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IMPORTANT! This reference guide includes screens from eOPF which are representative of what you may see.
However, your system may appear slightly different depending upon your role or versioning of the system.



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:

e Logginginto eOPF

e Configuring My Settings

e Contacting the eOPF Help Desk
e Giving Feedback

View Profile
1. To access your Profile, click the profile icon ® and select “View Profile” under your name.
e o
[ © LESLIPAPANIKOLAOU ]

View Profile

iy

Switch to Employee

L Settings

[> Logout

2. The User Profile page is divided into 5 Sections:
a. Personal Information: This section contains personal identifying information about the user.

< User Profile: Papanikolaou, Lesli T.

Personal Information

LAST NAME FIRST NAME
PAPANIKOLAOU LESLI

MIDDLE NAME SUFFIX

TORRI

BIRTH DATE SSN

wxra praxe Show -----B837 Show
FOLDER TYPE

Standard

b. Contact Information: This section contains the user’s address and e-mail address

Contact Information

ADDRESS (HOME) EMAIL

700 US HIGHWAY 441 LESLLPAPANIKOLAOU.0207@not ARealEmailService.gov
Suite 4530

FARGO, GA 31631

UNITED STATES




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.

Employment Account Information

EMPLOYMENT AGENCY
Select o AGENCY SueLEmENT | POID

790489 VETERANSHEA.. VATA 1782

ACCOUNT STATUS
Active

ACTIVITY  AGCOUNT
ORG CODE CODE TYPE

VATAB9905603 CHOLCO... Employee

START DATE END DATE

2025.01-29

ELEVATED

PERMISSION FOLDER STATUS

Yes ACTIVE

Rowsperpage: 10 = 1-of1

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

Role and Access:

ROLE
Investigator

POID AGENCY SUBELEMENT ORG CODE

1782 VATA

ACTIVITY CODE

SSN

EFFECTIVE FROM

2025-01-30

EFFECTIVETO EXCLUDED

false

Rows per page: 10 =

1-10f1

User Activity

TOTAL LOGIN COUNT
20

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. Loggingin 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:

® o

=

© LESLIPAPANIKOLAQU

View Profile

Switch to Employee

£t Settings

[ Logout




2. To switch back to HR Professional view, click the profile icon @ and select “Switch to HR Professional”

® o

«* Switch to HR Professional

¥ Settings

[ Logout

Manage Users

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

Create new user accounts

1. Inorder to create a new user, first navigate to the left navigation menu and select the Admin dropdown and then
select “Manage users”

2 Admin ~

Manage Users

Configure Settings

Master Forms List

Access Templates

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

User list

o Create user account

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.



5. Duringaccount 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. Inorder 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”

-4 Admin ~

Manage Users

Configure Settings

Master Forms List

Access Templates

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”.

Manage Users

SSN Employee ID
©
Last Name First Name
Agency
POID ORG CODE ACTIVITY CODE Subelement

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.




User list
o Create user account

1results returned of 1

LAST NAME FIRST NAME, MI SSN POID ORG CODE AGENCY SUBELEM... ROLE TASK STATUS
User Test R AIN2 Q 1000 AG1111020000040... AGT1 Pending Assignment
Rows per page: 10 « 1-1of1

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.

Role and Access:

ROLE Edit

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.

Role and Access:

ROLE

ROLE

See below for a brief explanation of each role.

HR Admin Role:
e AllHR Transfer Privileges
e Search and view user profiles
e Edit user profile information
e Create user accounts
e Configure Role and Access for other employees
e Reports
e Purge documents
1. HRTransfer Role:
e AllHR Document Management Permissions
e Request and respond to transfers (Agency and NPRC)
e Send folders to NPRC

2. HRDocument Management Role:



e AllHR Viewer Permissions
e Addadocument
e Modify Document
e Reindex, Insert pages, Reorder pages, Replace document, Extractdocument
e Delete documents
e Restore documents
e Reports
HR Viewer Role:
e Search folders
e View documents
e Printand download documents
Investigator Role:
e Search Users
e Search folders
e View documents
e Printand download documents
Importer Role:
e Search folders
e Adddocuments
o View Today’s summary
Help Desk Lead Role
e All Help Desk User Permissions
e Search folders
e View documents
Help Desk User Role
e Search and view user profiles

e Registration code resets

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.



Available templates

- Apply Template

Assign Access Rights

Agency subelement Effective from
POID (Required) (Required) Org code Activity code SSN (Required)
1. - S 04/11/2025

© Add

= -

a. Fillin 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. Orgcode
2. Activity code
3. SSN

b. To add an additional line of Access Rights, press the @ 44 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

Effective to Excluded Delete

O ©

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

& The user's information has been successfully updated.

Mote: Changes only apply to eDPF. They must be processad in the HR System of Record or the information will revert back with the next Employee Data Feed.

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. Toupdate the user’s personal information, navigate to the Personal Information section and select “Edit”.

10



Personal Information

LAST NAME
User

MIDDLE NAME

BIRTH DATE
ok e ke Show

FOLDER TYPE
Standard

FIRST NAME
Sample

SUFFIX

Show

2. Anew 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.

m Gancel

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

O The user's information has been successfully updated.

Note: Changes only apply to eOPF. They must be processed in the HR System of Record or the information will revert back with the next Employee Data Feed.

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”.

Personal Information

LAST NAME
User

MIDDLE NAME

BIRTH DATE

ok ik s Show

FOLDER TYPE
Standard

FIRST NAME
Sample

SUFFIX

Show

2. Scroll to the bottom of the popup window and select the desired “Folder type” from the drop down.

11




BIRTH DATE
n/mam

MIDDLE NAME (OPTIONAL) SUFFIX (OPTIONAL)

FOLDERTYPE

Standard

Standard
Merged

Foreign

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.
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.
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.

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

= -

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”.

GO BACK

Edit Personal Information m

Update Folder Type

Once Folder Type is changed to Foreign. It cannot be changed

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.

Q The user's information has been successfully updated.

Note: Changes only apply to eOPF. They must be processed in the HR System of Record or the information will revert back with the next Employee Data Feed.

