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Purpose 

This document provides guidance for individuals assigned to an Administrator role. The Administrator role allows 

individuals to manage and create user accounts, view and assign roles for other employees, and run reports. This guide 

will illustrate how to perform many of these functions and complete tasks related to the Administrator role. 

Introduction to eOPF 

See the eOPF Employee Reference Guide on the toolkit for guidance on the following features and functionality: 

• Logging in to eOPF 

• Configuring My Settings 

• Contacting the eOPF Help Desk 

• Giving Feedback 

View Profile 

1. To access your Profile, click the profile icon  and select “View Profile” under your name. 

 
2. The User Profile page is divided into 5 Sections: 

a. Personal Information: This section contains personal identifying information about the user. 

 
b. Contact Information: This section contains the user’s address and e-mail address 
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c. Employment Account Information: This section contains information about the user’s employments. 

If a user has multiple or dual employments, they will all show here. As an employee moves from agency 

to agency, the employment history will be logged in this table.  

 
d. Role and Access: This section contains the user’s assigned Role and Access Rights in the system. 

 
e. User Activity: This section contains information about the user’s login activity 

 
 

Note: You will not be able to update any information in your own profile. If there are any changes needed to your 

personal and contact information, please contact your HR System of Record. For changes to your employment or 

Access, please contact your HR Admin or Agency POC.  

Toggle to Employee View 

1. Logging in will automatically take you to HR Professional view. Aside from Contractors, all users with access to HR 

Professional view will have to ability to toggle to Employee View to view their own employee documents. To 

access Employee View, click the profile icon  and select “Switch to Employee”. 

 

See the eOPF Employee Reference Guide in the toolkit for guidance on the Employee view: 
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2. To switch back to HR Professional view, click the profile icon  and select ”Switch to HR Professional” 

 

Manage Users 
The following sections cover various user management functions available to Admins in eOPF. 

Create new user accounts  

1. In order to create a new user, first navigate to the left navigation menu and select the Admin dropdown and then 

select “Manage users” 
 

 
 

2. Once in the Manage Users screen, select the “Create user account” button under the “User list” grid header. 

 
 

3. Fill out all required fields and then, once complete, select “Create Account” at the bottom of the screen. 

a. Note: If, when selecting the folder type, you select either the Merged or Foreign folder type the folder 
cannot be changed back to a Standard folder type.  

i. Additionally, the “End date” field is optional but highly recommended if you know the window for 

which eOPF access is needed for the user being created. 
4. Lastly, confirm all the information on the following confirmation screen is correct with the account you wish to 

create. If all information is correct selected the “Finish” button at the bottom of the screen to finalize the account 
creation. 
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5. During account creation, if “Elevated permissions” was set to “No” the process ends here. If it was set to “Yes”, a Role 

and Access must be assigned to the user. See the next section for how to assign Role and Access.  

 

Configure new user accounts and employments 

1. In order to configure a new user account or employment, first navigate to the left navigation menu and select 

the Admin dropdown and then select “Manage users” 

 

 
 
2. In the next Manage Users screen, use the search fields provided to locate the user you wish to configure and 

select “Search”. Alternatively, new incoming accounts will appear by default at the top of the User list with the 

Role “Pending assignment”. 

 
 
3. Upon selecting “Search”, if there are any results which match your criteria, they will appear below the search 

criteria section. Locate the user you which to configure and select the row by double clicking on the user. 
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4. To configure the user’s Role and Access, navigate down the user’s profile page to the Role and Access section and 

select “Edit” within that section. 

 
5. You may then select the user’s role within the system from the “Role” dropdown, once a role is selected it is 

required to assign the user at least one line of Access Rights. 

a. Note: When assigning a role, you will only see options that are your role level or below. 

 

See below for a brief explanation of each role.  

i. HR Admin Role:  

• All HR Transfer Privileges   

• Search and view user profiles 

• Edit user profile information 

• Create user accounts    

• Configure Role and Access for other employees 

• Reports  

• Purge documents 

1. HR Transfer Role: 

• All HR Document Management Permissions   

• Request and respond to transfers (Agency and NPRC) 

• Send folders to NPRC 

2.  HR Document Management Role:  
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• All HR Viewer Permissions   

• Add a document   

• Modify Document   

• Reindex, Insert pages, Reorder pages, Replace document, Extract document 

• Delete documents  

• Restore documents 

• Reports 

3. HR Viewer Role: 

• Search folders  

• View documents 

• Print and download documents 

4. Investigator Role: 

• Search Users   

• Search folders  

• View documents 

• Print and download documents   

5. Importer Role:  

• Search folders  

• Add documents 

• View Today’s summary 

6. Help Desk Lead Role 

• All Help Desk User Permissions   

• Search folders  

• View documents 

7. Help Desk User Role 

• Search and view user profiles 

• Registration code resets 

 

