ELECTRONIC OFFICIAL PERSONNEL FOLDER

eOPF Tips & Techniques

Search, View, Print, and Save Documents Using My eOPF

Introduction

Your electronic Official Personnel Folder, or eOPF, manages all of your personnel
documents, organized by virtual folders. The Permanent and Temporary virtual folders
contain documents in accordance with OPM’s Guide to Personnel Recording Keeping
(located at: http://www.opm.gov/policy-data-oversight/data-analysis-documentation/
personnel-documentation/).

Useful Features

My eOPF button:
Lists the details associated with your eOPF and your documents. By clicking the My
eOPF button, you can access subject tabs which will appear at the top of the screen.

My eOPF Search page:
While you do not have to use these filters, they can help you narrow your search
results. Available search fields include:

Search Option Format Details
Form Radio button Select from these groupings:
(Groupings) + Common Forms - frequently used forms found in eOPF

» All Forms - all forms found in eOPF (this button is pre-selected)
» Agency Forms - forms used only in your agency

Form Drop-down To locate a particular form quickly, enter the first letter of the form
(Number/Title) menu number in the drop-down menu. For example, to find an SF 50, enter
“SF” in the drop-down menu to jump to the forms beginning with “SF.”

Type Drop-down Select the specific document type related to the form. Types depend
menu on the form selected.

Folder Sides Check box Select the folder side(s) in which you want to search. Check the

Select All box to search all folders.

Create Date Field and Create Date is the date that a document is added to eOPF.
Calendar

Effective Date | Fields and Using Start Effective Date and End Effective Date limits the number of
Calendars returned documents to those within the specified effective date range.
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My eOPF Print Folder page:
Enables you to select a folder side(s) and create a printable file. This function
compiles all of the individual documents saved to the selected folder side(s) to one
consolidated PDF file which can be found on the print status page.

My eOPF Print Status page:
Provides a list of print requests that you have submitted, displaying in the order in
which they were submitted. Each print request is assigned a Request Identification
(Request ID) number. Depending on the size of a request, a print job may be broken
into two or more parts. A password is required for access.

New Security Feature for Print Requests

If you want to print several documents at once, or an entire eOPF, you will first make a print
request. The completed request is accessed from the print status page. Before you can view,
save or print a print request, you must enter a password unique to your request. Instructions
about the password function are included in this document, in Part 5, and also on the print
status pages of the eOPF application.

In this Document

The following sections detail the steps to view, search, sort, print, and save your documents.
Part 1: View, Print, and Save a Single Document
Part 2: Sort your Documents
Part 3: Search for Specific Documents
Part 4: Select a Group of Documents
Part 5: Use Print Status
Part 6: Print your entire eOPF
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Part 1: View, Print, and Save a Single Document

Step Action

From the eOPF main menu,
select My eOPF button.

Screen Shot

User Name: MARTIN, BETH Halp FAQ Home

Welcome to the eOPF System

 UAT INSTANCE
. = =

e glirected b vour e0PE Project Manaosr. Shart
b oo videos

The My eOPF page
displays by default. This
page lists documents in
your eOPF, in chronological
order with the most recent
Effective Date first.

Depending on your My
Profile — General

2 Preferences settings, your
screen may display
differently than shown here.
Please refer to the “eOPF
User Guide” for details.

To view a document, either
click the Form Number or
click the View icon.

|

B2

T ]

Page . ot 0 (5]

oopoop @if
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Step Action Screen Shot

You can add a Watermark My ¢OPF My eOPF Search | My ¢OPF Print Folder | My eOPF Print Status

to a document by selecting My EQFE: BOBERS, THRA

the “View with watermark” (E— Ell

optlon . Show All Docs Cancel

The watermark displays at v UEL o e MY o, Gp tnegmy S

3 the bottom of each page g o
« .. P04l Q418204 NGO 06F A =] é 5

and states, “This is an

‘official’ document 1Y docmmt(s] reteviad .

generated from the eOPF RRAEA RTINS roe[ere ©
Form Effective NOA NOA 2 Create Add w0 Instr

system.” Number  Date Type Codel Code2 9% Date Vier  Cip  Page
SEFS0  O4/18/2004 REASSIGNMENT 1 Perranert 0671472007 [T ) M
SFE3 O4718/2004 REASTIGNMENT 1 Temgporary 0671472007 @ % ]
OIHEE  O4/0/2004 POSITION Permanert 08242007 [@ i

A browser download prompt ‘ —— o | s | cmo b

may display. Your browser

4 may use a different prompt.
To view, click the Open
button.
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Step Action Screen Shot
A new window opens in 25 VPO - Ade Acsoat ro Lo\ @ sl
Fie fdt View Window Help L]
Adobe Reader. The o PDEOD @0TRD6 =
sglected document is LnNe | EelL]) 5B rodio || comemant
displayed. =

To View: Use the + and —
signs to change the size of
the document for better
viewing.

