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Idaho National Guard
Federal New Employee 

Orientation
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Agenda

• Type of Appointment
• Service Computation Date (SCD)
• Pay, Deductions and Leave
• ATAAPS 
•Military Membership/Uniform
• Standards of Conduct
• Federal Employees Health Benefits (FEHB)
• Tricare Reserve Select
• FSA Flexible Spending Account
• Government & Retirement Benefits (GRB) Platform
• Military Out-Processing
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Agenda

• Occupational Injury (OWCP)
• Employee Assistance Program (EAP)
• EEO/Sexual Harassment Policy
• Physical Fitness Program IMD-2
• Mass Transit
• Electronic Official Personnel Folders (e-OPF)
• Your Rights as a Federal Employee
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Type of Appointments

• Temporary Appointment (Tenure 0)–
Is a non-permanent employment, hired to fill due to a increased 
workload or as additional funds are available for hiring for a short 
period of time.

• Indefinite Appointment (Tenure 3) –
A temporary in nature that will normally last more than one year.  
Benefits are the same as a permanent employee.  Indefinite 
employees may be separated after a 30-day written notice 
memorandum issued by the HRO. 

• Permanent Appointment (Tenure 2/1) –
Federal Employee that must serve a one-year trial period.  
Employee may be removed during this trial period if performance 
and/or conduct do not meet expected standards.
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Service Computation Date (SCD)

• A date, either actual or constructed, that is used to determine 
benefits and is generally based on how long the person has been in 
the Federal Service

• The SCD-Leave is used to determine the rate at which an employee 
accrues annual leave

• All Title 10 time counts toward your SCD.  You will need a DD 214 
for each period of Title 10 time to ensure your SCD is calculated 
accurately.
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•Leave and Earnings Statement (LES) – Available to each employee 
every pay period.  Your LES will show current year-to-date earnings and 
deductions, TSP contributions, and leave balances.  

•You may view your LES via MyPay website at https://mypay.DFAS.mil

• Army: Paid 2nd Thursday after end of the pay period.

• Air: Paid 1st Friday after the end of the pay period.

• Direct Deposit only (SF1199)

• Federal holidays are paid days off for all employees.
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ANNUAL LEAVE: 

If you will be a Federal Employee for 90+ days, you are eligible for authorized 
absences from work without loss of pay. You will begin accruing annual leave, but 
will not be eligible to use it until you have reached the 90 days. You can use 
annual leave for for vacations, maternity/paternity and other emergency or 
personal situations. Except in emergencies, you must obtain your supervisor's 
advanced approval so your leave time and work responsibilities are coordinated.  
Employees accrue annual leave as follows:

Federal Employee based off of a 80 hour work schedule:

Years of Service: Annual Leave Per Pay Period:
Less than 3 years 4 hours
3 years but less than 15 years 6 hours
15 years or more 8 hours

An Employee may not carry over more than 240 hours of 
annual leave to the next leave year. Hours above 240 will 
be forfeited. Employees are required to schedule and are 

expected to utilize any leave over 240 hours.
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SICK LEAVE: Sick leave accrual is four hours per 
pay period and there are no limitations on how much 
sick leave can be accrued. 
*Sick leave may be used for medical, dental or optical 

examinations or treatment, pregnancy or childbirth. 

MILITARY LEAVE (15-Day/120 hours):
Temporary employees are not authorized Military 
Leave.

LEAVE WITHOUT PAY (LWOP): Based upon your 
written request, you may, at the discretion of the 
supervisor, be granted approved absence
from duty without pay. 

DISABLED VETERAN LEAVE: 104 hours in first 12 months of 
employment.  Available to any NEW Federal Employee who is a 
veteran with a service-connected disability rated at 30% or more for 
purposes of undergoing medical treatment for the disability. **VA 
documentation required
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COMPENSATORY TIME (Title 32 Dual Status Techs):
The amount of time off given is equal to the time you spent outside 
your normal duty hours or irregularly scheduled work. 
- In order to be compensated, you must receive your supervisor's 

approval before performing such work. 
- Compensatory time must be used within 26 pay periods from the 

pay period in which it was earned or the time will be forfeited.