3. After selecting a role for the user, you will have the ability to assign Access Rights. These access rights will restrict 
users from interacting with elements and/or datasets for which they are not intended to have access. Be sure to 

scroll to the right within the access section to view all options.  
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a. Fill in all “Required” fields. The “Required” fields will differ depending on the Role selected above.  

i. Note: The effective date will default to the current date but it is recommended to input the 

correct date if applicable.  

ii. Optional: Selecting the “Excluded” checkbox will work in an inverse manner to the standard 
Access Rights, prohibiting the user from access to that specific element or dataset. If “Excluded” 

is selected, at least one of the following fields must be configured or an error will display: 

1. Org code 
2. Activity code 

3. SSN 

b. To add an additional line of Access Rights, press the button and a new blank row will appear at 

the bottom of the grid.  
c. You may also delete access rights from this same selection screen by scrolling to the right of the access 

rights row you wish to delete and selecting the “Delete” option  

 
d. If available, Access template(s) will be available to apply. (See Access Templates for more information) 

4. Once you are done assigning the Role and Access, select the “Save”. 

5. A confirmation message will display and the Role and Access section on the user profile will be updated with the 
newly assigned Role and Access. 

 

Editing a user’s account 

The following sections all take place on the user profile of the employee the admin wants to edit the information for. 

Follow steps 1-3 from the previous section to navigate to the employee profile to edit.  

Updating a user’s Personal information: 

1. To update the user’s personal information, navigate to the Personal Information section and select “Edit”.  
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2. A new window will open allowing you to update any of the information allowed in the Personal Information section. 
Once you have completed editing the information, scroll to the bottom of the window and select “Save”. 

a. For more guidance on editing the user’s “Folder type”, see Editing a user’s folder type. 

 
 

1. A confirmation message will display, and the Personal Information section will be updated. 

 
b. Note: Any changes to a user’s Personal, Contact, or Employment Account information only apply to 

eOPF. You must make sure the changes are also processed in the HR System of Record or the information 

will revert back with the next Employee Data Feed. 

Editing a user’s folder type: 

1. To update the user’s folder type, navigate to the Personal Information section and select “Edit”.  

 
 

2. Scroll to the bottom of the popup window and select the desired “Folder type” from the drop down.  
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a. INPORTANT NOTE: Changing a folder type from: 

6. Standard to a Merged folder type will prevent the user from EVER being changed back to a 
Standard folder type. This folder type will ONLY be able to be changed to a Foreign folder type. 

7. Standard to Foreign folder type will prevent the user from EVER being changed to ANY OTHER 

folder type. The user will be locked into the Foreign folder type PERMANENTLY. 
8. Merged to Foreign folder type will prevent the user from EVER being changed to ANY OTHER 

folder type. The user will be locked into the Foreign folder type PERMANENTLY. 
 

3. Once you have completed changing the folder type, scroll to the bottom of the window and select “Save”. 

 
 

4. Selecting “Save” will bring up a secondary popup window confirming the folder type update. If you are sure of the 
folder type change, select “Confirm”.  

 
 

5. Upon confirming, you will be directed back to the user’s profile and will see a confirmation message at the top of 

the screen confirming the user’s folder type has been updated. 
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Updating user’s contact information: 

1. To update the user’s contact information, navigate to the Contact Information section and select “Edit”.  

 
 
2. A new window will open allowing you to update any of the information allowed in the Contact Information 

section. Once you have completed editing the information, scroll to the bottom of the window and select “Save”. 

 
 

3. A confirmation message will display, and the Contact Information section will be updated. 

 
a. Note: Any changes to a user’s Personal, Contact, or Employment Account information only apply to 

eOPF. You must make sure the changes are also processed in the HR System of Record or the information 

will revert back with the next Employee Data Feed. 

Editing a user’s employment account information 

1. To edit a user’s employment, navigate down to the Employment Account Information section on the user profile 
and select “Edit”. 

 
 

2. Make any changes to the available fields. Be sure to scroll to the right within the employment account information 

section to view all options.  

 
 

a. If you wish to add an additional employment (e.g. if the user has employment at multiple agencies, if 

the user is transitioning from employee to contractor) you can do so by selecting the  

button below the grid. A new blank row will be added for you to configure.  