To Print: From the File
menu, click the Print
function to print the
document to your local
printer.

To Save: From the File
menu, use the Save or
Save As feature to save the
document on your
computer.

Note: Most eOPF
documents contain
personally identifiable
information and should be
protected at all times.

When you are finished, click
the red ‘X’ icon to close the
document window.
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Part 2: Sort your Documents

Step Action Screen Shot

From the My eOPF page, e
you can change the sort e

order in any column. In this -
example, the Effective Date
column header is
highlighted. Click on a

1 column header to sort in
descending order. Click
again for ascending order.
The sort order remains in
effect until you either sort by
another field or log out of
eOPF.

Fagn[ 1 Jet a0 ()

pil

D200 0

Fage| 1 Jotto (B

To sort documents e e
alphabetically, click on the rT—

headers for Form Number, &S

Form Description, Type, or S en e MY om @ e T
Side (which is the virtual e e e W et
folder side where the

#
i

2 | document is assigned). E
4 o
= A
El ]
- ]
@ n
To sort by date, click on the e o e
headers for Effective Date S —-
or Create Date (which is the —
date the document was = = =
added to eOPF).
3 o o
@ a0
B = B2
ala.0
@
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Part 3: Search for Specific Documents

Step

Action

Screen Shot

To search for a specific
document, click the My
eOPF Search tab at the top

My e0pE [ S0P Searcn] My cOPF Print Foder | My cOPF Print States
My eOPF: MARTIN, BETH

ShewANDoes || Cancel

2 targeted your search
results.

Selecting All Forms radio
button in the Form section
and selecting Select All in
the Folder Sides check box
returns all of the documents
in your folder.

of the page. v

1
The Search My eOPF page th T | My oY S ”
displays. ol i
Enter search criteria in the [ SN O .
available fields to retrieve — ]
specific documents. The ;.,....s..ﬁ e -
more specific your entered e
search criteria, the more 2 ey 7 Parmanan 2 Parfermuncs SR 21

Sbart EffecEhnr Dale Endl Effecties Date

Narrow the search by
selecting a specific Form
and/or a specific document
Type from the drop-down
menus.

To find your form or type

3 more quickly, you can begin
to type the name or number
of a Form or a Type into the
drop-down text boxes. This
will bring up forms
beginning with that letter or
number.

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

Search My eOPF:

Search Clear

OfM (¢ CommonForms () AllForms ) Agency Forms

SF 50-A :::: NOTIFICATION OF SHORT-TERM EMPLOYMENT (DISCONTINUED)

Type
Al w

Folder Sides /] Select All

M Temporary M Permanent | Performance ) Training M 19

Create Date Start Effective Date End Effective Date
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Action Screen Shot

You can search using a WMy <OPF |_ My sOPE Search | My cOPF PrintFolder | My cOPF Prin Staus
Create Date (the date the S IGHE

document was added to e e iy
eOPF). Or, use Start SF 50.4 :: NOTIFICATION OF SHORT TERM EMPLOYMENT (DISCONTINUED)
Effective Date and End . .
Effective Date to target Folder ides. 7 Select Al

forms with an Effective Date
falling within a specified

4 range [Elttle Date ] [Sta!t Effective Date g ] [Elld Effective Date . ]
To start all over with new

search criteria, use the

Clear button.

Clear

<

B4 Temporary 4 Permanent B performance A Training 19

Once all your criteria are
entered, click the Search
button at either the top or
the bottom of the page.

The My eo P F pag e MyeOPF My cOPF Search | My cOPF Print Folder | My cOPF Print Status

My eOPF: MARTIN, BETH

displays with the search T

results. The documents T e

meeting the entered search = = = e [E 2= = =

criteria are listed. s e e e -0 B

EY

183 document(s) returned.

