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[bookmark: _Toc216701949]Batch Uploads Overview
Batch Description and Required Format
Section 6.0 of the Electronic Official Personnel Folder (eOPF) Interface Control Document (ICD), Index Data Feed (IDF) explains how agencies send documents and data to eOPF using the IDF. In the ICD, the term batch processing is used to describe what many agencies refer to as bulk uploads. Throughout this document, we will use the term batch process to describe the mass transfer of employee records into eOPF.
This document provides an overview and plain-language summary of each part of Section 6.0 of the IDF-ICD. Its purpose is to help readers understand the overall concepts of batch processing, including what a batch is, the types of transactions available, how files must be organized, and how XML data should be formatted. 
[bookmark: _Toc216701950]Important Notice: 
This overview does not replace the official eOPF IDF-ICD. For all step-by-step instructions, technical requirements, naming standards, and examples, agencies must always follow the guidance in the full IDC document.
A Data Provider is any agency or system that sends documents into eOPF. A Host Provider is the eOPF system that receives and processes these files.
Data Providers must maintain accurate tracking of all batches they submit, including the DocGUIDs assigned to each document. Keeping this information is essential for reconciliation—verifying that every document sent to eOPF was received, processed, and stored correctly.
6.0 Types of Transactions 
1. Delivery Batch Transaction
This is the initial upload of documents for one employee’s SSN.
Each Delivery batch includes:
· One ZIP file
· A folder inside the ZIP
· One or more PDF files
· One XML file with indexing information
 Only one SSN is allowed per batch.
2. Modify Transaction
If something goes wrong with a Delivery batch like an incorrect index value or a missing scan the provider sends a Modify transaction.
A Modify batch also includes:
· One ZIP
· A folder
· One or more PDFs
· One XML index file
Modify batches must reuse the original Batch Name.
6.1 – Batch Description
A batch is a ZIP file that contains all documents and index data for one SSN.
The ZIP includes:
· PDF files
· One XML file following the rules in the ICD
When sending large amounts of data, providers should send multiple ZIP files that are about 100 MB each and use an increasing number in the file name to keep them organized.
[bookmark: _Toc216701951]6.2 Batch File Structure
The batch has three levels:
Level 1: ZIP File
The ZIP is the “wrapper” holding everything.
Level 2: Folder Inside the ZIP
The folder name must follow the format:
Batch Name + Transmittal Number
Level 3: Files Inside the Folder
This includes:
· One XML file
· One or more PDF files
The XML file states whether the batch is a Delivery or Modify transaction.
A diagram appears in the IDF-ICD—see the IDF-ICD using this link.
[bookmark: _Toc216701952]6.3 Formats for Naming Files
[bookmark: _Toc216701953]6.3.1 Batch Name Format
6.3.1 – Batch Name Format
A Batch Name is a unique name for a group of PDFs and their XML file for one SSN.
It is used:
· As the folder name
· As part of the ZIP, PDF, and XML file names
Everything in the batch shares the same Batch Name so the system knows these files belong together.
All parts of the Batch Name are mandatory.
Example: VO00XXXXB000456789000001M
If you're sending a Modify transaction, you must use the same Batch Name used in the original Delivery batch.
[bookmark: _Toc216701954]6.3.2.2 Zip File Format
ZIP file names follow this pattern:
<Batch Name>_<Transmittal ID>.zip
The name tells the SFTP system how to route the file to the correct agency.
[bookmark: _Toc216701955][bookmark: _Hlk216441637]6.3.2.3 XML File Format
XML files follow the same pattern:
<Batch Name>_<Transmittal ID>.xml
Tables describing each field appear in the IDF-ICD—see the IDF-ICD using this link.
The IDF-ICD also includes a table explaining the format for PDF file names—again, see the IDF-ICD using this link.


6.3.4 Field Formats
This section lists the required data formats for different XML fields.
Examples are given in the IDF-ICD  
See the IDF-ICD using this link.
[bookmark: _Toc216701956]6.4 Formats for Building Files
Providers must include every XML tag listed in the IDF-ICD, even if the value is empty (null).
Order doesn’t matter, but completeness does.
[bookmark: _Toc216701957]6.4.1 Delivery Batch Transactions Indexing Data Format
A Delivery XML file has:
· A root OPF node describing the transaction
· Child nodes, each representing a document
Each document includes:
· SSN
· Transaction type
· Indexing information such as:
· From Number
· Form Title
· Nature of Action (NOA) Codes
· Effective Date
· Delivery Side
· Source Side
· Merge Folder Flag
· File Path
These help eOPF identify and retrieve documents after they’re loaded.
[bookmark: _Toc216701958]6.4.2 Sample Delivery XML
The IDF-ICD includes examples showing:
· One document where NOA1/NOA2 are filled but FormType is empty
· One where FormType is filled but NOA fields are empty
· [bookmark: _Hlk216442149]Required encoding information 
See the IDF-ICD using this link.