NOTE: Comp time is input in ATAAPS via the “Premium Request” link

COMPENSATORY TIME (Title 5):
-Can be requested in lieu of OVERTIME
-The amount of time off given is equal to the time you spent outside 
your normal duty hours or irregularly scheduled work. 
- In order to be compensated, you must receive your supervisor's 

approval before performing such work. 
- Compensatory time must be used within 26 pay periods from the 

pay period in which it was earned or the time may be forfeited or 
payed out as OVERTIME.

Note: Recommend Comp Time used before Annual Leave.
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OVERTIME (Title 5):
-In order to be compensated, your supervisor must request/authorize 
overtime work in advance. 
-Overtime is paid out 1.5 hours of pay for every hour worked.

-NOTE: Exceptions will apply.
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ATAAPS
Reminder for all Air Force Employees – Be sure supervisor builds 

ATAAPS profile in order for you to get PAID

ARMY: https://ataaps.csd.disa.mil/index5.htm?d

AIR FORCE: https://af.ataaps.csd.disa.mil/ataaps

Failure to do so =
NO PAY

Follow up with Timekeeper for 
Questions 

Most frequently used codes:
RG: Regular time (GS) LM: Military Leave
RF: Regular time (WG) KG: Military LWOP
LA: Annual Leave KA: LWOP 
LS: Sick Leave
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MILITARY MEMBERSHIP: 
You are required to maintain Military membership for your Federal 
Technician position. Failure to maintain Military membership is 
grounds for termination for you Federal Technician position.

MILITARY UNIFORM: 
You are required to wear the 
uniform while performing technician 
duties.  Additionally, compliance 
with established grooming, weight 
management and physical fitness 
requirements is essential.  All 
customs and courtesies must be 
abided by while on Technician 
status.
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Dresscode Policy: 

-See HRO Website

-Dress code may be work center specific

-Supervisor discretion applies
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Standards of  Conduct
All employees are required to maintain high standards of honesty 
and integrity and to conduct business in an ethical manner. You 

are required to perform your assigned duties conscientiously and 
always conduct yourself in a manner that reflects credit on you 
and the National Guard. If your conduct is in violation of any 
statute, regulation, or other proper authority, you will be held
accountable. Violation of any standard of conduct may be the 

basis for disciplinary action. 

Every newly hired Federal Employee is provided a 
Standards of Conduct Statement

Employees may also use:
Federal Personnel Manual 735 and DOD Directive 5500.7
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Federal Health Benefits: FEHB
• Temporary appointments of 90 days or more

• Elections are made through the GRB Platform 
https://portal.chra.army.mil/abc/

• We offer many different plans to meet all your medical needs:
you may visit http://www.opm.gov/insure to research available 
plans.

• It is your responsibility to research the available plans.

• The effective date will be the first day of the next pay period after the 
election is made. 

• Notify your HRO Representative immediately if your FEHB 
information is not correct on your Leave and Earnings Statement (LES).
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FEHB Time Frame

• As a new employee, you must make an election within 60
days of your 1st eligibility date or entrance on duty date 
unless covered by a spouse/parents health insurance.

• You may make changes outside the 60 day window with a 
Qualifying Life Event (QLE) or during the annual Open 
Season. **QLE Examples – Marriage, Birth, Divorce, 
Deployment

• Open Season begins the 2nd Monday in November and runs 
through the 2nd Monday in December effective on the 1st full 
pay period in January
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https://www.dmdc.osd.mil/appj/trs/

• Employee must Terminate TRS coverage if eligible for a 
(FEHB) Federal Employees Health Benefit plan as defined in Chapter 
89 of Title 5 U.S.C.