Kc[f23as56789005 3 page[ < Jot10 &)
5 Nomser Dot T Coe1 Cosez S ome Ve ‘G o

SESD 0lALZ0% PAYADS 4 sazm | @ BB

SITIA 01112004 EMBLOYEE 0572172007 ]

SFS0 OLAL04 PAYAD) 24 0573172007 = B

SESQ  OLI/2004 DAY ADI 94 05/21/2007 @ B

SESD  1/04/2003  INDIVIDUAL CASH AWARD. 80 savzom . @ B B

SESO  10/202002  WITHIN-GRADEINC 853 0573172007 1] =2

SPSD 107172002 GROUPCASH AWARD Ba1 osayzo0r (@ < B

SE50-8  02/04/2002 INDIVIDUAL CASH AWARD 840 Perfomance  05/31/2007 ]

s ouizo pavAD =N Pemanet | 0512000 @ 4

SE50-8  OL14/2001 PAYADI 534 Permanent  05/31/2007 ]

SEs08 | ooz PAYADS =N Pemanet | 0512007 @ o4

Kie[tl2:as67291005 3 Fage[ = Jor10 (@)
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Part 4: Select a Group of Documents

Step Action Screen Shot
From the My eOPF page,
you can compile a group of
selected documents. For
example, you may want to e —_—
compile all your SF 50 > &« B o % ol
forms for viewing or —
1 printing. T '
e et TR S -~ |
First, click the Show All i I
Docs button. = @
= i o
The page refreshes, with SBEl oy 577 S | Wy o0 Bk P | oy S0P P S
check boxes displayed in My €OPF: MARTIN, BETH
the far right column. The B T e e T
documents can be sorted T T
by clicking on the column SRR e
183 (5) returned.
headers (see Part 2). m::'j_:“‘ e = . =
Place check marks in the S —— - o 5
boxes for those documents e o — =
you would like to view or o n lemmos e =
print. The row turns yellow :
once checked. Identify T . e -
print preferences by i = - —
clicking either the Print
2 Single Sided or Print
Double Sided button. Rows selected for printing:
Note: Clicking Print 183 document(s) retuned.
Single Sided or Print e e e B e I ea—
Double Sided does not omam  Fw oeos Pemaoe 052007 @
send the document to your -
local printer, but rather
compiles the selected
documents into a
consolidated PDF. You
can then print to your local
printer using the navigation
menu in Adobe Reader.
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Step Action Screen Shot
The page refreshes and a My 8OPE | My cOPF Search | My eOPF Print Foider
message displays selne i
indicating, “Your print T e kel e o S
request has been ot i :
submitted for processing.” A ——
3 CIiCk the My eOPF Print licﬁwnlk ’:mhm Type NOA Code 1 NOA Code 2 Side Create Date Check: A
Status tab fromthe top of | = e =0 e o R
the page to view the e s ki
consolidated documents.
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Part 5: Use Print Status

Step

Action

Screen Shot

Click on the My eOPF Print
Status tab to display the
My eOPF Print Status
page. The results list the
print requests you have
made.

Note: If you do not see your
request, wait a few minutes
and click the Refresh
button.

Click the View link to open
the documents in Adobe
Reader.

My ¢OPF | My ¢OPF Search | My eOPF Print Foider | My eOPF Print Status

My eOPF - Print Status :

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

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

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

Al dates and times displayed below are based on local (Denver, CO) server time. The current server time is: 5/3/2016
1:23:15 PM

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

sts are password protected. The password is the combination of the requesting user’s last name and the print job's Request
. For @ e if “John Smith” submits Print Request "204” then the password to view that PDF is "Smith204” (only the first
letter of the last name is capitalized).

Click on the Delate link found in each row of the results table containing a print request to DELETE the print request.

Request Id | Part Number

Request Date w Processed Date Page Count

Action
860/ 1 SENS 1:20052 PM 532010 1:221:43 PM 8 -
Delete

A file download prompt may
display. Your browser may
use a different prompt.

To view, click the Open
button.

Print requests are password
protected. The password is
the combination of the
requesting user’s last name
and the print job’s Request
ID number. In this example,
HR Specialist Abbott Doe
submits Print Request 103,
then the password to view
the PDF is Doe103. (Only
the first letter of the last
name is capitalized.)