12




Updating user’s contact information:

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

ADDRESS (HOME) EMAIL
Sample Address Sample@sample.com

Sample City, VA 99997
United States

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”.

m CanCEI

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

0 The user's information has been successfully updated.

Note: Changes only apply to eOPF. They must be processed in the HR System of Record or the information will revert back with the next Employee Data Feed.

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”.

Employment Account Information

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.

All fields are required unless marked optional.

POID AGENCY SUBELEMENT ORG CODE (OPTIONAL) ACTIVITY CODE ACCOUNT TYPE START DATE END DATE (OPTIONAL) ELEVATED
(OPTIONAL) PERMISSIO

1000 X - AGNTO.. X~ 202501... X ~ 04/11/2025 No

4 ———— >

© Add Employment

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

3. Onceyou 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.

13



& The user's information has been successfully updated.

Mote: Changes only apply to eOPF. They must be processed in the HR System of Record or the infarmation will revert back with the next Employee Data Feed.

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”.

Employment Account Information

2. Locatethe “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.

Employment Account Information

All fields are required unless marked optional.

AGENCY ORG CODE ACTIVITY CODE ELEVATED END DATE FOLDER
SUBELEMENT POID (OPTIONAL) (OPTIONAL) ACCOUNTTYPE  PERMISSIONS START DATE (OPTIONAL) STATUS
S | ‘moo - | ‘oooo o ‘ ‘0 o ‘ ‘Empmyee o Yes ~v | | 10/04/2023 ‘ ‘mm/dd,’yyyy ‘ \Active 2 ‘ m Cancel

ACCOUNT STATUS

Active

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.

& The user's information has been successfully updated.

Mote: Changes only apply to eOPF. They must be processed in the HR System of Record or the information will revert back with the next Employee Data Feed.

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.

14



Admin ~

Manage Users

Configure Settings

Master Forms List

Access Templates

In the Access Templates screen, select the “Create Template” option

Access Templates

@ Create Template

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

All required fields must be filled out. Lines of Access Rights will be validated one by one.

TEMPLATE NAME (REQUIRED)

Sample Template

DESCRIPTION

This is to illustrate the method by which a new access template should be created

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

Add Access Right

Agency subelement
Error POID (Required) . Org code Activity code SSN Exclude
(Required)

&‘ O @ Add To Template

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

Add Access Right

Agency subelement
Error POID (Required) Org code Activity code SSN Exclude
{Required)

- ® a @ Add To Template

Access Template
Error o POID Agency subelem. Org code Activity code SSN Exclude Delete
1 1000 AGTI false (&)
2 1001 NLOO false ©
Total Rows: 2

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)

15



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.

o The Access Right you are attempting to add conflicts with Row 1. X
Edit or remove one or more of the conflicting lines of Access in order to proceed.

7. Onceyou 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.

0 Access template created successfully. Return to Access templates or create another template.

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”.

Role and Access:

ROLE Edit

POID Agency Subelement Org code Activity code SSN Effective from Effective to Excluded

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”.
ROLE

HR Admin -

Available templates

v 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.

o Duplicate or conflicting Access Rights detected in the following rows:
* Row1
* Row 2
* Row5
Edit or remove one or more of the 3 Access Rights in order to proceed.

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

16



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

Assign Access Rights

Agency subelement Effective from
POID (Required) (Required) Org code Activity code SSN (Required) Effective to
1. v L 04/16/2025
2. 1000 X v AGT1 X - AGITTL... X ~ 2025.. X ¥ o 04/16/2025
3. 1000 X v DNOO X ~ 10400... X ~ 2025... X ¥ L8 04/16/2025
4. 1003 X v VAOO X ~ hd v L8 04/16/2025

© Add

- =

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

Q The user's information has been successfully updated.

Note: Changes only apply to eOPF. They must be processed in the HR System of Record or the information will revert back with the next Employee Data Feed.

Delete an Access Template

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

Access Templates

@ Create Tomplate

TEMPLATE NAME DESCRIPTION CREATED BY MUMBER OF ACCESS RIGHTS DELETE

Sample Sample template Marken, Christopher 2 @

Total Rows: 1

2. The pop-up modal below will display, giving you the option to confirm or cancel the action.

X

Delete template

This action cannot be undone, and you will need to recreate
the template if needed. This will not impact the access of
those who have been assigned the template.

17



3. Aconfirmation message will display and the template will be removed from the grid.

a Access template deleted successfully.

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.

= OPM | o

B Employes
Documents

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

Employee Folder Search

Search federal employee information to find available employee folders.

SSN Employee ID

&
Last Name First Name
POID ORG CODE

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

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.

Employee Folder Search

Search federal employee i ion to find ilabl ployee folders.
SSN Employee ID
o
Last Name First Name
POID ORG CODE
1782 X -

m flear

10 results returned of 15

LASTNAME FIRST NAME. MI SSM SOURCE POID ORG CODE
ABULAEAN JENEE 6804 Q VATA 1782

ALFEROS PATTIE ===8451 & VATA 1782 VATABS905603
BATAYOLA FRANKIE *=*.*=.6250 Q VATA 1782 VATAB9905603
CUTHILL CORRINE *+x++-8850 Q VATA 1782 VATAB9905603
DOKTOR ALETHA e 7594 Q VATA 1782

ACTIVITY CODE

CHOLCOMB

CHOLCOMB

CHOLCOMB

EMPLOYEE ID

TIM2147438324

TIM2147479859

TIM2147448192

TIM2147483481

TIM2147392108

FOLDER STATUS

ACTIVE

INACTIVE

ACTIVE

ACTIVE

ACTIVE
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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.