 
3. Once you are done making updates to the employment account information updates select the “Save” button.  

4. A confirmation message will display, and the Employment Account Information section will be updated. 
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a. Note: Any changes to a user’s Personal, Contact, or Employment Account information only apply to 

eOPF. You must make sure the changes are also processed in the HR System of Record or the information 

will revert back with the next Employee Data Feed. 

Remove access to HR Professional view 

If an employee no longer needs a Role and Access assigned to them, they can have their access to the HR professional 

view removed so that they can only access the Employee view.  

1. Navigate down the user’s profile page to the Employment Account Information section and select “Edit”. 

 
 

2. Locate the “Elevated Permissions” dropdown and select the “No” option. This will remove the user’s Role and Access 

and subsequently their access to the HR Professional view. 

 
 

3.  Once you are done making updates to the employment account information updates select the “Save” button.  

4. A confirmation message will display, and the Employment Account Information section will be updated. 

 
a. Note: Any changes to a user’s Personal, Contact, or Employment Account information only apply to 

eOPF. You must make sure the changes are also processed in the HR System of Record or the information 

will revert back with the next Employee Data Feed. 

Access Templates 

An access template is a method used to create and assign a set of Access Rights to a user quickly and easily, especially 

when there are multiple users who will need the same Access Rights within the system. Setting up one (or more) access 
templates will allow assignment of multiple Access Rights to a user without the need to add individual lines of access 

for each user. 

Create new template 

1. To begin creation of a new Access Template, select the “Access Templates” option from the left navigation menu 
under the Admin dropdown. 
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2. In the Access Templates screen, select the “Create Template” option 

 
 

3. Input a title and optional description for the template to help easily identify its purpose.  

 
4. To add Access Rights, fill out the required fields in the “Add Access Right” section then press “Add to Template”.  

 
5. The added lines of access will appear in the “Access Template” grid at the bottom 

 
6. As lines of access are added, the system will verify them one by one for errors or conflicts. (See Configure new user 

accounts and employments for more information) 
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a. Note: Adding multiple rows of access with identical information or conflicts will result in an error. These 
errors must be corrected before the access can be added. This can be done by editing the access in the 

row you are attempting to add or by deleting an existing line of access in the grid below row by selecting 

the  icon at the end of the row. 

 
7. Once you have added all the Access Rights you wish to add to the template, select the “Finish” button at the bottom.  

8. A confirmation message will display and you can choose whether to return to the Access templates page, create 

another template, or navigate to another part of eOPF. 

 

Apply an Access Template to a user profile 

1. Follow steps 1-3 from the this section to navigate to the employee profile to edit. 

2. Navigate down to the Roles and Access section and select “Edit”. 

 
 

3. Select a Role from the “Role”” dropdown if the user has not been assigned a Role yet.  
 

4. Once a Role selection has been made, the Access Template dropdown box will appear. Select an available template 
to apply then press “Apply Template”.  

 
a. Note: Some high level roles like the Agency Admin will not have any access templates available. 

 

5. Adding a template that conflicts with the user’s existing access will result in an error. These errors must be 

corrected before the changes can be saved. This can be done by editing the fields in the rows of access marked 

with errors or by deleting one or more lines of access using the  icon at the end of the rows.  

 
a. Note: The system will automatically delete duplicate rows of access in a template if the user already has 

that access assigned.  
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6. Review the Access Rights table to ensure all access rights are correct then select “Save”. 

 
a. Note: You will not be able to save access rights with blank rows (see above). If there are any unwanted 

blank rows, please delete them before saving by scrolling to the right of the access rights table and 

selecting the  icon. 

 
7. A confirmation message will display and the Role and Access section on the user profile will be updated with the 

newly assigned Role and Access. 

 

Delete an Access Template 

1. From the Access templates page, locate the template you want to delete and click the icon at the end of the row. 

 

2. The pop-up modal below will display, giving you the option to confirm or cancel the action.  
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3. A confirmation message will display and the template will be removed from the grid. 

 

Employee Folder Search 
1. Admins can access the employee folder search by clicking the “Employee Documents” tab in the left-side 

navigation or by clicking the “Search Folders” link on the home page beneath the welcome header.  

 
2. From the Employee Folder search, enter the employee information in any of the available search fields then press 

“Search”. It is recommended to search by SSN.  

 
8. The matching results will be returned in the grid below the search fields. The list of employee folders is presented 

in alphabetical order by last name, but the order can be changed by selecting any of the column headings. 
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Note: A search for an employee outside of assigned access will result in a “No results found. Try a different search” 

message. 

 

View Documents 
1. Double click on an employee’s folder to display a list of the documents within the OPF. The list of documents is 

presented in order by most recent effective date, but the order can be changed by selecting any of the column 

headings.  

