | OTHER PAYROLL Permanent 05/20/2007
-
| _>H

My eOPF Page

My e0PF - Microsoft Internet Explorer

My eOPF

My eOPF Print Status

My eOPF

Search e0PF

My Profile

Print Status

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

[ p———,

& Printer friendly version of result list

—10| x|

Logout
J returned.
Prev 1 Next
Check E’;’:““E Form Number | Type NOA Code 1| NOA Code 2| Side Create Date
l_ 05/06/2002 | OTHER zi’:’?g;‘PSEIJDPORT 893 Pearmanent 05/30/2007
l_ 05f05/2002 |SF 50 WITHIN-GRADE INC |893 Perrmnanent 05/30/2007
l_ 0S/0&/2001 |SF 50-B PROMOTION 702 Permanent 05/30/2007
l_ 0S/0&f2001 |SF 52 PROMOTION 702 Termporary 05/30/2007
l_ 03/14/2001 |OTHER EMPLCOYEE Perrmnanent 05/30/2007
[ |oi/i4/z001 |SF S0-B PAY AD] 894 Parmanent |05/30/2007
l_ 01/02/2000 |SF S0-B PAY ADD 294 Permanent 05/30/2007
l_ 12/03/1999 |[OTHER EMPLCYWEE Termporary 05/30/ 2007
[~ |1i0/20/199% | OTHER PATROLL Parmanent | 05/30/2007
l_ 10/01/1999 |SF 1152 BENEFITS Terporary 05/30/2007
l_ 0972371999 |SF 52 TRAMSFER. 1z0 Termporary 05/30/2007
[T |os/iiiiess |oF 208 EMPLOYVEE Parmanent |05/30/2007

eOPF QRG v.2.0_2009-04-28

-

Page 9 of 15



eOPF Quick Reference Guide for Employees

My eOPF Page

4. Click the ‘Print Single Sided’
button or the ‘Print Double Sided’
button located at the top of the page

Result: You will receive the message

“Your print request has been
submitted for processing”

NOTE: If you are printing a double-
sided document, make sure the printer
selected is capable of performing

duplex printing

5. Click on ‘My eOPF Print status’ to
see your print job status and to view

printed file

Result: My eOPF — Print Status page

displayed”

6. To remove the print request that is
no longer needed click the 'Delete’ link

/3 eOPF - My eDPF - Microsoft Internet Explorer — =]

k My eOPF My eOPF Print Status
My eOPF elect 3 dncumemtnpﬂe\em the check box next to the document and click on the Print Documents button
Search c00F SIRIESDE fTOOWIESOED | RO | e |

My Profile

Print Status
& Printer friendly version of result list

20 document(s) returned.

Prev 1 Next

Sheck | S Form Number [ Type NOA Code 1| NOA Code 2| Side (e
|7 05/06/2002 | OTHER ziﬁ,?gx;‘;:ppORT 893 Permanent 05/30/2007
|7 0s/03/z002 | SF 50 WITHIN-GRADE INC | 893 Permanent 05/30/2007
'\7 05/06/2001 |SF 50-B FROMOTION 7oz Petrnanent 05/30/2007
|7 05/06/2001 |SF 52 PROMOTION 70z Temporary 05/30/2007 i
IV 03/14/2001 | OTHER EMPLOYEE Permanent 05/30/2007
|7 01/14/2001 |5F 50-B PAY ADD 894 Petrnanent 05/30/2007
|7 01/02/2000 |5F 50-B PAY AD] 894 Petrnanant 05/30/2007
|7 12/03/1999 | OTHER EMPLOYEE Temporary 0573072007
|7 10/20/1999 |OTHER PAYROLL Petrnaneant 05/30/2007
|7 10/01/1999 |SF 1152 BEMEFITS Temparary 05/30/2007
|7 09/23/1999 SF 52 TRANSFER iz0 Temporary 05/30/2007
IV 09/11/1999 | OF 306 EMPLOYEE Permanent 05/30/2007

| o

My eOPF — Print Status Page

0PF - My eOPF Print Status - Microsoft Internet Explorer

My e0PF

6 Search eOPF

My Profile

Print Status

Logout

RICKY MARTIN
FAQ |

Clip Folder Print Help |

Status

My eOPF Print
Status

My eOPF - Print Status :

Print requests are processed periodically in the order they were requested,
Click on the Refresh button to update the page with the latest print status information,
Please wait a few minutes between refreshing the page to give the print services time to process your requestis),

Click on the Vel found in each row of the results table to view a successfully processed print request,
Click on the Delete link fotm ach row of the results table containing a print request to delete the print request.