To Terminate TRICARE Reserve Select Coverage you will need to contact
your Military Personnel Office or visit the website listed below:

Note 1: TRICARE will retroactively terminate your TRS coverage based on your
FEHB eligibility date you place in the date field on the website
Note 2: Normally, the effective date will be the first day of the next pay period after 
the election is made. 
Note 3:  The HRO Office recommends that an employee coordinate the date of 
FEHB eligibility with the cancellation of TRS coverage on the www.dmdc website

Or call:
TRS POC      AIR: 1-800-525-0102      ARMY: 1-866-810-9183

Tricare West: 1-844-866-9378
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Federal Employees Dental and 
Vision Insurance Program FEDVIP

• Federal Employees Dental and Vision Insurance Program (FEDVIP) is 
not available to temporary employees
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Flexible Spending Account (FSA)

• Pre-tax benefit account allows you to pay for certain 
health/dependent care expenses with pre-tax dollars

• If you are eligible for FEHB, you are eligible for FSA

• You have 60 days from your 1st eligibility date or 
entrance on duty date to enroll, or you can enroll during 
the annual Open Season

• You must re-enroll every year
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Flexible Spending Account (FSA)

**The minimum election for all accounts is $100

**Carryover has been adopted for health care and 
limited expense health care FSAs effective with the 
2015 Benefit Period. If you are enrolled in one of these 
FSAs, you will be able to bring up to $500 of unspent 
funds from previous year into the following year. You 
can use these funds to reimburse your eligible expenses 
incurred. You must re-enroll for the new year Benefit 
Period to be eligible for carryover.
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Flexible Spending
Accounts (FSA)

To receive more information regarding FSAs, 
please contact a FSA counselor

Email: fsafeds@adp.com
Telephone: 1-877-FSAFEDS (372-3337)

TTY:  1-800-952-0450

Mon-Fri 9AM-9PM Eastern Time
Closed  Weekends and Holidays

http://www.fsafeds.com

This is a program we facilitate but do not manage
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Government & Retirement Benefits 
(GRB) Platform

• Secured Web based application
https://portal.chra.army.mil/abc/

Available 24 hours a day
• Create and process electronic benefit elections
• Requires use of Common Access Card (CAC) 

authentication
• Allows you to print pending benefits transactions
• Employee Benefits Automated Tracking System (EBATS) 

allows employees to see summary of current benefits and 
any open or closed benefits actions received at ABC-C

ABC-C Automated Systems
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GRB Platform
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Click Launch
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Watch New User Video or select Close
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Military Out-Processing
• Absent-US
• Separation–US

• Upon notification that an employee will be entering Active Duty, 
whether for a deployment, AGR tour, military school, or other 
Active Duty assignments the following procedures will need to be 
followed:

1. Supervisor/Employee will notify HRO that he/she has an 
employee(s) pending Active Duty Service.

2. Employee will need to schedule an appointment with his/her 
HRO representative to cover employees rights and
benefit entitlements **(Out-Processing checklist will be 
completed at this time if orders are 30+ days)**

3. Employees will need to bring a copy of his/hers orders to out-
processing appointment

When an employee does not out-process this could cause disruption in 
health insurance, pay, leave, TSP, etc…So ensure you OUT-PROCESS!!!
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Electronic-OPF (e-OPF):
• The e-OPF is an electronic version of your Federal 
Employee record (similar to iPERMS/vMPF)

• Provides email notification to the employee when a 
document is added to the e-OPF

•The e-OPF records are regularly backed up, and provides 
disaster recovery to assure continuity of operations in any 
situation

•e-OPF Log on Instructions can be found at the following 
link under Benefits/ Services 
https://inghro.idaho.gov/hr/SupervisorsToolbox/supervisort
oolbox.htm
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Workers Compensation(OWCP):

INJURED AT WORK:  If you are injured at work, you must contact your 
supervisor immediately. Your supervisor will secure the forms 
required to document your injury and submit your claim via ECOMP and 
in turn is forwarded to the Injury Compensation Program Administrator 
(ICPA) at HRO. 