 
9. To view a document and its associated indexing information, select a form number. A document preview window 

opens providing a preview of the document. The indexing information is presented on the right. 

 

10. If you would like to enlarge the page, select the Expand button  at the top of the document preview window.  

A full-page view of the selected document displays. Then change the zoom percentage at the top of the document. 

You may download or print from the full-page view of the document by selecting the download icon  or the print 

icon  also at the top of the document. 
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Downloading and Printing Documents 
There are two ways an Admin can download and/or print an employee’s documents. It can be done from the document 

preview, or from the top of the Employee Documents list. 

Downloading/Printing from the Document Preview 

1. From the Employee Documents list, click the form number of the document you wish to download or print. 

2. A document preview of the selected form as well as the associated indexing information on the right displays. 

 

11. Select the download icon   or the print icon `  to download or print the selected document. Follow your system’s 

prompts to download or print. When you are finished, select the Close icon in the top right corner. 

You are returned to the Employee Documents list. 

Downloading/Printing from the Employee Documents List 

12. From the Employee Documents list, select the checkbox(es) next to the form number of the document(s) you wish 

to download or print. If you would like to print the entire folder, you can select the checkbox next to the Form 

column heading and all checkboxes will be selected. 
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13. Select the download link  or print link  at the top of the Employee Documents list to download or 

print the selected document(s). Follow your system’s prompts to download or print.  

Print Status 

1. When printing more than 2 documents or a document of large file size, the following system message will display, 

guiding the user to the Print Status page to download the print request. This page can be accessed through the link 

in the message or by selecting the “Print Status” option under the “Employee Documents” tab in the left navigation. 
a. System message 

i.  
b. Print Status tab 

i.  
2. Clicking the Print Status page will show a grid of all your print requests. The grid will be cleared every 48 hours at 

midnight EST. Print requests that are not ready to be downloaded will display “Pending” in the Processed date 

column.  

 
3. Refresh the page using the Refresh button in your browser to update the Print Status grid. 
4. When the print request is done processing, click on the Request ID link to initiate the download.  

 
5. When opening the downloaded file, you will be prompted to enter a password.  

a. Note: The password is a combination of the requesting user’s birth year and the Request ID. 

For example: 1980100 
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Cancelling a print request 

1. If a pending print request is no longer needed, click the  icon to cancel the request. 

2. The pop-up modal below will display, giving you the option to confirm or cancel the action. Note that this action 
cannot be undone, and you will need to resubmit the request if needed. 

 
3. One confirmed, a confirmation message will display and the print request will be removed from the grid. 

 

Deleting a print request 

1. If a completed print request is no longer needed, click the  icon to delete the request. 
2. The pop-up modal below will display, giving you the option to confirm or cancel the action. Note that this action 

cannot be undone, and you will need to resubmit the request if needed. 

 
3. Once confirmed, a confirmation message will display and the print request will be removed from the grid. 

 

Purging documents 
Documents that are deleted will be purged automatically after 120 days but Admins can manually purge documents 

before that. 

1.Navigate to the “Recently deleted” tab under “Employee documents” in the left navigation. 
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2.  The grid at the bottom will display a list of all the documents that you have deleted across all employee folders. 

 

3. Use the checkboxes to select the document(s) you would like to purge then press .  

 

• Note: There is also the ability to restore documents from this page. (See Restore a document for more 

information) 

4. A confirmation message will display, and the document will be removed from the grid. 

 

Search for deleted documents 

1.From the Recently deleted page, search for specific deleted documents by entering information in any of the 

available search fields then pressing “Search”.  
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2. The matching results will be returned in the grid below the search fields. Purge or restore the deleted 

documents as needed. 

Document Management 
Users assigned the HR Document Management and HR Transfer roles will be able to add, delete, and modify documents 

Add a document 

1. From the Employee Documents list, click the button. 

2. A dialog box display. Locate the PDF on the secure local or network drive.   

 

  
3. Select the PDF and click the Open button.  

4. A preview of the file will display for indexing.  
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5. In the Effective Date field enter the date to match the effective date of the document.  

6. Select the Form from the drop down. The Type and Folder Side fields will auto-populate based on the Master 

Forms List (MFL). These fields cannot be edited. 

 
7. Select NOA Code 1 and NOA Code 2 if applicable.  

8. Enter a Retention Date and Comment if applicable. 

9. Click to finish adding the document. 

10. A confirmation message displays with a green check mark indicating the document has been added 

successfully. Continue adding documents for the current employee or select the link in the message to search 

for another employee folder.  

 

Delete a document 

1. On the Employee Documents list, use the checkboxes to select one or more documents then press the 

button above the documents list. 
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2. A pop-up modal will appear prompting you to confirm or cancel the action. 

