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DESCRIPTION

This instruction document includes a complete description of the use of the Kofax scanner
software and the use of the eOPF software. These are the key software components of the
eOPF workstations.

Other unique software components of an eOPF workstation such as the Data at Rest (DAR)
software or the Vontu monitoring software are not directly accessed by a user and will not
be described herein.

Pages 2-6 describe the use of the Kofax Scanner software. The use of Kofax software is
described both in text and with appropriate graphics depicting exactly how the scanner
software is to be used. If you do NOT follow each step in sequence and as described, you
may possibly find that the software does not function as expected.

Pages 7-15 describe the use of OPM’s eOPF software. The use of the eOPF software is
described both in text and with appropriate graphics depicting exactly how the software is
to be used. If you do NOT follow each step in sequence and as described, you may possibly
find that the software does not function as expected.

If there are any issues or errors with any of these software components, please contact your
local IT support staff for resolution.

Recommendations for improvements to the instruction or observed errors in the instruction
may be sent to the NOC IT Systems Management Section.
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v SYSTEM OF

Kofax Scanner Software

1. Make sure you are logged into the computer, and that you have access to your network shared

drives.

2. Toscan anew .pdf file for eOPF start by Clicking on the Kofax icon. ->

3. Make sure the scanner is seen and that the profile is EOPF. See example.
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Insert document into the scanner then click on “Scan One”
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5. Document will be scanned and will show up in the images.
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6. Right click on the image and select save.
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7. A box will ask you where to save. Be sure it saves to the Default location (c:\TEMP\Scanned)
***As a .PDF file***
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8. Open the eOPF Portal link and import the PDF to the profile as outlined in the eOPF Training
manual.

If there are any issues or errors please contact your local IT

support staff for resolution.
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OPM'’s eOPF Software

To log into eOPF:

If there is an eOPF ‘shortcut’ on the desktop, then launch the eOPF application by double-
clicking the OPM eOPF shortcut on your desktop, otherwise you may simply access the
website listed next — the eOPF URL is https://eopf.nbc.gov/doi/

The OPM Government Usage Agreement page appears with warnings and conditions for
using the OPM eOPF site.

{j EHRI Electronic Official Personnel Folder - Windows Internet Explorer oy ] [
@: - IE https: ffeopf.nbc.govidoif j&‘ 1| ILi\re Search o~
Ele Edt Yiew Favorites Tools  Help & Convert ~ [PR]Selact

] roa »
iQ? 4?? l{,éEHRI Electronic Official Personnel Folder @ - m v - l-_;\,l’Eage - g Taonls -
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Office of Personnel Management '51 ’ &

The Federal Government's Human Resources Agency

This is an official United States Government computer system, which may be accessed and used only for official
Government business by authorized personnel. Unauthorized access or use of this computer system may subject
violators to criminal, civil, and/or administrative action.

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigation. Access or use of this computer system by
any person whether authorized or unauthorized, constitutes consent to these terms.

Signing into this application indicates you have read and accepted the Full Terms and Conditions of Use, and you
consent to secure testing and monitoring.

Signing into this application indicates you have read and accepted the Privacy Policy, and you consent to secure
testing and monitoring.

Signing into this application indicates you have read and accepted the Rules of Behavior, and you consent to secure
testing and monitoring.

DOl eOPF
T
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20PF Helpdesk - WEB 21
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Read the User Agreement, and click the Accept il
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The eOPF Logon page appears.

/','.; e0PF Login - Windows Internet Explorer
|g, https: /feopf.nbe.gov/doifLogan. aspx

link ko QPM Web Site

e0OPF v4.1

Enter your eOPF ID and Password to log in.

Forgot your Password?
Forgot your e0OPF ID?
New User - Request Password...

his iz an DFFu:laI United States Gowvernment computer system, which may be accessed and used only for DFFu:laI

o criminal, civil, and/or administrative action.

all information on this computer system may be intercepted, recorded, read, copied, and disclosed by and tu authorized

[~
|htt|::,|',|'www.opm.g0v,l' ’_ ’_ ’_ ’_ l_ ’_ |® Internet H00% - 4

In the eOPF ID field, enter your eOPF ID.
In the Password field, enter your password.

Click the Submit button. If you have logged into this eOPF version previously, the eOPF
Welcome page appears.
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The eOPF welcome screen is shown below:

— .1
2 Welcome to eOPF - Microsoft Internet Explorer |’._||’E|rg|
E
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Help | FAQ | Home
My eOPF
Welcome to the eOPF System
Search eQPF
AL Introduction:
My Profile
T oML The eCPF System containg electronic copies of the docurments that make up your
Cfficial Personnel File, Your eCPF may not contain cozies of all documents that were
User Admin created, as many of these documents have not been scanned in yet, If you have
: i questions concerning the technical aspects of the eOFF, email the eOFPF
sfete administrator at eopfadmin@op m.goy
Print Folder
Print Statas Questions concerning specific personnel actions should be sent to the appropriate HR
representative,
Batch Print
Reports OPM Web Page...
Pwd Admin
= User Info:
TANSEY Email: specialist hri@ory.com
Logout Emergency Data last updated on:1/4,/2000
b
@ Dane ‘:g Local inkranet

Viewing eOPF Documents

eOPF organizes and manages personnel documents within an electronic folder. All
Federal government employees have an eOPF with all of their personnel documents
organized in the same manner as the traditional OPF.

