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Purpose 

This document provides guidance for individuals assigned to the Investigator role. The Investigator role allows individuals 

to search for or view documents in an employee’s eOPF. Investigators cannot add or modify documents in the 

employee’s folder.  

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

 
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” 

 
 

Employee Folder Search 

1. Investigators 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.  
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3. 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. 

 

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.  

 
2. 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. 
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3. 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. 

 
 

Downloading and Printing Documents 

There are two ways an Investigator 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. 
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3. 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 

4. 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. 

 

5. 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.  
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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 

 

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. 
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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. 

 

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. 

 

2. The system will return to the login screen, confirming logout. 

 