< Documents for: ABULABAN, JENEE

3 Download & Print

D FORM NOA CODE NOA CODE 2 AGENCY FOLDER SIDE EFFECTIVE DATE CREATE DATE
D SF 50 842 VETERANS HEALTH ADMINISTRATION Permanent 06/03/2024 06/05/2024
D SF 50 002 740 VETERANS HEALTH ADMINISTRATION Permanent 05/31/2024 06/05/2024
D SF 50 931 VETERANS HEALTH ADMINISTRATION Permanent 06/03/2024 06/05/2024
D SF 50 600 VETERANS HEALTH ADMINISTRATION Permanent 06/01/2024 06/05/2024
»
Total Rows: 4

9. Toview adocument 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.

L3 x
Expand Close
INDEX
NAFI NOTIFICATION OF PERSONNEL ACTION aen
(Employee - see general information on reverse.) a4si SHOW
AR AP o, P GRS ) o o7 T
. ) 5 s e,
uscipit laboriosam, nisi ut aliquid ex ea CoMMOGT CONSE | +- tes Nasemst [F___|04/07/2035 369-00-84¢
ML T ER— [& DEPESDENT STATUSI . Miiary- Y L LRAVE (W SCD - BRA_ EFFECTIVE DATE
fr= 5 e 5 61631830 10/12/2026 2025-01-29
TCROUP REALTH DSURARCE 5 oo o it o R | T CROTT L PR [ RETREET o FAIE LuboR TTANGLRD
o et B k(o s Bk s 3B g e e bl
o - = . . gt
o e i et ,T R e p— gt jim coRm
TACONE I, NATURE OF ACTION (eshebing empieyment soges? T AF 2545
e
reiciendis | in culpa q 3524 01/29/2025
TS PR Pt T b e Ao el ELI T T 0 AL
oeecone srron | oasoumyRATE TYPE
nare
- . _ ) quod maxim PERSONNEL ACTION/SUPPORT DOC
«quam nihil molestiae consequatur, vel illum qui dc nditi axime em reful jonem ulla
iditate no
T CORERR AN LOC N o7 ENF GV A A FOLDER SIDE
saepe eveniet ut et voluptates repudiandae sint et e Permanent
molestiae ) MEMBERSHIP ASSOCIATION
z AR
*COPRETNTY ia non numguam eius medi tempora incidunt ut labore & s NOA CODE
P ——y——— wraan [ = T AL ALY
oo conk - sroron | oRuocLy mare
maTE erendis do
m quia voluptas sit aspematur aut odit aut fugit, sed ¢ | udant stet £ magni| o sarum
NOA CODE 2
ae dicta s
X CORERANE A5 LOCATION 07 ENFLOVIVG AT € Camecony of kan
non recusandae. Itaque earum rerum hic tenetur a —
sapiente delectus, ut aut reiciendis voluptatibus HMEMBERIIEP ABOCUTION RETENTIOM DATE
Lo L

10. If you would like to enlarge the page, select the Expand button oot at the top of the document preview window.
Afull-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 g or the print
icon = also at the top of the document.
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= eOPFDocument

NAFI NOTIFICATION OF PERSONNEL ACTION
(Employes - sce general information on reverse )

uscipit laboriosam, nisi ut aliquid ex ea commodi cwseP ,5—1 0410712035

ndis [ in culpa g

quod maxim
quam nihil molestiae consequatur, vel illum qui do i em renf ionem ula

iditate no

saepe eveniet ut et voluptates repudiandae sint et

s
int ut labore &

o pax s avo

m quia voluptas it aspernatur aut odit aut fugit, sed ¢ | udant

non recusandae. Itaque earum rerum hic tenetur a
sapiente delectus, ut aut reiciendis voluptatibus

™ & sunt in culpa qui officia deserunt molitia anim, id est
‘que laudantium, tolam rem aperiam, eaque [ gendi opbio cumaue ninil imy

e
us mod| tempora incidunt ut labore et dolore magnam aliquam quaerat voluptatem. Ut enim ad minima
veniam, quis nostrum exercitationem ullam corpois suscipit laboriosam, nisi ut aliquid ex ¢a commodi

consequatur. Quis aulem vel eum lure reprenenderit qui In ea voluptate velit esse quam nihil molestiae

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. Adocument preview of the selected form as well as the associated indexing information on the right displays.

<@ x

Expand Close

NAFINOTIFICATION OF PERSONNEL ACTION SsH
(Employee - see general informat ene) 8451 SHOW

uscipit laboriosam, nisi ut aliquid ex ea commodi conse 369-00-84¢

ateidiede EFFECTIVE DATE
9 10/12/2026 2025-01-29
[ FORM
ey AF 2545

reiciendis | in culpa q

TR P T S A o T
“acccone TYRE
- y . ) PERSONNEL ACTION/SUPPORT DOC
«quam nihil molestiae consequatur, vel illum qui do nditi
FOLDER SIDE
saepe eveniet ut et voluptates repudiandae sint et Permanent
molestiae a
[LCMEACTVTY Ula non numguam eius modi tempora incidunt ut labore & NOA CODE
[ p———— i pa s
erendis do
m quia voluptas sit aspernatur aut odit aut fugit, sed ¢ | udant stet rmagni| o earum
NOA CODE 2
ae dicta s
non recusandae. Itaque earum rerum hic tenetur a J
sapiente delectus, ul aut reiciendis voluptatibus D MBI ASOCIATIGN RETENTION DATE
— = = e——— - —

11. Select the download icon * or the printicon ‘B 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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¥ Download & Print

FORM NOA CODE

<]

FRDEN1

<]

NAF 52

SF 2809

SF 2810

NOA CODE 2

AGENCY

VETERANS HEALTH ADMINISTRATION

VETERANS HEALTH ADMINISTRATION

VETERANS HEALTH ADMINISTRATION

VETERANS HEALTH ADMINISTRATION

FOLDER SIDE

EFFECTIVE DATE

01/29/2025

01/29/2025

01/29/2025

01/29/2025

CREATE DATE

01/30/202¢

01/30/202¢

01/30/202¢

01/30/202¢

[m

v

- »

2 rows selected Total Rows: 24

13. Select the download link ® Download or print link & Frint 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

A Thereguested print job may take longer than expected. Check the Print Status page later to download your documents.

l.
b. Print Statustab

— OPM Electroni
- Personng
Tasks
Employee
B Documents -~

Print Status

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.

Print Status

Click on the Reguest 1D link to download the print request.
This page will be cleared every 48 hours at midnight Eastern Standard Time. The current date and time is 04/11/2025 02:11 PM EDT.

Print requests are password protected. (&)

1results returned of 1

Request ID Employee name Requesting user Date requested Date processed Document count  Delete

. 10040 AALAND, KEVIN VACCARELLO, MAUREEN 04/11/2025 2:1IPM EST Pending g X

Rows per page: 5 + i-oft

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.