Viewing eOPF Documents

To view eOPF documents:

1. Logon to the OPM eOPF solution.

2. Click on the Search eOPF button to specify the individual’'s records you wish to view.
3. Complete the SSN or name field and select the type of forms and folder sides as
appropriate.
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4. Click on the “search” button”
eOPF lists documents starting with the most recent effective date.

Search eOPF allows you to view:
Your entire eOPF.

Others eOPF documents.

Particular documents.
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— Acton SSN Latest B Dste | POID 1019 Code lktm; Code ’
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| | |
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©Q omosszec:  |er s | MEALLGHNENT — STy
O | swiezee Evu lmm Im Permenent
o Sy Lef 2000 =¥ %0 LAY ADJ s Faraanent
9 itibiddd }srso ]cuommmn Jm Fermanent
Q ouiyises  wruo |eaY Aty 294 Peiranant

Click the Action & icon next to the document that you want to
view and select the View (@] View option.
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Note that you must the select an option from the drop-down menu in the "reason”
field. That needs to occur before a document can be viewed.

The document you want to view launches a File Download box
for Adobe Acrobat Reader.
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[Click the Open
appears.

Adobe Acrobat
displayed.

File Download

m-. Mame:

Ly
ik Type:
From:

Do pou want to open or save this file?

‘wihde files from the Internet can be useful, some fles can potentially
harm your computer, |f you do not trust the source, do not open o
save this file. What's the nisk ?

Open button when the File Download box

Reader is opened and the selected document is

X

ViewPDF .pdf
Adobe Acrobat Document
eopf.nbc.gov

I Upen H Save J[ Cancel |

Click the Close button when finished viewing the document
and return to eOPF.
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Adding Electronic Documents To The eOPF

eOPF allows authorized users to import electronic documents into
the eOPF. eOPF supports files that are scanned, images,
Microsoft Word, and many other types of electronic files.

To import an eOPF document:

1.
2.

3.

Search for and open the desired folder.

Select a reason from the Reason drop-down list.

Click the Folder Action = icon and select the Add Doc
%] AddDoc option.

The eOPF ActiveView page appears.

Click the Open Open button.
The Choose File dialog box appears.
Search for and select the desired file, and click the Open

Open

button.

The selected file appears.
Click the Save Save button.

The Document Information box appears. The First Name,
Last Name, and SSN fields are completed based upon the SSN
of the selected folder.

Complete all known indexing information to describe the new
document that you are adding to the OPF. Add as a minimum:

» From the Form drop-down list.
« From the Type drop-down list.
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- The Effective Date of the action from the drop-down
calendar.
. Select the Folder Side on which the document resides.

A Dacument Indexing Page - ¥eb Pago Dislog
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Excegtion Comnent

Erecive Dute

Yokdor Side | [ - 3
Qretn = T (o))

O Permanent First Hame - ROBERTA

o A Lozt Narme - ASLE I
O tareosey Dorit bnows the S5 Ciek T @ i
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[ Swe | | Cancel |

Save

8. Verify your indexing information and click the Save
button.

A confirmation box appears.

9. Double-check that your information is accurate and click the OK
|E button to save the indexing information.

The eOPF ActiveView page reappears with a confirmation box.

10.Click the OK oK ___Jbutton to import another document or to
close the confirmation box.

o

11.Click the Exit Ext button.

The Search Results page reappears.
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Importing a New Page Into An Existing eOPF Document

Sometimes you may need to add a missing page from an electronic
document.

To insert a new page from an electronic file:

1.
2.
3.

Search for and open the desired folder.

Select a reason from the Reason drop-down list.

Click the Action 0 icon next to the document that has to be

modified and select the Modify & vodity option.
The eOPF ActiveView page appears.
Click the Import Import putton.

The Page Import dialog box appears.

Select the desired document, and click the OK button.

The eOPF ActiveView page reappears with the imported pages
in the existing document.

Click the Save Save putton.

A confirmation box appears.

Microsoft Internet Explorer

\3:) Al the changes will be saved and posted to the server. Are you sure ?

o || coret |

Click the oK L_2¢__| button.

A confirmation box displays the following message “Document
saved.”

Click the oK L_% | putton.

The Search Results page reappears.
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