Primary Steps for Employee:
1. Notify supervisor and ask if you need a CA-16 form
2. Get medical treatment – request medical documents be signed or 

counter-signed by a medical doctor (MD or PhD)
3. File claim on ECOMP
4. Upload initial medical documents on ECOMP
5. Notify supervisor if you have temporary work restrictions
6. Notify supervisor if you have lost military earnings during COMP 
period

Idaho National Guard – ICPA Mike Whittier 208-272-4560 or SFC 
Richard Eisele 208-272-4222
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Employee Assistance Program 
(EAP)

Call: 888.290.4327
TDD: 800.697 .0353
Online: guidanceresources.com
Your company Web ID: GOVEAP

• Confidential Counseling on Personal Issues
• Legal Information, Resources and Consultation
• Financial Information, Resources and Tools
• Information, Referrals and Resources for Work-Life Needs
• Online Information, Tools and Services

• 6 free visits per year
• You will need to get a pre-authorization number to use provider 

services
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EEO/Sexual Harassment
Any unlawful employment practice 
that occurs when an employer fails 

or refuses to hire or otherwise 
discriminates against any individual 

with respect to compensation, 
terms, conditions, or privileges of 

employment because of race, color, 
religion, gender, reprisal, national 

origin, age, physical or mental 
disability and genetic information 

(GINA Law).

NO FEAR ACT: The Notification and Federal 
Employee Antidiscrimination and 
Retaliation Act of 2002 (No FEAR Act)
became effective on October 1, 2003 
(CIVILIAN  EMPLOYEES)
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Physical Fitness Program IMD-2
• Authorizes not more than one hour of official time per day and five 
days a week per supervisor

• Not required – Voluntary for all Employees to participate in
• Personnel/Participants must complete a Statement of Understanding and

Liability (IDNG Form 4R, Attachment 1) prior to starting this program
. Title 5 will  need a release form from Doctor before they can PT

• Authorized Activities: 
*Aerobic– includes running, walking, swimming, bicycling, treadmills,     

stair climbers, and organized aerobics
*Strength/Toning – Includes fitness machines, calisthenics, and weight-

lifting.

• Unauthorized Activities: Include activities involving unrestricted 
team competition or physical contact among participants.  Ex. Basketball

The IMD-2 Regulation can be found on the HRO website
.
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• This program is available for all Federal Employees
• Please contact your POC for more information

POC for the Army and Air Employees
SSgt Emily Berry & SFC Richard Eisele 272-4222 




• Acceptance of any Title 32 technician position over 179 

days will cause termination of entitlement and eligibility 
for all bonuses and incentives.

• This does not affect Montgomery GI Bill eligibility or GI 
Kicker.

• Does not apply to Title 5 employees

*Check with your incentives manager to see how 
this affects the incentive you may have received.
Incentives Manger: Laura Matye- 272-3835

laura.k.matye.mil@mail.mil

Bonuses & 
Incentives
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How To Get Your Student Loans Forgiven

What is PSLF, Exactly?
It’s a federal program that forgives the remaining balance on all your direct loans 

if you meet all of the requirements.

Where can I find additional information about the PSLF Program? 
For detailed information—including how to monitor your progress toward 
qualifying for PSLF—read the PSLF Questions and Answers document at:

https://studentaid.ed.gov/publicservice

For updates or additional information on federal student aid, visit
https://studentaid.ed.gov

Public Service Loan Forgiveness (PSLF)



36

Your Rights as a Federal Employee

• Review Prohibited Personnel Practices (PPP) Handout

• What you can do if you believe a PPP has been committed
• File a written complaint with the U.S. Office of Special 

Counsel at https://osc.gov/
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If you have additional questions please feel free to 
contact your HRO Representative

Mike Whittier (OWCP) A – H      272-4560

SSgt Emily Berry (ACHD Commuteride)    I - Q 272-4212            

Zenella Sablan R - Z
(Performance Management/Incentive Awards)      272-4225

HRO Website:
http://inghro.idaho.gov

SHRS Employee Relations – John Vanhorn      272-3809

John VanHorn (Retirements)                                    272-3809
David Emry                                                                 272- 4226 
(Employee Development/Training and Travel/IDPs/PIPs)





U.S. Office of Special Counsel 
1730 M Street N.W., Suite 218 
Washington D.C. 20036-4505 


 


 
WHAT IS A PROHIBITED PERSONNEL PRACTICE (PPP)? 
 
Under 5 U.S.C. §§ 2302(b)(1)-(b)(14) a federal employee authorized to take, direct others to take, 
recommend or approve any personnel action may not: 
• Discriminate (including discrimination based 


on marital status and political affiliation). 
EXAMPLE: Supervisor Joe refuses to promote 
Employee Jane because Jane is a registered 
Republican; or his refusal is because she is a 
single mother. (OSC will generally defer Title 
VII discrimination allegations to the EEO 
process, rather than duplicating already existing 
procedures.) 