Request ID

Employee name Requesting user Date requested - Date processed Document count  Delete

] 10040 AALAND, KEVIN WVACCARELLO, MAUREEN 04/11/2025 2:11PM EST 04/11/2025 2:11PM EST 9 e

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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Password required

This document is password protected. Please enter a password.

Cancelling a print request

1. Ifapending print request is no longer needed, click the X 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.

Cancel print request x

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.

ﬁ The print request has been canceled successfully.

Deleting a print request

1. Ifacompleted 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.

Delete print request X

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.

u The print request has been deleted successfully.

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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a Elect;
OPM |
Tasks

B Employee
Documents

Recently Deleled

Print Status

o Reporls

Admin '

2. The grid at the bottom will display a list of all the documents that you have deleted across all employee folders.

1results returned of 1 w~ Restore

D EMPLOYEE FORM NOA CODE MOACODE 2 FOLDER SIDE DELETED DATE
O  HR TRANSFER, MORSHIDA CSC 170 Permanent 2025-04-21
Rows per page: 5 1-1af1

B Purge

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

1results returned of 1 w~ Restore

EMPLOYEE FORM NOA CODE MNOA CODE 2 FOLDER SIDE DELETED DATE
HR TRANSFER. MORSHIDA CSC170 Permanent 2025-04-21
1 row salected Rows per page: 5 = 1-10f1

# Purge

e 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.

Q The salected documantis) has bean permanently deleted.

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”.

23



Recently Deleted

Documents that have been in Recently Deleted for more than 120 days will be automatically permanently deleted.

88N Employee ID

©
Last name First name
Form Folder side
Deleted date range (End Date)

(Start Date)

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 s b tton.
2. Adialog box display. Locate the PDF on the secure local or network drive.

3. Selectthe PDF and click the Open button.
4. A preview of the file will display for indexing.
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=  BEGADTFSUcCmVuZ...

< Documents For: BENKOVIC, NEVA

Forilasd Area Office
Of O Admin & Mgt

Selected File

HENRIYAMA-SCOTTOZUKI-
20020927-5F50-NOA-355.pdf

Must index before saving.

NAME
NEVA BENKOVIC

EFFECTIVE DATE
04/16/2025
FORM

TYPE

FOLDER SIDE

noAcopEl (D)

noacopez (D)

RETENTION DATE
MM/DD/YYYY

COMMENT

5. Inthe Effective Date field enter the date to match the effective date of the document.

6. Selectthe 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.

FORM

csc 7o

X

-

TYPE

FOLDER SIDE

7. Select NOA Code 1 and NOA Code 2 if applicable.
8. Enter a Retention Date and Comment if applicable.

9. click IEM 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.

& Document added successfully

Continue adding documents for this user or search for another employves

®©

Delete a document

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

W Delete b tton above the documents list.
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2. Apop-up modal will appear prompting you to confirm or cancel the action.

Delete Confirmation

The deleted document(s) will appear at the end of the document list. You will have the ability to restore the document(s) for 120 days.

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.

< Documents For: AALAND, KEVIN
o The selected document(s) have been marked as Deleted and moved to the end of the document list. X
] Form NOA CODE NOA CODE 2 AGENCY FOLDER SIDE EFFECTIVE DATE CREATE DATE
D SF 50 100 108 INTERNAL REVENUE SERVICE Permanent 03/06/2025 03/06/2025 o
D SF 50 30 INTERNAL REVENUE SERVICE Permanent 071112024 o7/n/2024
D SF 50 602 INTERNAL REVENUE SERVICE Permanent 07/1/2024 o7//2024
D CsSc 170 INTERNAL REVENUE SERVICE Permanent 1/06/2024 1/06/2024
D CSC @17 INTERNAL REVENUE SERVICE Permanent 12/30/2024 12/30/2024
S
L] »
Tolal Rows: 9

Restore a document

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

« Restors 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.

.
< Documents For: AALAND, KEVIN
@ The selected document has been restored toits ariginal location. X
Send To NPRC #* Download & Print # Delate =~ Rastore
D FORM NOA CODE NOA CODE 2 AGENCY FOLDER SIDE EFFECTIVE DATE CREATE DATE
-
D SF 50 132 INTERNAL REVENUE SERVICE Parmanent 07ni/2024 07/11/2024
D SF 50 30 INTERNAL REVENUE SERVICE Parmanent 072024 07/11/2024
D SF 50 B4s INTERNAL REVENUE SERVICE Permanent 072024 o7ms2024
D SF 50 12 INTERNAL REVENUE SERVICE Parmanent 07ni/2024 12/30/2024
D SF 50 12 INTERNAL REVENUE SERVICE Parmanent 07ni/2024 01/02/2025 v
4 >
Telal Rows: 9

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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Reorder the pages of a document
Replace a document

Delete pages of a document
Extract a document

O O O O

e 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. Adocument preview of the selected form as well as the associated indexing information on the right displays.

7
Click the Medity jcon 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.

SELECT PAGES INDEX

EFFECTIVE DATE
07mr2024

FORM
SF 50 X -

TYPE
PERSONNEL ACTION/SUPPORT DOC

FOLDER SIDE

Permanent

NOACODE (7))

ETENTION DATE (OPTIONAL)
MM/DD/YYYY

COMMENT (OPTIONAL)

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.

@ Document has been modified

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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] Q

Insert File Replace

2. Adialogbox displays. Locate the PDF to insert on the secure local or network drive.

re Oesncy

Tor mawe 0 )

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

< Documents For: AALAND, KEVIN

© Q
Insert File Replace
O 0. O O
= S
. 2 3 4

L]

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.

@ Document has been modified

Reorder the pages of a document

1. In“Modify document” mode, drag and drop pages to reorder them.



(-] Q

Insert File Replace

[0

Insert File

Q

Replace

[ N

[

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.

@ Document has been modified

Replace a document

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

entire document.

Insert File

W

Replace

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

e Deaacy

&34 )

Corem

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.

@ Document has been modified
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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.

L] Q [E3 [ ]
Insert File Replace Extract Delete
O O
=SSR
2 3

1

O
SELECT PAGES NDEX
Pages
5 1
[ ]

2. Click the pelete 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.

(]

Insert File

w

&

Replace

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.

