Enterprise Human Resources Integration
Electronic Official Personnel Folder

eOPF Quick Reference
For Employees

Department of the Interior - Bureau of Reclamation - eOPF
Employee Self Service for Password and Logon ID Retrieval

eOPF for Employees

By March 1, 2012, Official Personnel Folders are available for online employee access via the electronic Official
Personnel Folder (eOPF) system. The system provides electronic, web-enabled Intranet access for Federal
agency personnel to view and manage employment documents. An employee can view his/her own OPF by
using the secure Intranet application. The system provides security measures to protect employee
documents and maintain data integrity.

Your eOPF features include:

e Immediate access to your files

e Ability to view or print your OPF

e Enhanced accuracy, portability, and security of official personnel records

e Increased accountability through an audit trail of who accesses your OPF and why
e Speedier and more efficient records transfer within Federal agencies

e Timely and accurate data retrieval for retirement claims processing

Additionally, eOPF allows Human Resources (HR) personnel to more efficiently manage the files. This reduces
the time it takes to record promotions, employee transfers, and retirements.

Self Service eOPF ID and Password

To access your eOPF, you need an eOPF ID and password, which may be retrieved using the eOPF Self
Service feature. New users will follow all three steps below for first-time logon. If you forget your eOPF
user ID or password, follow the steps in Part 1 and/or Part 2 as needed.

eOPF Self Service consists of:
Part 1: Obtain your eOPF ID
Part 2: Obtain your eOPF temporary password
After the retrieval of your eOPF ID and temporary password, go to:

Part 3: First Time eOPF Logon Process
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Part 1: Obtain Your eOPF ID DOI eOPF logon page: https://eopf.nbc.gov/doi/

Step

1. Goto “DOI eOPF” home page:
https://eopf.nbc.qov/doi/

Copy and paste this link to your browser
field if needed — Click Enter

Read the eOPF User Agreement Page
and Terms and Conditions. If you
agree - Click Accept.

Action

Office of Personnel Management

The Federal Government's Human Resources Agency ‘

ﬂj‘ ¥

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

bwiud——— | Click Accent

If you see a pop-up window that asks:
“The webpage you are viewing is trying to close the tab.
Do you want to close the tab?”

Click on [Yes] to close this webpage — then
look for the Logon Page on a different tab or
window; It might be minimized at the bottom of your
screen.

Windows Internet Explorer |

9 | Thewebpage you are viewing is krying to close the window.
\_‘/

Do you wank ko close this window?

es Mo

2. From the eOPF Logon page, click
Forgot your eOPF ID?

Note: first-time users will use this
feature to retrieve their initial ID

Oisice of Personnel Management

enTerPrISEH R

wOPF v4.0 System

Untar your sOPF 10 and Password to log in. *

E.CcOwv

=OPF 10:

PASSWORD: :
Forgot your Pliaword?

Click Forgot
your eOPF ID?

Forgat your a08T 107
ew User - Requeest Passwond.

3. From the Request Your eOPF ID
screen, enter the

e last 5 digits of your SSN
o first 4 letters of your last name
e your date of birth (mm/dd/yyyy)

Click Submit.

Request Your eOPF ID
/— Enter relevant
information

Last 5 digits of your SSN: (Example:
67800)

First 4 letters of your last name:

Date Of Birth:
(mm/dd/yyyy)

If your last name is less than 4 characters, please enter your full lzst name.

Click Submit
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Action
4. When you see this message, click OK. Microsoft Internet Explorer
! E ¥our Login request has been submitted For processing.
Click OK
|
5. You see a message that your login
request has been submitted for
processing. Request Your eOPF ID
Your eOPF ID is sent to your
registered agency email address Your Login request has been submitted for processing.
momentarily.
. . Click Here
Click the link to return to the eOPF Click here to refurn to logon page.,
Logon page.
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Part 2: Obtain your eOPF Temporary Password

Action

(...if you're not already on this screen)

1. Goto “DOI eOPF” home page:
https://eopf.nbc.qgov/doi/

Read the agreement, if you agree -
Click Accept.

If you see a pop-up window that asks:
“The webpage you are viewing is trying to close the tab.
Do you want to close the tab?”

Click on [Yes] to close this webpage — then
look for the Logon Page on a different tab or
window; It might be minimized at the bottom of your
screen.

2. From the eOPF Logon screen, click

New User — Request Password

Note: If you already have a password and
forgot your password, you may click on
“Forgot your Password?”