Click the OK button.

[

o ]

‘DownloadFile pdf” is protected. Please enter 8 Document Open Password.

Enter Password: !“
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Step Action Screen Shot
A new window opens in [[85 Viewsos oot - adobe Aot P Ry}
Adobe Reader. VL T T T i x
fiose- BB B G2 LDO o

To View: Use the + and —
signs to change the size.

To Print: From the File
menu, choose Print.

o mo(Ce =) B e

To Save: From the File
menu, use the Save or
Save As feature to save the
4 document(s) on your
computer.

Note: Most eOPF
documents contain
personally identifiable
information and should be
protected at all times.

When you are finished, click
the red X’ icon to close the
document window.
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Step

Action

If there is more than one
part to your print request,
you will need to View each
part (which includes
submitting a password as in
Step 3) to continue the
printing process. In this
example, the print request
105 has 5 parts.

Note: To avoid the dividing
of a print request into parts
due to its large size, limit
print jobs to only those
folders and/or documents
necessary. For example, if
you need to examine the
permanent folder, only
select the permanent folder
for printing. If you need the
permanent and the
performance folders,
submitting two separate
print requests may avoid
segmentation.

Screen Shot

[Request id / Part Number

860/1 5272018 1:20:32 PM

Request Date + Processed Date Page Count

522018 1:21:43 PM 8

FEi

When you are done using
this print request, delete it
from the printing queue.
Click the Delete link in the
row of the request you wish
to delete.

Note: The print requests
remain on the My eOPF
Print Status for a period of
seven days at which time
they are automatically
deleted.

My eOPF | My ¢OPF Search | My ¢OPF Print Folder | My eOPF Print Status

My eOPF - Print Status :

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

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

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

All dates and times displayed below are based on local (Denver, CO) server time. The curent server time is: 5/3/2016
1:23:15 PM

Click on the View link found in each row of the results table to view a succassfully processed prink request.

Print requests are password protected. The password is the combination of the requesting user's last name and the print job's Request
ID number. For example i “John Smith® submits Print Request "204" then the passward to view that POF is "Smith204" (only the first
letter of the last name is capitalized).

Click on the Delete link found in each row of the results table containing a prink request to DELETE the print request.

Refresh

Request id [ Part Number Request Date w Processed Date Page Count Action

88071 522018 12032 PM 532018 12143 PM 8

eOPF Tips & Techniques
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Step Action Screen Shot

A confirmation displays ;
asking, “Do you want to Message from webpage ﬁ
DELETE this request?”

5 Click the OK button. I I Do you want to DELETE this request?

0K ] [ Cancel
—

A confirmation diSplayS My ¢OPF | My eOPF Search | My OPF Print Folder | My 6OPF Print Status
stating “Print Request has My €OPF - Print Status :
been D ELET”ED Prink requests are processed periodically in the order they were requested.
successfully. el el g e sl SRS

6 The req est no |onger Al daleslar;d lm;s d‘;spl-a}'gd-be_lcwarebas:onk:::l (Deg'.'e_r ) serverh;vz. Thecl.rrpmt sen:zr'_'lmeeqls: s;"sJ.-'.zms

u 1:31:35 PM
displays in the My eOPF
Print Status table. |
eOPF Tips & Techniques Search, View, Print and Save Using My eOPF
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Part 6: Print your Entire eOPF

Step Action Screen Shot

Click the My eOPF Print
Folder tab to print your
entire eOPF or print only

selected virtual folder sides e e T oW S
within the eOPF. + o 8 B o ¥
1 e e ] ]
_— - (IR - |
o * w1
e “ @ e m

The My eOPF Print Folder My cOPF My ¢OPF Search My ¢OPF Print Folder = My ¢OPF Print Status
page displays. My €OPF - Print Folder :

Chick the Print Single Sided or Print Double Sided button to submit a print request. The processed request will be available in the My eOPF Print Status page.
A POF file will be crested with the applicable documents which can be cpened in Acrobot reader and then printed.