 
Note: Documents that are deleted will be able to be restored for 120 days.  

3. After confirming the action, a confirmation message will display that the documents have been marked as 

“Deleted” and moved to the end of the document list and highlighted in grey. 

 
 

Restore a document 

1. On the Employee Documents list, use the checkboxes to select one deleted document at a time and press the 

button above the documents list. 

2. A confirmation message will display that the document has been restored to its original location in the 

employee folder. 

 

Modify a document 

This section will cover the user’s ability to: 

o Reindex a document 

o Insert pages into a document 
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o Reorder the pages of a document 

o Replace a document 

o Delete pages of a document 

o Extract a document 

 

• Note: This guide will walk through the steps for each action one by one but many of these actions can be done 

in the same Modify document session. 

 

4. From the Employee Documents list, click the form number of the document you wish to modify. 

5. A document preview of the selected form as well as the associated indexing information on the right displays. 

Click the  icon above the PDF preview to enter “Modify document” mode. 

Reindex a document 

1. In “Modify document” mode, the right panel will display the indexing fields.  

 

2. Make any changes to the indexing information then press . 

a. Note: The Type and Folder Side fields will autopopulate based on Form selected. These fields are 

determined by the MFL and cannot be edited.  

b. INPORTANT NOTE: Agency specific forms: 
Agency specific forms will migrate to the new system and be indexed with Folder side “iAPF”. These 

documents can be reindexed to any other form on the MFL but they CANNOT be reindexed back to the 

“iAPF” folder side.  

3. You will be taken back to the Employee Documents list and a confirmation message will display. 

 

Insert pages into a document 

1. In “Modify document” mode, select the “Insert File” icon in the utilities above the PDF preview to insert 

additional pages into a document.  
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2. A dialog box displays. Locate the PDF to insert on the secure local or network drive. 

 
3. The pages of the inserted document will appear in the PDF preview. 

 

4. Continue adding pages as needed then press . 

5. You will be taken back to the Employee Documents list and a confirmation message will display. 

 

Reorder the pages of a document 

1. In “Modify document” mode, drag and drop pages to reorder them. 
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6. Continue reordering pages as needed then press . 

7. You will be taken back to the Employee Documents list and a confirmation message will display. 

 

Replace a document 

1. In “Modify document” mode, select the “Replace” icon in the utilities above the PDF preview to replace the 

entire document.  

 
2. A dialog box displays. Locate the replacement PDF on the secure local or network drive. 

 
3. The pages of the replacement document will appear in the PDF preview. 

4. Continue modifying the document as needed then press . 

5. You will be taken back to the Employee Documents list and a confirmation message will display. 
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Delete pages of a document 

1. In “Modify document” mode, use the checkboxes to select the pages of the document you want to delete. The 

“Select pages” panel on the right will help keep track of the pages selected.  

 

2. Click the  icon above the PDF preview to delete the selected pages. 

a. Note: You must leave at least one page in the document. The system will disable the “Delete” button 

when all pages are selected. 

 

3. Continue modifying the document as needed then press . 

4. You will be taken back to the Employee Documents list and a confirmation message will display. 

 

Extract a document 

1. In “Modify document” mode, use the checkboxes to select the pages of the document you want to extract. The 

“Select pages” panel on the right will help keep track of the pages selected.  
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2. Click the  icon above the PDF preview to begin extracting the selected pages. 

a. Note: You must leave at least one page in the document. The system will disable the “Extract” button 

when all pages are selected. 

 
3. The system will separate the original document and the new document into two separate tabs in the top left 

corner. On the “Original Document” tab, update the indexing in the panel on the right if need be. 
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4. Then, select the “New Document” tab and update the indexing in the panel on the right if need be. 

 

5. Once indexing of both documents is complete, press . 

6. You will be taken back to the Employee Documents list and a confirmation message will display. 

 

Task management 
Users assigned the HR Transfer role can access their work tasks from two locations- the Task summary and the Task 

page. 

Task summary 

The Task summary is found on the home page and houses a user’s open, immediate tasks. The requests that appear in 

this grid are based on the user’s POID access. It contains new incoming transfer requests and in progress transfer 

requests that the viewing HR specialist is currently working on.  

Three types of “Task status” may show up in the Task summary. 

3. New: A brand-new incoming transfer request that has not been picked up by any HR Specialist 

• In progress: A transfer request that the viewing HR specialist has picked up but not yet completed 

• Review required: A transfer request that the viewing HR specialist has picked up and has had a note added to 

it from the Losing Agency.  
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Task list 

The Task list page allows a user to search for and view all their tasks. Access the Task list by selecting the “Tasks” page 

in the left navigation 

 

The Task list is separated into 3 tabs: 

• Active: This tab houses requests that require action from the viewing HR specialist. The requests that appear 

in this tab are the same as those that appear in the Task summary. 