e R

1

Req Id / Part Numb Reqg ing User  Reg Date Processed Da! e Count Annotations Action
View
9 RICKY MARTIN SE20091221:35 PM SB2009 12:21:52 PM
Delete

&l

€l

eOPF QRG v.2.0_2009-04-28
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F. Adding or Changing Your E-mail Address

Adding or Changing Your
E-mail Address

From the eOPF Welcome Page:

1. Click the ‘My Profile’ button on the
left hand side of the page

Result: The ‘My Profile’ page will
appear

2. Click the ‘Change Email’ tab at the
top of the screen

Result: The Change Email page will
appear

3. Type your email address in the
‘Your Email Address’ field

4. Click the ‘Update’ button
Result: The eOPF Welcome Page will
appear with the updated email

address displayed

NOTE: DOT email addresses are
preferred

My Profile - Change Email

My e0PF

Print Status

Logout

eOPF QRG v.2.0_2009-04-28

eOPF Welcome Page

“2 Welcome to eOPF - Microsoft Internet Explorer

My cOPF
Search e0PF

Welcome to the eOPF System

My Profile Introduction:

The e0OPF Systern containg electronic copies of the documents that make up your
Official Personnel File, Your @0PF may not contain copies of all documents that were
Logout created, as many of these documents have not been scanned in yet. If you have
guestions concerning the technical aspects of the eOPF, email the eCOFF
administrator at eopfadmind@oprm.gov

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

OPM Wyeb Page

User Info:
Email: MartinC@xyz.com
Emergency Data last updated on:1/12000

My Profile Page

WhoAmI - Microsoft Internet Explorer

RICKY MARTIN
FAQ | Hon

General
Preferences

My e0PF WhoAmI? :
Search e0PF

Change
Passward

Change Security
Questions

Help

WhoAmI? Change Email

Emergency
Data

Purpose: The ‘W7 featre will allow you to get a quick read-only listing about your account.

Value

Full Hame: [RICK' MARTI

Birth Date: (12/19/1975

Email Address: MartnRE@xyz com

PO ID: 5001

Org Code: (0463

Activity codes |2

Group(sy: [eCPF Lsers

Folder Side(s): (Overseas, Performance, Permanent, Temporary, Trairing

PO ID(s) Managed:

Folder Status: |ACTIVE =

Email Address Page

icrosoft Internet Explorer

RICKY MARTIN
FAQ | Home

General
Preferences

Emergency Help |

Data

Change
Password

Change Security
Questions

WholAmI? Change Email

Email Address :

ose: The eOPF systern can automatically inform you every time a document is added o your eOPF, To receive a
jon, please insert te email address you would like this notice sent to into the email address block below. You

Page 11 of 15
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G. Entering or Updating Emergency Data

Entering or Updating Emergency
Data

From the eOPF Welcome Page:

1. Click the ‘My Profile’ button on the
left hand side of the page

Result: The ‘My Profile’ page will
display

2. Click the ‘Emergency Data’ tab at
the top of the screen

Result: The ‘Emergency Data’ page
will appear

3. Edit the desired fields and click the
‘Apply’ button

Result: The ‘Emergency Data’ page
reappears displaying the message
‘Emergency data updated
successfully’

eOPF QRG v.2.0_2009-04-28

eOPF Welcome Page

Z3 Welcome to eOFF - Microsoft Internet Explorer

My eOPF
Scarch cOPF

My Profile Introduction:

Print Status The eOFF Systam contains electronic copies of the documents that make up your
Official Perzonnel File. Your @0PF may not contain copies of all documents that were

Welcome to the eOPF System

Logout created, as many of these docurments have not been scanned in yet If you have

administrator at eopfadmin@opm. goy

representative,

OPM Web Page

User Info:
Email: MartinCi@soyz com
Emergency Data last updated on:1 A 2000

guestions concerning the technical aspects of the eOFF, email the eOPF

My Profile Page

crosoft Internct Explorer

General

Preferences | Change Email

Emergency Change

Change Security

Data Password Questions

WhoAmI? :
Search e0PF
My Profile

Print Status

Purpose: The Wwhoam? fg; ill allow you to get a quick read-only listing about your account,

Questions concerning specific personnel actions should be sent 1o the appropriate HR

RICKY MARTIN
Help | FAQ | Hon

Logout
-

Value

Full Hamne: |RICKY MARTI

Birth Date: [12/19/1975

Email Address: MatinR@sxyz.com

POID: 5001

Org Code: (0463

Activity code: |4

Group(s) |sOPF Users

Emergency Contact Information Page

y Profile - Emergency Data - Microsoft Internet Explorer

Change

General Emergency
pata

WhoAmI? preferences | Change Email

Password

Change Security
Questions

My e0PF
Search eQPF

Emergency Contact Information :

My Profile ENTRY OF THE FOLLOWIING INF ORMATION IS WOLUNTARTY.