@ Document has been modified

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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(] Q = i

Insert File Replace Extract Delete

O

SELECT PAGES NDEX

Pages

4]

=
2. Clickthe exract 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.

© &
Insert File Replace
m——
2 3 4
1
5

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.

ssN
Lo

EFFECTIVE DATE
o72024

FORM
SF 50 x -

TYPE
PERSONMEL ACTION/SUPPORT DOC

FOLDER SIDE
Permanent

HOA CODE (D

NOA GODE 2 (D)

RETENTION DATE (OPTIONAL)

MMIDDAYYYY

COMMENT [OPTIONAL)




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

£

EFFECTIVE DATE
ozm2n2a

FORM
SF 2822

TYPE

PERSONNEL ACTION/SUBPORT DOC

FOLDER SIDE

NOA CODEZ ()

RETENTION DATE (OPTIONAL)
MMDDYYYY

COMMENT (OPTIONAL)

5. Onceindexing of both documents is complete, press m
6. You will be taken back to the Employee Documents list and a confirmation message will display.

& Document has been successfully extracted. »

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

¢ Inprogress: A transfer request that the viewing HR specialist has picked up but not yet completed

e 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.

Task Summary

REQUEST # LAST NAME FIRST NAME, MI AGENCY REQTYPE ~ TASK STATUS

s 122192 Doe Jane L. DOD-Gaining Folder NEW

s 24482 White Alex IHS-Gaining Folder NEW
388583 Taylor Georgia DOD-Gaining Document In progress
388583 Sanchez Darby ARMY-Losing Folder In progress
388583 Evans Marshall ARMY-Losing Folder In progress

View all
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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
—_ lect
= OPM | fern

a Employes
Documents

e

m Reporls

The Task list is separated into 3 tabs:

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

e History: This tab houses completed and denied requests.

Active  Monitoring  History

2 results returned of 2

REQUEST # LASTMAME FIRST NAME, M| AGENCY SUBELEME...
30088 Cuthill Corrine T. WVATA-Losing
30087 Cuthill Corrine T. WVATA-Losing

ACTIVITY DATE  STATUS

In Progress

In Progress

Rows perpage: 5 - 1-2af2

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”.

Tasks

Request #

38N Employee ID
o

Last name First name

Agency Subelement

TR93 X -

m ol

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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Active  Monitoring  History

1results returned of 1

REQUEST &  LASTMNAME  FIRST MAME, M| AGENCY SUBELEME... POID REQU...  ACTIVITY DATE ~ STATUS

30078 Cuthill Corrine T. VATA-Gaining 1782 Folder 02/24/2025

Completed

Rows per page: 5w 1-1af1

Transfer

This section will cover requesting and responding to transfers between agencies and NPRC

Gaining agency requests an Agency transfer

1.
an agency transfer request.

7 wnerc iry

Send To NPRC

< Select Employee To Request Transfer

Search for employee to request transfer by searching the SSM.

SSN
©

press the “Select pick-up document” button.

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

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

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

< Select employee to request transfer

Search for employee to request transfer by searching the SSN.

Verify
Review the accuracy of the employee information below before selecting the pick-up document to initiate transfer.

LAST NAME FIRST NAME, MI SSN POID ORG CODE ACTIVITY CODE FOLDER LOCATION FOLDER STATUS

Doe JaneL. e 1234 000000 11 HHS Active

Select pick-up document

#OF DOCUMENTS

20

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.

document”. Only one pick-up document can be selected.

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

Please select the applicable pick-up document to attach to the transfer request. Other forms will Revigw piokeup doourient
automatically be disabled for selection.
NAME AGENCY DATE REQUESTED
Doe, Jane L DoD 11/08/2023
FORM NOA CODE NOA CODE 2 SOURCE FOLDER SIDE EFFECTIVE DATE CREATE DATE
SF50 Notification of Personnel Action 721 000 HHS Permanent 00/00/0000 00/00/0000

5. Apreview 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.
< Review pick-up document

Review the accuracy of the informatian on the selected pick-up documant before continuing,

JE—
—— i
-
A
raproe .
-
s
I N I -

Fermancnt

10042025,

RETENTION COMMENT

S S
——

= —
ey ()

6. Before submitting the transfer request, review the request details to ensure all the information is correct.
e 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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< Review and submit request

Add optional notes hefare submitting the request.

Request Details

REQUESTER

Finn Franklin

REQUESTER'S POID (3)
oooo

REQUEST TYPE
Folder

GAINING AGENCY
DoD

LOSING AGENCY
HHS

Employee Information

EMPLOYEE NAME

Do, Jane

EMPLOYEE SSN

w234 show

EMPLOYEE POID
0000

ATTACHMENTS

SF50_laneDoeL.pdf

MNotes

Add optional notes for the viewing agency here

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)

Q You have submitted a t fer req for Jane L Doe. Request #122192 can be found on the Monitoring tab. X

Losing agency responds toan 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.

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

e 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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e 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.

< Request # 30088

Transfer of Corrine T. Cuthill's folder

Request Details

REQUEST TYPE EMPLOYEE NAME EMPLOYEE SSN
Folder Cuthill, Corrine T. rer-a8s0 Show
Activity
ADDNOTE

MAUREEN VACCARELLO 03/18/2025 10:42 AM EST

Transfer request submitted by MAUREEN VACCARELLO

Please ensure SF1150 is in eOPF when transferring to gaining agency
ATTACHMENTS

@ SF 50_Cuthill, Corrine T..pdf

EMPLOYEE POID
1782

TASK STATUS
New

DATE REQUESTED
03/18/2025

DAYS SINCE RECEIVED

32 days

GAINING AGENCY
TRO3

ASSIGNED TOPOID (5)
2753

ASSIGNEE
&8 MAUREEN VACCARELLO

LOSING AGENCY
VATA

ASSIGNED TO POID (i)
1782

ASSIGNEE
Unassigned

button.

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

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)

< Transfer For: Cuthill, Corrine T.

Please verify that the employee information in the pick-up document is correct.