• Monitoring: This tab houses requests that are pending action from another agency. 

• History: This tab houses completed and denied requests. 

 

Search the Task list 

1. To search for a specific request or group of requests, enter the search criteria in any of the available search 

fields then press “Search”. 

 
2. The matching results will be returned in the Task list below in their respective tabs. Double click the request to 

view the request details. 
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Transfer 
This section will cover requesting and responding to transfers between agencies and NPRC  

Gaining agency requests an Agency transfer  

1. On the home page, select the “Request documents” button and select “Agency” from the dropdown to initiate 

an agency transfer request. 

 
2. Enter the SSN of the employee you would like to request a transfer for then press “Search”. 

 
3. If the account exists, the employee’s information will display. Review the accuracy of the information then 

press the “Select pick-up document” button. 

 
Note: If the employee has multiple employments, use the checkboxes to select the folder that you would like to 

request. A separate transfer request must be submitted for each employment.  

4. Select the appropriate pick-up document to attach to the transfer request then press “Review pick-up 

document”. Only one pick-up document can be selected. 
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5. A preview of the selected pick-up document and the indexing will display. Review the accuracy of the form and 

indexing then press “Review transfer request”. To reselect a pick-up document, press the “Back” button. 

 
6. Before submitting the transfer request, review the request details to ensure all the information is correct. 

• Provide additional details for the Losing Agency to view in the “Notes” box if applicable. This note will 

appear in the “Activity” section of the request details page.  
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7. To submit the transfer request, press” Submit”. A confirmation message will display, and the request will 

appear in the “Monitoring” tab of the task list. (See Task list for more information) 

 

Losing agency responds to an Agency transfer request 

8. New incoming transfer requests can be found in two locations: 

1. The Task Summary on the home page (not all Admin accounts will show the Task Summary section) 

2. The “Active tab” on the Task list 

3. Clicking on a row from the Task Summary or the Task list will take you to the request details page. It is organized in 
a way to provide HR specialists with the most important information they need to complete their work right upon 

viewing the request. 

• Request details: This section contains information about the employee to transfer 

• Activity: System generated messages on transfer progress and notes from the other HR specialist working 

on the request will appear here.  
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• Right-hand column: This section contains time-based information and contact information about the 

Gaining agency and Losing agency HR specialists working on the request. 

 

4. Review the information related to the request and begin processing the transfer request by pressing the “Start” 

button. 

5. On the next page, review the pick-up document for accuracy. If all the information is correct and you wish to proceed 

with the transfer, select the “Continue” button; if not, select the “Deny” button (See Deny a transfer request for more 

information) 
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6. Selecting “Continue” will bring you to the Folder review page. On this page, the HR specialist must ensure that the 

employee folder is complete and that all documents that will transfer are indexed correctly.  

7. All forms that will transfer are automatically selected based on the Master Forms List (MFL). The “Ready to transfer” 
column in the document list will inform you of if the document is marked for transfer and if it contains any indexing 

errors. See below for a breakdown of the icons you will see in the “Ready to transfer” column: 

• : This indicates that the document is marked for transfer and is ready to transfer. 

•  :This indicates that the document is marked for transfer but contains an indexing error and will need to be 

reindexed. (See Reindexing documents with errors for more information) 

•  :This indicates that the document is not marked for transfer and will be deleted at time of transfer. 

8. Once all documents are ready for transfer, press the button. 

9. A list of only the documents that will transfer will display. Confirm the documents are correct then press or 

go back to continue making edits. 

 

10. Note: this page also contains instructions on what to do if you think there are documents that should be transferred: 

1. Proceed with the transfer of the selected documents.  

2. Send the document(s) via email or mail to the Gaining Agency or NPRC, outside of eOPF. Update the transfer 

request notes with details about the non-identified documents submitted.  

3. Contact your Account Manager to start the adjudication process for identifying the form(s) for transfer on 

the Master Forms List. 

11. Read and agree to the two acknowledgements that appear on the screen then press . 

 

12. A confirmation message will display, and the request will appear in the “History” tab of the task list. (See Task list 

for more information) 
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Reindexing documents with errors 

1. To reindex a document with error, click the row containing the  icon. The document preview will appear 

below the list of documents. 

2. The indexing panel will display an error and the indexing fields with errors will be marked with the  icon. 

Click the “Modify” button or the link in the indexing error to enter modify document mode.  