Print Status

data,

el e
User Info :

Purpose: This information may be used to notify the individuals of your choice should you be taken ill or injured during work. This information
will be available to your supsrvisor and Human Resource personnel for emergency use only, This information is not to be used for any other
purpose. 4 log is kept showing any time this information is wiswed and or changed. Only the individual employee is authorized to change this

Help |

RICKY MARTIN
FAQ |

[Last Name : [marTI [First Name : RICKY [nitials = [rma

SSN:  [000-05-0035 Last Updated: 1112000

Home Address: 167 Home Street Work Address:
5 Bdg
i e Name/Location:
City: Home Tawn City:
State: (VA State:
2Zip/Postal Code: 22222 2ip/Postal Code:
Country: Country: [UNITED STATES =]

Notify First:

Notify Second:

Lask Name :|

Lask Name :|
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Changing Your Password

From the eOPF Welcome Page:

1. Click the ‘My Profile’ button on the
left hand side of the page

Result: The ‘My Profile’ Page will
appear

2. Click on the ‘Change Password’
tab at the top of the page

Result: The ‘Change Password’ page
will appear

3. Enter your current password in the
Old Password field

4. In the New Password field, enter
your new password

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

6. Click the ‘Update’ button, which
will update your new password in
eOPF

H. Changing Your Password

eOPF Welcome Page

) welcome to eOPF - Microsoft Internet Explorer

My <OPF

Search eOPF Welcome to the eOFF System

My Profile Introduction:

Print Status The BOFF 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
Logout created, as many of these documents have not been scanned in yet, If you have
questions concerning the technical aspects of the eOPF, email the eOPF
administrator at eopfadmin@oprm.goy

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

OPM Web Page

User Info:
Emait MartinC@xyz com
Emergency Data last updated o1 4 2000

My Profile Page

A My Profile - WhoAml - Microsoft Internet Explorer

Change Security Help |
Questions

General
Preferences

0P WhoAmI? :

Emergency | Change
whoAmI? Data

Change Email Paseword

Purpose: The whoaml? feature will allo

[ —

/ Full Hame: [RICKY MARTIN

Birth Date: 12434875

to get a quick read-only listing about your account,

Value

Email Address: MartinR@xyz com

2 PO ID: 6001

0Org Code: 0403

Activity code: |4

Group(s): [eOPF Users

Folder Side(s): [Overseas, Performance, Permanert, Temporary, Training

PO ID(s} Managed:

Enldar Qfatue: |LCThE

Change Password Page

My Profile - Change Password - Microsoft Internet Explorer

My eOPF
Search eOPF

eOPF QRG v.2.0_2009-04-28

My Profile

Print Statu

Emergency Change

] Change Security
Change Email Data Password

Questions

Genetal
Preferences

WhoamI?

Change Password :

Purpose: The Change Password feature allows you to change your current password 1 a new passward.

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

Old Password:

New Password:

Verify Password: B
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. eOPF System Requirements

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

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

Downloading and Configuring the Viewer (Adobe Reader)

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

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

eOPF QRG v.2.0_2009-04-28 Page 14 of 15



eOPF Quick Reference Guide for Employees

J. eOPF Support

If you have forgotten your user ID or if you have forgotten your password or do not have a password, go
to the eOPF application, accept the “Rules and Behavior” and follow the links for “forgot ID” or “forgot password”

If you have other questions or concerns of a technical nature, e.g., inability to open documents, and/or
questions related to your user account, you can access online help by clicking the Help link in the upper right
hand corner of each eOPF screen.

You can also call the eOPF Help Desk at 1-866-275-8518 or send an email to the eOPF Help Desk at
eopf hd@telesishg.com

If you have questions or concerns related to the content of your eOPF, e.g., missing documents, incorrect
documents, etc., contact your eOPF Help Desk.

Additional eOPF Resources:

Online Help — When logged into the system, click the Help link or the FAQs link in the upper right hand corner
for general assistance.

DOT eOPF Website: http://dothr.ost.dot.gov/hrprograms/automation/eopf

If you are having a problem with your PC, operating system, network, server, or printer, contact your local IT
helpdesk or support organization. Local IT support will also assist you in downloading and installing the
appropriate browser or document viewer if necessary.

eOPF QRG v.2.0_2009-04-28 Page 15 of 15
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