• Solicit or consider employment 
recommendations based on factors other than 
personal knowledge or records of job-related 
abilities or characteristics. EXAMPLE: 
Selecting Official Joe hires Applicant Jack based 
on Senator Smith’s recommendation that Jack be 
hired because Jack is a constituent; or fails to 
hire Applicant Jane because of Congressman 
Smith's recommendation based on the 
Congressman's friendship with Jane's parents. 


• Coerce the political activity of any person, or 
take action against any employee as reprisal 
for refusing to engage in political activity. 
EXAMPLE: Supervisor Jane takes away 
significant job duties of Employee Jack because 
Jack will not make a contribution to Jane’s 
favorite candidate. 


• Deceive or willfully obstruct any person from 
competing for employment. EXAMPLE: 
Supervisor Joe, located in Headquarters, orders 
that no vacancy announcements be posted in the 
field office where Employee Jack works because 
he does not want Jack to get a new job; or 
falsely states that there will be extensive travel 
in the position when he knows that there is no 
travel. 


• Engage in nepotism. EXAMPLE: Second-
level Supervisor Jane asks First-level 
Supervisor Joe to hire her son; or to 
promote her daughter. 
 


• Take a personnel action against an employee 
because of whistleblowing. EXAMPLE: 
Supervisor Joe directs the geographic 
reassignment of Employee Jack because Jack 
reported safety violations to the agency’s 
Inspector General; or because employee Jill 
reported a gross waste of funds to the Office of 
Internal Affairs. 


• Take a personnel action against any employee 
because of the exercise of an appeal, complaint, 
or grievance right. EXAMPLE: Supervisor Jane 
places Employee Jack on an undesirable detail 
because Employee Jack filed an administrative 
grievance about his performance rating. 


• Discriminate against an employee on the basis of 
conduct, which does not adversely affect the 
performance of the employee, including 
discrimination based on sexual orientation. 
EXAMPLE: Jack's employment is terminated 
because he attended a "Gay Pride" march; or he 
attended a "Pro-Life" event; or he attended an 
animal rights rally; or he attended a gun-owners' 
rights meeting. 


• Take or fail to take a personnel action, if such 
action would violate a veterans’ preference 
requirement. Example: Supervisor Jane hired 
Employee Jack, without considering Veteran 
Jennifer, who was included on the list of eligible 
employees. (OSC’s jurisdiction is for disciplinary 
actions only; the Dept. of Labor has jurisdiction to 
investigate for corrective actions.). 


• Influence any person to withdraw from 
competition for a position to improve or injure 
the employment prospects of any other person. 
EXAMPLE: Supervisor Jane, in an effort to hire 
Employee Joe, tells Employee Jack that he should 
not apply for a position because he is not qualified 
and will never be selected. Employee Jack is 
qualified.


YOUR RIGHTS AS A FEDERAL EMPLOYEE 
ENFORCED BY 


THE U.S. OFFICE OF SPECIAL COUNSEL 
 


I. The U.S. Office of Special Counsel (OSC) is an independent agency that investigates 
and prosecutes allegations of prohibited personnel practices.  


  







• Give an unauthorized preference to a person to 
improve or injure the employment prospects of 
any particular employee or applicant. 
EXAMPLE: Supervisor Jane specifies that 
Spanish-speaking skills are necessary for a vacant 
position, for the purpose of selecting Employee 
Jack, who speaks fluent Spanish. The position, 
however, does not require Spanish-speaking skills. 


• Take a personnel action against an 
employee which violates a law, rule, or 
regulation which implements a merit 
systems principle. EXAMPLE: Supervisor 
Joe terminates the probationary 
appointment of Employee Jack because of 
Jack’s letter to the editor criticizing 
affirmative action - a valid exercise of First 
amendment rights, a law implementing a 
merit system principle. 