 

3. Reindex the indexing fields with error then press to return to the Review Folder page. 

   
4. The document will now display  in the “Ready to transfer” column. Continue reindexing documents until all 

error icons are gone. 

Denying a transfer request 

13. Selecting “Deny” will redirect you to the Deny transfer request page to select a reason for denial of the transfer and 

to provide notes related to the denial. When done, press the “Deny” button. 
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14. The pop-up modal below will display, giving you the option to confirm or cancel the action. After selecting “Confirm” 

you will be redirected to the Task list page.  

 

15. A confirmation message will display and the denied request will appear in the “History” tab of the Task list with 

“Status” set to “Denied” 

 

 

Adding a note to a transfer request 

During a transfer, you can add a note to the transfer request to communicate with the other agency involved in the 

transfer. Some examples of when it might be useful to add a note are: 
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• To check-in on the status of a transfer  

• To ask questions or request any missing information about a transfer 

• To indicate if another HR specialist will be working on a request 

1. Open up any transfer request to view the request details. 

2. In the “Activity” section, click into the “Add note” box and type your message to the other agency. Then press 

“Post”. 

 

3. The note will be published in the Activity section. On the other agency’s side, this request will appear in their 

Task Summary or Active tab with the status “Review required”, alerting them to open the request details and 

read the note.  

 

What the other agency will see in their Task summary or Active tab: 

 

Late-arriving Documents (Reprocessing) 

Late-arriving documents that come through the electronic data feeds (EDF) will be automatically uploaded to the 

employee’s folder and then forwarded to the Gaining Agency IF the document is indicated for transfer by the MFL.  

• Note: If the document is not indicated for transfer by the MFL, it will remain in the folder for 120 days before it 

is purged.  

For late-arriving documents that need to be manually uploaded, follow the steps below. 

1.Navigate to the “Employee Documents” tab in the left-side navigation. 
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2.From the Employee Folder search, enter the employee information in any of the available search fields then press 

“Search”. It is recommended to search by SSN.  

 

3.The matching results will be returned in the grid below the search fields. Double click on the row to open up the 

employee’s folder. 

 

Note: A search for an employee outside of assigned access will result in a “No results found. Try a different search” 
message. 

4. Follow the steps in the Add a document section of this guide to upload the document to the employee’s folder. 

5. The document will automatically be forwarded to the Gaining Agency the following day IF the document is 

indicated for transfer by the MFL. 

a. If the document is NOT indicated for transfer by the MFL, it will remain in the employee folder until it is 

purged either manually or automatically after 120 days. 

Gaining agency requests a transfer from NPRC 

1. On the home page, select the “Request documents” button and select “NPRC” from the dropdown to initiate a 

transfer request from NPRC. 
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2. Enter the SSN of the employee you would like to request a transfer for then press “Search”. 

 
3. If the folder exists at NPRC, the employee’s information will display. Review the accuracy of the information 

then press the “Select SF 127” button. 

 
4. Select the appropriate SF 127 to attach to the transfer request then press “Review SF 127”. Only one document 

can be selected. 

 
5. A preview of the selected SF 127 and the indexing will display. Review the accuracy of the form and indexing 

then press “Review transfer request”. To reselect a SF 127 document, press the “Back” button. 
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6. Before submitting the transfer request, review the request details to ensure all the information is correct. 

• Provide additional details for the Losing Agency to view in the “Notes” box if applicable. This note will 

appear in the “Activity” section of the request details page.  
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7. To submit the transfer request, press” Submit”. A confirmation message will display, and the request will 

appear in the “Monitoring” tab of the task list. (See Task list for more information) 

 

NPRC responds to a transfer request 

16. New incoming transfer requests can be found in two locations: 

17. The Task Summary on the home page (not all Admin accounts will show the Task Summary section) 

18. The “Active tab” on the Task list 

19. Clicking on a row from the Task Summary or the Task list will take you to the request details page. It is organized in 
a way to provide HR specialists with the most important information they need to complete their work right upon 

viewing the request. 

• Request details: This section contains information about the employee to transfer 

• Activity: System generated messages on transfer progress and notes from the other HR specialist working 

on the request will appear here.  
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• Right-hand column: This section contains time based information and contact information about the 

Gaining agency and Losing agency HR specialists working on the request. 

 

20. Review the information related to the request and begin processing the transfer request by pressing the “Start” 

button. 

21. On the next page, review the SF 127 for accuracy. If all the information is correct and you wish to proceed with the 

transfer, download the document using the  icon, complete Section II on the SF 127 outside of eOPF, then select 

the “Continue” button; if not, select the “Deny” button (See Deny a transfer request for more information) 
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22. Press the “Upload SF 127” and select the completed SF 127 from your computer directory. 