[bookmark: _Toc216701959]6.4.3 Modify Batch Transaction Formats
Modify transactions allow a provider to add, update, or delete documents from an existing eOPF.
They use the same Batch Name as the original Delivery Batch.
Modify transaction types include:
· Modify/Insert – Add a missing document
· Modify/Update – Update a document’s index values or replace its PDF
· Modify/Delete – No longer supported in eOPF
[bookmark: _Toc216701960]6.4.3.1 Modify/Insert Format
Used when:
· A PDF was sent but XML was missing
· XML was sent but the PDF was missing
· A document was missed during scanning
This is basically the same format as a Delivery batch, but:
· The Batch Name stays the same
· The iteration number increases
· STATUS = “Modify”
[bookmark: _Toc216701961]6.4.3.2 Sample Modify/Insert XML
Examples include documents with:
· NOA codes but no FormType
· FormType but no NOA codes
See the IDF-ICD using this link.
[bookmark: _Toc216701962]6.4.3.3 Modify/Update Format
These updates:
· Index values
· PDFs
· Or both


Key Notes:
· Same Batch Name as the Delivery batch
· Document TYPE = UPD
· If the XML Path field has a file name → the PDF is replaced
· If Path is blank → only the index data changes
· ImageCount should be 0 or null for updates
· If the original Delivery failed because of a page-count mismatch, you must use Modify/Insert, not Modify/Update
[bookmark: _Toc216701963]6.4.3.4 Sample Modify/Update XML
Examples in the IDF-ICD show:
· A document updated only in index data
· A document updated with both index and new PDF
· Updated effective dates
See the IDF-ICD using this link.
[bookmark: _Toc216701964]6.4.3.5 & 6.4.3.6 Modify/Delete
Modify/Delete is no longer supported in eOPF.


[bookmark: _Toc216701965]Glossary of Terms
[bookmark: _Toc216701966]Glossary of Common eOPF / IDF Terms
[bookmark: _Toc216701967]Batch
A group of documents and indexing information sent together to one employee’s eOPF. Each batch contains:
· One ZIP file
· One XML file
· One or more PDF documents
Every batch is for one SSN only.
[bookmark: _Toc216701968]Batch Name
A unique name used to tie together all files in a batch.
It appears in the:
· ZIP file name
· XML file name
· PDF file names
· Folder name inside the ZIP
Modify batches must reuse the exact same Batch Name as the original Delivery batch.
[bookmark: _Toc216701969]Data Provider
The agency or system sends documents and index data into eOPF.
Examples: payroll systems, HR offices, scanning vendors.
[bookmark: _Toc216701970]Host Provider
The eOPF system that receives, processes, and stores the documents sent by the Data Provider.
[bookmark: _Toc216701971]Delivery Batch Transaction
The original upload of documents for an employee. This is the first time these documents have been delivered to eOPF.
[bookmark: _Toc216701972]Modify Transaction
A follow-up batch used when something needs to be fixed or added after the Delivery batch.
There are several kinds:
· Modify/Insert – Add a missing document
· Modify/Update – Correct index data or replace a PDF
· Modify/Delete – No longer supported
[bookmark: _Toc216701973]DocGUID
A unique ID assigned to each document in eOPF.
Data Providers must keep track of every DocGUID to help with reconciliation.
[bookmark: _Toc216701974]Indexing Data
Information that helps eOPF identify and locate a document.
Examples include:
· Form Number
· Form Title
· Nature of Action (NOA) Codes
· Effective Date
· File Path
· Merge Folder Flag
This data appears in the XML file.
[bookmark: _Toc216701975]XML File
A text file that contains all the indexing data for a batch.
It tells eOPF:
· What the transaction type is (Delivery or Modify)
· Which documents are included
· How each document should be indexed
Must follow the exact format described in the IDF-ICD.
[bookmark: _Toc216701976]ZIP File
A compressed file that contains:
· A folder
· PDFs
· The XML index file
The ZIP is what the Data Provider sends to eOPF.
[bookmark: _Toc216701977]Transmittal ID
A number added to the file name to show the order in which batches are sent.
Part of the ZIP and XML file names.
[bookmark: _Toc216701978]PDF File
The actual document image being added to eOPF.
PDF file names must follow required naming rules to match their XML records.
[bookmark: _Toc216701979]Merge Folder Flag
An indicator in the XML file that tells eOPF whether the document belongs in a special folder grouping (for example, with other related forms).
[bookmark: _Toc216701980]File Path
Tell eOPF which PDF in the ZIP file matches each document record in the XML.
[bookmark: _Toc216701981]NOA Codes (Nature of Action Codes)
Codes used for personnel actions, for example, appointments, promotions, or separations. Some documents use NOA1 and NOA2 to describe the action.
[bookmark: _Toc216701982]FormType
Another way to identify a document when NOA codes do not apply.
Example: A form series like “DG 15.”
[bookmark: _Toc216701983]ImageCount
The number of pages in the PDF.
Required in Delivery batches.
In Modify/Update batches, this can be left blank.
[bookmark: _Toc216701984]Iteration Number
A number in the Batch Name that helps identify the version of the batch—important when sending Modify batches.