 


• Implement or enforce a nondisclosure 
agreement or policy lacking notification of 
whistleblower rights. EXAMPLE: A manager 
requires all employees in his program to sign a 
non-disclosure agreement that prohibits the 
employees from discussing the program in any 
way and fails to notify employees of protected 
channels for making disclosures. 


• Access the medical record of an employee or 
applicant, as part of, or in furtherance of any 
of the above-listed prohibitions. EXAMPLE: 
An employee expresses interest in an open 
position to the hiring official, who wants to hire 
another applicant. The hiring official accesses 
the employee’s medical record and attempts to 
influence the employee to withdraw from 
competition by telling her that the stress of the 
new position will worsen a condition found in 
her medical record. 
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Current and former federal employees, including probationary employees, and applicants for federal 
employment can file a written complaint with the U.S. Office of Special Counsel. Complaint forms are 
available on the Web at www.osc.gov. Employees do not need attorneys to file a complaint. OSC is an 
independent and prosecutorial agency. It will investigate allegations of prohibited personnel practices and 
seek the appropriate corrective and/or disciplinary action. 


What can you do if you believe a PPP has been committed? 
 


II. OSC also receives confidential disclosures and enforces the Hatch Act. 
 


RECEIVING CONFIDENTIAL DISCLOSURES (5 U.S.C. § 1213): 
Current and former federal employees and applicants can confidentially report information evidencing a 
violation of any law, rule, or regulation, gross mismanagement, a gross waste of funds, an abuse of 
authority, or a substantial and specific danger to public health or safety. OSC has the authority to require 
the head of the agency concerned to investigate the matter if OSC determines that a disclosure has been 
made. 


 
ENFORCING THE HATCH ACT (5 U.S.C. §§ 7321-26): 
OSC is authorized to issue advisory opinions that respond to federal employee questions about whether or 
not they may engage in specific political activities under the Act. OSC also prosecutes violations of the 
Hatch Act before the Merit Systems Protection Board. These violations include: using official authority to 
interfere with an election result; soliciting, accepting or receiving political contributions; soliciting or 
discouraging political activity of persons before the employing agency; and running for public office in a 
partisan political election. 


 


 Need additional information?  


• Information on filing a complaint or making a disclosure: 202-804-7000, 800-872-9855, or info@osc.gov. 
• Updated and detailed information on OSC and its procedures: www.osc.gov. 
• Information about training and certification: 202-804-7163 or certification@osc.gov.  



http://www.osc.gov/

http://www.osc.gov/

http://www.osc.gov/

http://www.osc.gov/

mailto:certification@osc.gov

mailto:certification@osc.gov
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Electronic Official Personnel Folder 


eOPF Quick Reference 
For Employees  


Online eOPF Self-service Feature for Login ID and 
Password Retrieval for New Users 


eOPF provides web-based access for Federal personnel to view and print employment 
documents. Employees are able to view their own documents through the eOPF 
application at https://eopf.opm.gov/nationalguard/.  eOPF includes security measures that 
ensure the integrity of the system and protection of employee documents. 


Your eOPF benefits include: 


 Immediate access to your documents


 Ability to view or print your documents


 Enhanced accuracy, portability, and security of your documents


 Increased accountability through an audit trail that tracks who accesses your
documents and the reason why


 Faster and more efficient records transfer between Federal agencies


 Timely and accurate data retrieval for retirement claims processing


Obtain Your eOPF ID and Password, and then Logon to your Account 


Accessing eOPF is simple and convenient. To access your eOPF, you need an eOPF ID and 
password, which may be retrieved using the eOPF self-service feature. This Quick  
Reference document consists of three sections. 


Part 1: Obtain Your eOPF ID 


Part 2: Create an eOPF Password 


Part 3: First Time eOPF Logon 



https://eopf1.nbc.gov/nationalguard/
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Part 1: Obtain Your eOPF ID 


Step Action Screen Shot 


1 


Access your specific agency 
eOPF URL at: 


https://eopf.opm.gov/nationalguard/  


Read the eOPF User 
Agreement page. 


Click the Accept button. 


2 


From the eOPF Logon page, 
click the Request Your eOPF 
ID link. 