AGENCY REQUESTTYPE DATE REQUESTED
TRO3 Folder 03/18/2025

oF ACTION

o |; E=Err T [ Gy

FIRST ACTION SECOND ACTION
o[ 1%, Rare o* B8 Conafe-8, raune o Acso

Acaon

Py [Fe o

INDEX

SSN
369-10-8850

EFFECTIVE DATE
03/18/2025

FORM

SF 50

TYPE
PERSONNEL ACTION/SUPPORT DOG

NOA CODE
130

NOA CODE 2

COMMENT

FOLDER SIDE
Permanent

RETENTION DATE
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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.

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:

o ©@:Thisindicates that the document is marked for transfer and is ready to transfer.

o O -:Thisindicates 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.

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

A list of only the documents that will transfer will display. Confirm the documents are correct then press m or
go back to continue making edits.

< Documents Selected For Transfer
The following documents will be transferred. Documents are automatically selected for transfer and cannat be unselected. m
Back
A 1f you have any employee documents that should be transferred but are not identified, please follow these steps:
1. Proceed with the transfer of the selected documents.
2 Send the document(s) via email or mail Lo the Gaining Agency or NPRC. outside of the Employee Personnel Folder. Update the transfer reguest noles with details about the non-identified documents
submitted.
3. Contact your Account Manager to start the adjudication process for identifying the formis) for transfer on the Master Forms List.
NAME POID AGENCY
Braune, Henry G. 4152 BUREAU OF ALCOHOL, TOBACCO,
FIREARMS, AND EXPLOSIVES
FORM NOA CODE MNOA CODE 2 SOURCE FOLDER SIDE EFFECTIVE DATE CREATE DATE
SF 1126 National Personnel R. Permanent 2025-04-18 2025-04-18

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 [ compteTrareer

< Complete Transfer

To complete this transfer, you must check the boxes and confirm the following:

| have reviewed all employee folder documents for completeness and accuracy.

Complete Transfar Return To Employee Folder

lunderstand that all documents that are not auto-selected for transfer will be deleted. Deleted documents can be restored for 120 days by returning to the employee’s folder,

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)




G You have transferred Henry G. Braune's employee folder. Request #3011 can be found on the History tab.

Reindexing documents with errors

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

below the list of documents.

2. Theindexing 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.

/s <@
Modify Expand

=  eOPFDocument

'-: Executive Death & Dismemberment
Ii": Benefit for Officers and Governors
g Board of Govemors of the Faderal Reserve System

FR 14622

If you would like to participate in the

beneficiaries listed below

Nemo enim ipsam voluptatem quia vol

ive Death & Di

dolores eos qui ratione voluptatem 3

it Benefil for Officers and Governors of the Board
of Governors of the Federal Reserve System (Plan), complete Parts |, Il and IV, below. If you do not wish to participale in
the Plan, complete Parts |l and IV, below. If no percentage is designated payments will be distributed equally among all

chunt. Neque porro §

Last Name

Fiest Name:

i Ernplayes Number

PART |: PAYMENT OPTIONS

benefits will be paid in one lump sum.

Payment over: M 2years [ 3 years
Payment Period:  [W] Annually [ Quartery [ Monthly

W 4 years B 5 yoars

I hereby elect the following method of payment (check one): E Lump Sum Payment E‘ Instaliment Payments

If you checked Instaliment Payments, please select payment years and period. If you do nat provide instaliment choices

Names

PART Il: BENEFICIARY DESIGNATIONS

Addre:

| designate the individuals listed below as benaficiaries of any payments under the Plan that may be due upon my death.
This cancels any previous designations | may have made once this form is received by the Benefits Office.

Belaticnshio % Share

() INDEX

Index error

The fields marked wilh error icons must be re-

indexed correctly.

Modify this document

----8B50 Show

EFFECTIVE DATE
2025-01-29

() Form

FR 14624

@ Tvee

FAYROLL

Close

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

SELECT PAGES INDEX

EFFECTIVE DATE
01/29/2025

FORM

o

| FR1462A

x -]

Reindex

TYPE

| PAYROLL

Reindex

EFFECTIVE DATE
01/28/2025

FORM
FR1474

TYPE
BENEFITS

SELECT PAGES INDEX

©

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

erroricons 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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< Deny Transfer Request

All fields are required unless marked optional.

Request Details

GAINING AGENCY
TR93

LOSING AGENCY
VATA

DATE REQUESTED
03/18/2025

Employee Information

EMPLOYEE NAME
Cuthill, Corrine T.

----- 8850 Show

EMPLOYEE POID
1782

REASON

NOTES

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.

Deny Transfer Request

The transfer request will be denied

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”

a You have denied Corrine T. Cuthill’s transfer request to TR93. Request #30088 can be found on the History tab.

Active  Monitoring  History

5 results returned of 102

REQUEST # LASTNAME FIRST NAME, MI AGENCY SUBELEME... POID REQU... ACTIVITY DATE  STATUS

30088 Cuthill Corrine T VATA-Losing/TR93-G..  1782-..  Folder 04/19/2025 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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e To check-in on the status of a transfer
e To ask questions or request any missing information about a transfer
e Toindicate 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”.

Activity

ADD NOTE

Checking in on the status of this transfed

= -

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.

Activity

ADD NOTE

®  04/21/2025 1317 PM EST H

Checking in on the status of this transfer.

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

20064 COLELLA IOET. EDEP-Gaining Foldear Review Reguired

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.

e 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.

= OPM | &

a Employee
Documents
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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.

Employee Folder Search

Search federal employee information to find available employee folders.

SSN Employee ID

o
Last Name First Name
POID ORG CODE

m Clear

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.

Employee Folder Search

Search federal employee i ion to find ilabl ployee folders.