 

23. A preview of the selected SF 127 and the original indexing will display. Review the accuracy of the SF 127 then press 

the “Review employee folder” button at the bottom. 

 

24. A list of the documents that will transfer will display. Press or go back to make any edits to the SF 127. 

 

25. A confirmation message will display, and the request will appear in the “History” tab of the task list. (See Task list 

for more information) 
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Losing agency sends a folder to NPRC  

1. On the home page, select the “Send to NPRC” button initiate a transfer to NPRC. 

 
2. Enter the SSN of the employee you would like to transfer the folder of then press “Search”. 

 
3. If the account and folder exist, the employee’s information will display. Review the accuracy of the information 

then press the “Review employee folder” button. 

 

26. On the Review folder page, the HR specialist must ensure that the employee folder is complete and that all 

documents that will transfer are indexed correctly.  

27. All forms that will transfer are automatically selected based on the Master Forms List (MFL). The “Ready to transfer” 

column in the document list will inform you of if the document is marked for transfer and if it contains any indexing 

errors. See below for a breakdown of the icons you will see in the “Ready to transfer” column: 

• : This indicates that the document is marked for transfer and is ready to transfer. 

•  :This indicates that the document is marked for transfer but contains an indexing error and will need to be 

reindexed. (See Reindexing documents with errors for more information) 

•  :This indicates that the document is not marked for transfer and will be deleted at time of transfer. 

28. Once all documents are ready for transfer, press the button. 

29. A list of only the documents that will transfer will display. Confirm the documents are correct then press or 

go back to continue making edits. 
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30. Note: this page also contains instructions on what to do if you think there are documents that should be transferred: 

4. Proceed with the transfer of the selected documents.  

5. Send the document(s) via email or mail to the Gaining Agency or NPRC, outside of eOPF. Update the transfer 

request notes with details about the non-identified documents submitted.  

6. Contact your Account Manager to start the adjudication process for identifying the form(s) for transfer on 

the Master Forms List. 

31. Read and agree to the two acknowledgements that appear on the screen then press . 

 

32. A confirmation message will display, and the request will appear in the “History” tab of the task list. (See Task list 

for more information) 

 

Reports  
Admins will be able to run the following reports. 

• Transfer report: This report is designed to show Transfer Activities in the eOPF system. 

• Deleted documents report: This report is designed to show documents that have been deleted in the eOPF 

system. 

• Purged documents report: This report is designed to show purged documents in the eOPF system. 

• Data Feed report: This report is designed to gather information regarding the form data feed services used by 

the agency to view a list of successfully processed and failed transactions based on the entered search criteria. 

Roles and Access report: This report is used to show users' Role(s) and additional Access Rights assigned to 

user(s) in eOPF system.  

 

6. Navigate to the “Reports” tab in the left-side navigation. 
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7. The Reports page will display a grid of all pending and processed reports. The reports are cleared after 30 days at 

midnight EST. Click on the “Generate new report” button.  

 
8. Select an “Access type” and then a report from the “Reports” dropdown. Selecting a report will also automatically 

populate the “Access type” 

 
9. Selecting a report will populate the “Reports description” and the corresponding reports filters will display. Fill out 

the filters as needed then press . 
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10. You will be taken back to the Reports page and a confirmation message will display. Reports that are not ready to 

be downloaded will display “Pending” in the “Date processed” column.  

 
11. Refresh the page using the Refresh button in your browser to update the reports grid. 
12. When the report is done processing, click on the Request ID link to initiate the download.  

 
13. When opening the downloaded file, you will be prompted to enter a password.  

a. Note: The password is a combination of the requesting user’s birth year and the Request ID. 

For example: 1980100 

 



52 

 

Cancelling a report 

14. If a pending report is no longer needed, click the  icon to cancel the report. 

15. The pop-up modal below will display, giving you the option to confirm or cancel the action. Note that this action 
cannot be undone, and you will need to regenerate the report if needed. 

 
16. One confirmed, a confirmation message will display and the report will be removed from the grid. 

 

Deleting a report 

17. If a report is no longer needed, click the  icon to delete the report. 
18. The pop-up modal below will display, giving you the option to confirm or cancel the action. Note that this action 

cannot be undone, and you will need to regenerate the report if needed. 

 
19. One confirmed, a confirmation message will display and the report will be removed from the grid. 

 

Logout 
1. When you are ready to log out of the system, select the profile icon in the top-right corner of the screen and select the 

“Logout” option. 
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6. The system will return to the login screen, confirming logout. 

 

 