Select the one or more
virtual folders from the o eI
Select Folder Side(s)

2 window. Or, click the
Select All checkbox to
select all folder sides and
print the entire eOPF. Pt Sngh Sissdl res Doute 5e3

Select Folder Side(s): /) Select All

& Permanent W Performance & Temporary 13 B4 Training

Identify print preferences by by <O | Wy OPF Search [ My sOBF PinFokde | Wy cPF i iaus

clicking either the Print My eOPF - Print Folder : . |
Single Sided or Print e e e B e i e,
Double Sided button. — uagT, BT

Total Document Count: 183

Note: Clicking Print Single et FlderSdesl: 2 Slact Al
Sided or Print Double
Sided does not send the
document to your local
printer, but rather compiles
the selected documents into
one consolidated PDF. You
can then print to your local
printer using the navigation
menu in Adobe Reader.

& Permanent ¥ Performance ¥ Temporary Mrs B Training

[ Print Single Sided  Print Double Sided ]

eOPF Tips & Techniques Search, View, Print and Save Using My eOPF
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Action Screen Shot

The page refreshes and a <GP |y coee s | abya0r Pt [ core o s ]

message displays My €OPF - Print Folder :
. . . “ Your request has been submitted for processing.
indicating, “Your request mmum.mmmquumhumwwmmm
has been submitted for S S which can b cpand St

Nama: ROGERS, MIMI

processing.” S i

Click the My eOPF Print Select Folder Sidels) ) Select Al
Status tab to view your .

=] Y Temporary | Training [+ Permanent | Performance
request.

Print Singhe Sided | | Print Double Seded

The My eOPF Print Status s [ T T e -

page dlsplays. My €OPF - Print Status :
When a req ueSt exceeds Print requests are processed periodically in the order they were requested.
. Click on the Refresh button to update the page with the latest print status information.
Please wait a few minutes between refreshing the page to give the print services time to process your request(s).
’
. . . All dates and times displayed below are based on local (Denver, CO) server time. The current server time is: 5/3/2016

request is divided into two 1:43:09 P4
or more parts, as ShOWn N Click on the View link found in each row of the results table to view a successfully processed prink request.

H Print requests are password protected. The password is the combination of the requesting user’s last name and the prink job's Request
thIS exam ple - ID number. For example i "John Smith” submits Print Request "204” then the password to view that PDF is "Smith204” (onky the first

letter of the last name s capitalized),

Click on the View link in the Cick on the Delete link found in esch row of the results table containing  print request to DELETE the print request.

far right hand column. Refresn
Request id | Part Number Request Date w Processed Date Page Count Action
8211 522018 1:30:20 PM
8811 S2018 1:33:40 PM 5372018 1:38:10 PM 54
88172 52016 1:32:40 PM 52016 1:38:12 PM 84

4 86113 532016 1:33:40 FM 532016 1:35:14 M 7

as1/4 572018 1:33:40 PM 52018 1:33:18 PM a2
881/5 5272018 1:32:40 PM 5272018 1:33:18 PM 4

Note: The parts are

identified in the Request ID
| Part Number column. This
example shows Request ID Request Id / Part Number
104, Parts 1 and 2.

Parts of print request:

28211

86111

eOPF Tips & Techniques Search, View, Print and Save Using My eOPF
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Step Action Screen Shot

A file download prompt may
display. Your browser may
5 use a different prompt.

Do you want ta open or save DowndoadFile.pdf from vem-f5eopf1 2tst1? Cpen Sawe v|| Caned | }

To view, click the Open
button.

[ ]

Print requests are password | .

protected. The password is fr-onosd ® =]
the Combination Of the l ‘DownloadFile.pdf” is protected. Please enter a Document Open Password,
requesting user’s last name b —
and the print job’s Request e et [
ID number. If HR Specialist [ ok ]| conce

6 Abbott Doe submits a print | S ——L J
request that is given _—
Request ID 104, the
password to view the PDF
is Doe104.

Click the OK button.

A new Wlndow Opens In "E‘] ViewPDF.pdf - Adobe Acrobat Pro E=SE=l )

Mdlt Miew Window Help £
Adobe Reader. RS K

To View: Use the + and - i1 | o | (= Tools | Comment
signs to change the size. - - :

To Print: From the File
menu, choose the Print e
function to print the : S

AT
‘MRS HANDLER.

document to your local | BRI e e | o S

e b L e e E

printer.

7 To Save: From the File
menu, use the Save or
Save As feature to save the
document on your
computer.

When you are finished, click
the red ‘X’ icon to close the
document window.
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