SSN Employee ID

©

Last Name First Name

POID ORG CODE
1782 X -

m lar

10 results returned of 15

LASTNAME FIRST NAME. MI SSM SOURCE POID ORG CODE ACTIVITY CODE EMPLOYEE ID FOLDER STATUS
ABULAEAN JENEE 6804 Q VATA 1782 TIM2147438324 ACTIVE
ALFEROS PATTIE ===8451 & VATA 1782 VATABS905603 CHOLCOMEB TIM2147479859 INACTIVE
BATAYOLA FRANKIE "G250 Y VATA 1782 VATABI905603 CHOLCOMB TIM2147448192 ACTIVE
CUTHILL CORRINE w2 xe 8850 & VATA 1782 VATAB9905603 CHOLCOMB TIM2147483481 ACTIVE
DOKTOR ALETHA w7504 & VATA 1782 TIM2147392108 ACTIVE

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 stepsin 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. Ifthe documentis 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. Onthe home page, select the “Request documents” button and select “NPRC” from the dropdown to initiate a
transfer request from NPRC.
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Agency

'|| NPRC ry

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

< Select Employee To Request Transfer From NPRC

Search for employee to request transfer by searching the SSN.

. B3

SSN

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.

< Select employee to request transfer from NPRC

Search for employee to request transfer by searching the SSN

SSN

#14.3333 show

Verify
Review the accuracy of the employee infarmation below before selecting the SF 127 to initiate transfer.

LAST NAME FIRST NAME, MI SSN POID ORG CODE ACTIVITY CODE FOLDER LOCATION FOLDER STATUS # OF DOCUMENTS

Smith John D. waT-3333 NPRC oo 0o NARA Active 20

Select SF127

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

can be selected.

< Select SF 127
Please select the applicable SF 127 to attach to the transfer request.

NAME AGENCY DATE REQUESTED
Smith, John D NPRC 01/22/2025
FORM NOACODE NOA CODE 2 SOURCE FOLDER SIDE EFFECTIVE DATE CREATE DATE
SF127 000 000 HHS Temporary 00/00/0000 00/00/0000

00/00/0000

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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< Review SF 127

Raview the accuracy of the information on the SF 127 before submitting the transfer request

TDATE OF REQUEST ssM

3333 show
2 CLRRENT NANE (Lt W e ADWRSTRATIO
NTER
3 AT O T et EFFECTIVE BATE
ternz0z
4 BOTIAL SECURITY MINEER
WEauESTED G RALED 76 THE RATIHAL FERSONNEL FoRm
= Prvis Feoe st
Tvve

Porsannal AetionSuppoe: Dos.

(] = Curvy s T — FoLEn siE
T [—
I 0 . ot e woA caoe

RETENTION DATE

commenT

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

e 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.




< Review and submit request

Add optional notes hefare submitting the request.

Request Details

REQUESTER

Finn Franklin

REQUESTER'S POID (3)
oooo

REQUEST TYPE
Folder

GAINING AGENCY
DoD

LOSING AGENCY
HHS

Employee Information

EMPLOYEE NAME

Do, Jane

EMPLOYEE SSN

w234 show

EMPLOYEE POID
0000

ATTACHMENTS

SF50_laneDoeL.pdf

MNotes

Add optional notes for the viewing agency here

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)

Q You have submitted a t fer req for Jane L Doe. Request #122192 can be found on the Monitoring tab. X

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.

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

e 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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e 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.

< Request # 30088

Transfer of Corrine T. Cuthill's folder

Request Details
REQUEST TYPE EMPLOYEE NAME EMPLOYEE SSN EMPLOYEE POID
Folder Cuthill, Corrine T. et 8850 Show 1782
Activity
ADD NOTE

MAUREEN VACCARELLO 03/18/2025 10:42 AM EST

Transfer request submitted by MAUREEN VACCARELLO

Please ensure SF1150 is in eOPF when transferring to gaining agency

ATTACHMENTS

@ SF 50_Cuthill, Corrine T..pdf

TASK STATUS

New

DATE REQUESTED

03/18/2025

DAYS SINCE RECEIVED

32 days

GAINING AGENCY

TRO3

ASSIGNED TOPOID (5)

2753

ASSIGNEE

&8 MAUREEN VACCARELLO

LOSING AGENCY

VATA

ASSIGNED TO POID (i)

1782

ASSIGNEE
Unassigned

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 g icon, complete Section Il 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)

< Transfer For: Transfer, Nancy

Please verify that the information in the SF 127 form is correct, download the document, and complete Section Il

AGENCY REQUEST TYPE DATE REQUESTED
OoMOo0 Folder 03/26/2025

= losing

SSN

213-24-2422

EFFECTIVE DATE

03/25/2025
March is Colorectal Cancer Awareness Month
Colorectal cancer refers ta both rectal and colon cancers. 1t is the second leading cause of
cancer deathin men and women combined in the United States. Colorectal cancer is the third FORM
most common cancer type worldwide; in 2020, almost 2 million cases were diagnosed. It is the SF127
second most common cause of cancer death, leading to almost 1 million deaths per year. This
is despite the fact that effective screening techniques exist that could reduce the number of deaths from TYPE
this disease.
EMPLOYEE
Colorectal Cancer Awareness Month is ohserved in March to highlight the importance of screening for
colorectal cancer, as well as to promote healthy lifestyle habits that can decrease a person's risk of
developing cancer of the colon, rectum, or anus - the three distinct cancer types referred to collectively NOA CODE
as colorectal cancer.
Fast facts: NOA CODE 2
= Colorectal cancer is the 2nd leading cause of cancer death amang men and women combined in
the United States.
»  25-30% of CRC patients have a family history of the disease. COMMENT
= Anestimated 60% of colorectal cancer deaths could be prevented with screening
= Onaverage, one in 23 men and one in25 ill be diagnased with colorectal 3 FOLDER SIDE
= 1in 3 people are not up-to-date with calorectal cancer screening. But affardable, take-hame Permanent
options exist
Many of us have been persanally impacted by this treatable disease. Join us this month as we raise
RETENTION DATE

awareness, get tested, and adopt a healthier lifestyle.

Information

INDEX

Deny
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22. Pressthe “Upload SF 127” and select the completed SF 127 from your computer directory.

< Upload SF 127

After completing Section Il of the SF 127, upload the completed document.

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.

< Review SF 127

Review the accuracy of the information en the SF 127 form before continuing.

INDEX

=  BEGADTFIUcCm...