Office of Personnel Management

The Federal Govemmen''s Human Resources Agency.

official Unitad States Governmant computer systam, which may ba accassed and used anly for official
ik business by suthenzed personnel. Unauthonzed access or use of this computer system may subjpect
erimenal, civil, andjor administrative actan

allinformation on this computer system may be mbercepted, recorded, read, copied, and discosed by and to
authonzed personnel for offiaal purposes, mduding crimnal nvestigabion. Access or use of thes computer system by
any persen whether auth or e consent to th ™.

Sagreng mibo this applcation indicates you have read and accepted the Full Terms and Sonditicns of Use. and vou
conSEnt to Secure tastng and monitanng.

Signing into this applcation indicates vou have read and accepted the Privaty Palicy. and vou consent to secure
testing and montonmg

Signing into this application indicates you have raad and acceptad the Bules of Behaviar, 3nd you consent to secure
testing and monitornng.

DOl eOPF
il

i Windows Internet Explorer x|

<P The webpage you are viewing is trying to close the window,
-/

Do you want to clase this window?

I

Oisice of Personnel Management

enTerPrISEH R

wOPF v4.0 System

Untar your sOPF 10 and Password to log in.

*
«aer 10 E-cov

Forgot your Paseword?
Forgat your a08T 107
ew User - Requeest Passworndo.

g Click New User

e last 5digits of your SSN
o first 4 letters of your last name
Click Submit.

— Request
Password
3. From the New User — Request N
ew User - Request Passwor
Password screen, enter your: Enter
OPE ID ived vi i SOPF ID: relevant
° e (recelve via emal ) Last 5 digits of your S5N: (E::;n;gl[lla): Informatlon
First 4 letters of your last name: If your last name is less than 4]

S~

Click Submit
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4. When you see this message, click OK.

Microsoft Internet Explorer,

L] "_\ Your passwaord request has been submitted For processing.,
-

Click OK

5. You see a message that your login
request has been submitted for
processing.

Your eOPF ID is sent to your
registered agency email address
momentarily.

Click the link to return to the eOPF
Logon page.

New User - Request Password

Your password request has been submitted for processing.

Click here to return o logon page

Click Here

Part 3: First Time eOPF Logon

Action

Following the retrieval of your eOPF ID
and temporary password, enter your
eOPF ID and temporary password
into the eOPF Logon screen.

¢

Office of Personnel Management

- ENTERPRISE H R

//-—- I | | N,

e0PF v4.0 System

Loter your 0FF 10 and Fasswor d to log in. *
E.-Gov
Enter eOPF ID

COPF T2
|

PASSWORD:

Forgat your Password?
nnnnnn

Enter Temporary
Password

2. You will be prompted to change your
temporary password. Enter:

e your old password
e your new password

e re-enter your new password to
confirm

Click Reset Password.

Note: Password must contain at least one upper-case letter, one lower-
case letter, one number and one special character and must be at least
& characters in length.

Hew Password: _~—| Enter New Password
Passwaord Confirm: =~ | Confirm New Password

Please change your password.

Enter Old Password

=

Old Password:

Click Reset Password
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Step Action

3. Select and answer 3 personal

q uestions and 3 Hel P Desk Select and answer your security questions
Verlﬂ Catl on q u estlo ns fro m th e d ro p - Purpose: The following sa:;;ﬁycg:ens"tinndr:;';’:! t:q:f,zg;i;E;FFM\;D;:D‘;\ZT;%J‘;23 i‘:;?:t your password or eOPF ID.
down question boxes.
Optl on al |y, enter yO ur em ai | ad d ress [ Check here, if you are using assistive technology? (ex: Screen Reader)
and state if you are using assistive
Personal Questions

tec h no I 0 gy , SucC h as a screen Please select and answer thres unique personal questions from the list provided below
reader Persons Question 1: | What is your Birth State?(Ex: VA) v

’ Personal Question 2: | What is your Birth State?(Ex: VA) -
Click Submit. Personsl Question 2: | What is your Birth State?(Ex VA) v

Helpdesk Verification Questions
Flease select and answer three unique helpdesk questions from the list provided below

Helpdesk Question 1. | What is your mother's birth date?(Ex: 09/14/1950) v
Helpdesk Question 2 | What is your mother's birth date?(Ex: 09/14/1950) v
Helpdesk Question 2 | What is your mothers birth date?(Ex: 0914/1950) v

Note: Answers to the above questions are required to proceed into eOPF. Clicking Cancel will exit you out of the

application.

Click Submit

From the eOPF Welcome Screen, you may view your entire eOPF by clicking My eOPF, or search for specific
documents within your eOPF by clicking Search eOPF. Additionally, you may change your eOPF preferences
by clicking My Profile.

Need Assistance?

For technical assistance, select the Help button from the upper right corner of any eOPF screen, or contact the
eOPF Help Desk:

Email: eopf_hd@telesishg.com
Phone: 1-866-275-8518
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