3 


From the Request Your eOPF 
ID screen, enter the 


 Last 5 digits of your SSN


 First 4 letters of your last
name


 Date of birth (mm/dd/yyyy)


Click the Submit button. 


After Clicking the Accept Button--
Choose "NO" on the popup that 
asks "Do you want to close this tab?"



https://eopf1.nbc.gov/nationalguard/
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Step Action Screen Shot 


4 


The Request Your eOPF ID 
page displays stating that your 
request has been submitted for 
processing. 


Click the Click here to return 
to logon page link. 


5 


Your eOPF ID will be emailed to 
the email address of record in 
eOPF. 


Please contact the eOPF Help 
Desk if you do not receive an 
email with your eOPF ID. 
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Part 2: Create an eOPF Password 


Step Action Screen Shot 


1 


From the eOPF Logon page, 
click the Request a New 
Password link. 


2 


On the Request a New 
Password page, enter your: 


 eOPF ID


 Last 5 digits of your SSN


 First 4 letters of your last
name


Click the Submit button. 


3 


The Request a New 
Password page displays 


indicating your request has 
been submitted for processing. 


Click the Click here to return 
to logon page link. 


Note: If your information fails to 
be verified, you receive a 
message stating that your 
information does not match the 
information in the eOPF system 
and you should contact the 
eOPF Help Desk. 
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Step Action Screen Shot 


4 


An email is sent with a 
password reset link, a token, 
and instructions to the email 
address of record in eOPF. The 
token is valid for 15 minutes. 


Click the URL link. 


Please contact the eOPF Help 
Desk if you do not receive an 
email with your password reset 
link, etc. 


5 


The link opens the Reset Your 
Password screen. Type in 
your eOPF ID. 


Copy the token from the email 
and paste it into the Token 
field. 


Click the Submit button. 


6 


The Please reset your 
password page displays. 


Enter a password that meets 
your agency’s security 
guidelines in the New 
Password field, then again in 
the ReType Password field. 


Click the Reset Password 
button, which will bring you 
back to the eOPF Logon page. 


You are ready to log in to 
eOPF! Continue with Part 3. 
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Part 3: First Time eOPF Logon 


Step Action Screen Shot 


1 


Enter your eOPF ID and 
password on the eOPF 
Logon page. 


Click the Submit button. 


2 


The Select and answer 
your security questions 
screen displays. Select 
questions from the drop- 
down menu, then answer 
the questions in the blank 
fields on the right. Security 
question answers are not 
validated for format or 
correctness (i.e. state, 
numbers, or dates). 
Maximum length for an 
answer is 35 characters. 


To start over, click the 
Reset button. 







Electronic Official Personnel Folder 


eOPF Quick Reference 


Page 7 of 8 


Employee Self-Service for New User ID/Password 


5/22/2015 


Step Action Screen Shot 


3 


You also have the ability to 
create custom questions for 
Personal Questions; 
however, custom questions 
cannot be created for 
Helpdesk Questions. 


Click the drop-down menu 
and select Write your 
question. A blank Specify 
your Question field is 
added, allowing you to type 
your custom question. 
Click Add. 


Once a custom question is 
created, it will always be 
listed in the drop-down 
menu. Maximum length for 
a question is 100 
characters. There is no 
limit to the number of 
custom questions you may 
create. 


4 


A confirmation message 
states, “Your question is 
added to the Personal 
questions list.” 


Select the drop-down menu 
arrow again and choose 
your newly created 
question. Type your answer 
in the blank field to the 
right. 


5 


To save, click the Submit 


button below the questions. 
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The Rules of Behavior 
page displays. Read the 
rules and click the Accept 
button. 


7 


The screen refreshes and 
takes you to the eOPF 
Welcome page. That’s it! 
You are in eOPF. 


From this page, you can 
navigate eOPF with the 
buttons on the left. 


From the eOPF Welcome Screen, you can: 


 View your entire eOPF by clicking the My eOPF tab.


 Search for specific documents within your eOPF by clicking on the Search eOPF
tab.


 Change your eOPF preferences by clicking on the My Profile tab.


Need Assistance? 


For login or document content issues, contact your local State Human Resources Office 
(HRO) for assistance. 