SSN
213-24-2422

NOTIFICATION OF PERSONNEL ACTION

[ y——p——e— X pE———— Py [rT—r—
Scuttozukl, Henrlysms L Sad-34-2572 0161967 | W ETe0E EFFECTIVE DATE
FIRST ACTION SECOND ACTION 03/25/2025
e cxcoke [y
388
[EXram rrv ey G FORM
SF127
[ X [y Eow T Lot Aoy
TR Foriis il el R T P T s o
OFFICE AUTOMATION CLERK TYPE
FO-PIO EMPLOYEE
&
YT Py NOA CODE
»
T N s Lot f Pt D
Indiam Heabih Serviee NOA CODE 2
Ferttasd Area Office
Ofe Of Admis & Mgt
Div Of Fraal Memt GCOMMENT
EMPLOYEE DATA
B R = R i [ Pt e FOLDER SIDE
LT - i — Permanent
" | ncligi . .
Eyr—r ST S Comp Dot ey [ I . 7
i v | punmime - RETENTION DATE
e —— S —T—"
e
& MEMao1nG ADDRESS: 12852 SOUTH EWY 21, KELLER, WA 99140.
o
Review Employee Folder Edit

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

< Documents selected for transfer to agency

The following documents will be transferred. Documents are automatically selected for transfer and

cannot be unselected.

NAME POID AGENCY

Doe, Jane L 1200 DoD
FORM NOA CODE NOA CODE 2 SOURCE FOLDER SIDE EFFECTIVE DATE CREATE DATE
SF50 Notification of Personnel Action 002-Carrection 571 HHS Permanent 00/00/0000 00/00/0000
SF50 Notification of Personnel Action BO3-WGI HHS Permanent 00/00/0000 00/00/0000
SF50 Motification of Personnel Action 894-GEN ADJ HHS Permanent 00/00/0000 00/00/0000

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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@ You have transferred Henry G. Braune's employee folder. Request #30111 can be found on the History tab.

Losing agency sends a folder to NPRC

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

-

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

< Select Employee To Transfer Documents To NPRC

Select employee to transfer by searching the SSN.

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

then press the “Review employee folder” button.
< Select employee to transfer documents to NPRC

SSN

Select employee to transfer by searching the SSN.

SSN

sher1234 show

Verify

Review the accuracy of the employee information below continuing with the transfer request
LAST NAME FIRST NAME, MI SSN POID ORG CODE ACTIVITY CODE FOLDER LOCATION FOLDER STATUS # OF DOCUMENTS

Doe Jane L. 234 1234 000000 i HHS Active 20

Review Employee Folder

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:

o ©@:Thisindicates that the document is marked for transfer and is ready to transfer.

o O :Thisindicates 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. Alist of only the documents that will transfer will display. Confirm the documents are correct then press m or
go back to continue making edits.
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< Documents Selected For Transfer

The following documents will be transferred. Documents are automatically selected for transfer and cannot be unselected. m

Back

A 1 you have any employee documents that should be transferred but are not identified, please follow these steps:
1. Proceed with the transfar of the selected documents.
2. Send the document(s) via email or mail Lo the Gaining Agency or NPRC. outside of the Employee Personnel Folder. Update the Lransfer request neles with datails about the non-identified
submitted.
3 Contact your Account Manager to start the adjudication process for identifying the formis) for transfer on the Master Forms List

NAME POID AGENCY
Braune, Henry G. 4152 BUREAU OF ALCOHOL, TOBACCO,
FIREARMS, AND EXPLOSIVES

FORM NOA CODE NOA CODE 2 SOURCE FOLDER SIDE EFFECTIVE DATE CREATE DATE

SF 1126 National Personnel R...  Permanent 2025-0418 2025-0418

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. Sendthe 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 [ comi et |

< Complete Transfer

To complete this transfer, you must check the boxes and confirm the following:

| have reviewed all employee folder documents for completeness and accuracy.

lunderstand that all documents that are not auto-selected for transfer will be deleted. Deleted documents can be restored for 120 days by returning to the employee’s folder.

Complete Transfer Return To Employee Folder

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)

@ You have transferred Henry G. Braune's employee folder. Request #30111 can be found on the History tab.

Reports

Admins will be able to run the following reports.

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

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

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

o DataFeed 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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= OPM | foo
H Tasks

a Employee
Documents

M  Reports

7. The Reports page will display a grid of all pending and processed reports. The reports are cleared after 30 days at

8.

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

Reports

PMEDT.

Reports are password protected. @

@ Generate new report

Mo results found.

Click on the Request ID link to download the report. Generated reports will be cleared after 30 days at midnight Eastern Standard Time. The current date and time is 04/18/2025 03:54

Request ID Access type Report name Date requested |- Date processed

populate the “Access type”

< Generate New Report
Complete fields to generate a new report.

Select report

Access type Reports

Deleted Documents Report

Purged Documents Report

Transfer Report

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

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

the filters as needed then press .
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Select report

Access type

Document Access

Apply Filters

POID

Date: From

Transfer Activity

Complete fields to generate a new report.

Report description

This report is designed to show Transfer Activities in the eOFF system

< Generate New Report

Reports

Transfer Report X -

Owner's SSN @

Date: To

o

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.

Reports

PMEDT.

1results returned of 1

Request ID

- 10054

@ Generate new report

@ The report has been requested successfully

Reports are password protected. (D)

Access type Report name

Document Acc... Transfer Report

Click on the Request ID link to download the report. Generated reports will be cleared after 30 days at midnight Eastern Standard Time. The current date and time is 04/18/2025 04:02

Date requested - Date processed

04/18/2025 04:02 PMEDT| Pending

Delete

X

Rows per page: 5 = 1-1eof1

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.

Request D

. 10054

Access type

Document Acc...

Report name Date requested -k

Transfer Report 04/18/2025 04:02 PMEDT  04/18/2025 04:02 PM EDT o

Date processed Delete

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

Password required

This document is password protected. Please enter a password.
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Cancelling a report

14. If a pending report is no longer needed, click the X 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.

Cancel report >

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

[ J

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

@ Thea repart has bean canceled succeassfully.

Deleting a report

17. Ifareport 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.

Delete report x

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

.. R

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

ﬂ The report has been deleted succassfully.

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.

e o

@ LESLIPAPANIKOLAQU

View Profile

Switch to Employee

1

£ Settings

> Logout
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6. The system will return to the login screen, confirming logout.

OPM | o 5

PIV or CAC O LOGIN.GOV

Microsoft
Entra D




