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Departmental Management
Office of Human Resources Management
Human Resources Operations


INSTRUCTIONS FOR REGISTERING FOR eOPF
	
The link to view your electronic official personnel folder is https://eopf.nbc.gov/landing/. Please save it as a bookmark or favorite so that you may access the system easily in the future.  


STEP 1.

 (
You may receive this warning “Security Warning”.  Click “YES”.
)           [image: ]     


STEP 2.

 (
Click on 
Continue
)            [image: eAuth Signon]

STEP 3
·  (
Enter your eAuth Password
) (
Enter your eAuth User ID
)You will need your eAuth ID and password to access the system just like you do when you fill out your timecard. [image: eAuth ID-Pswd2]




STEP 4.

· In the box on the left side of your screen titled “eAuth enabled eOPF instances” click on the red arrow next to “Dept of Agriculture”

 (
Click on “
US
 Department of Agriculture”
)
[image: ]


STEP 5.
 (
Click on the “ACCEPT”
)               [image: ]     


 (
Click on 
“Yes
”
)[image: ]





STEP 6.

· Once you’ve clicked on the above link please enter the following information:

	Type in your birth date in the following format do not use the drop down box:  MM/DD/YYYY
	Type your Last Name in Capital Letters:  DOE
	Type in your SSN with no dashes or spaces: example 111111111
	Type the first 5 digits of your home zip code:  example 22222
	Type in your 4 digit POID:  5260 or 5330 (this is the same for all employees)
	Type in this Org Code as it is specific to you and enter all 18 characters: DA9909000000000000 (DO NOT ENTER THIS ORG CODE!  This Org Code is only for example.  Please enter the ORG Code given to you by your Program Manager).

· Please enter your birth date in the format shown and do not use any spaces or dashes when entering your SSN.


 (
Enter your 
home
 Zip Code (5 digits only)
 only)
) (
Enter your Social Security # 
) (
Enter your last name (All UPPERCASE)
) (
Enter your date of birth – mm/dd/yyyy
(Don’t use the calendar)
) (
Click on Register
) (
Enter your 18 digit Org
code, no spaces or dashes
) (
Enter your four digit PO
 
I
D:
 5260 for most DM offices or  5330.
)[image: eAuth Register3]

STEP 7.

Once you complete the necessary information, click on Register.  You will see it processing in the upper right corner.  When it’s done, close the application and restart it again.  This time you will see the arrow to launch the application is now on the right hand side of the page.  You are now ready to start working with the eOPF application!

*Important* “Email Notifications” – Please make sure you keep your email address updated at all times.  This is important because when email notifications are turned on and you will receive an email each time a document has been added to your folder and serves as a reminder that you may log in and view your documents at any time.

Logging Back into eOPF

· Click on the link https://eopf.nbc.gov/landing/ 
· Select “I Agree”
· Then enter your eAuthentication User ID and Password – Push Login
· In the box on the right side of your screen titled “Authorized eOPF instances” click on the grey arrow next to “Dept of Agriculture”
· You will be taken directly to the Welcome screen and be able to view and print documents in your eOPF.

To Check or Change Your Email Address

Step 1 – Click the [image: ] My Profile button on the eOPF main menu.

      The My Profile page appears with the Who Am I? tab active.

      The following figure displays the Who Am I? page.

[image: ]




Step 2 – Click the [image: ] Change Email tab at the top of the page. 
[image: ]
[image: ]

The Change Email page appears, see figure below.

[image: ]

Step 3 – Type your email address in the Your Email Address field.
Step 4 – Click the [image: ] Update button.

The following figure displays the Change Email tab with a confirmation message.

[image: ]

Step 5 – You can exit the Change Email page by clicking the Home.


The email address is immediately changed in the User Info part of the Welcome page. 


eOPF POINT OF CONTACT:
If you need any assistance during this registration process or information you are reviewing in your eOPF please contact the DM-OHRM eOPF team at:  dm-hro-eOPF@dm.usda.gov. 

**You will receive a response within 48 business hours.

NOTE:  Human Resources Operations recognize there may be recent documentation that is not in your eOPF.  Human Resources Operations is currently working with a contracted scanning facility who will upload backlogged eOPF documents of current employees to ensure our employees’ eOPFs are complete.  Therefore, we ask that you allow time for these documents to be uploaded into your eOPF before you contact the eOPF team. 

If you have any technical issues with using the system after you have updated your email address, you may contact the EHRI eOPF helpdesk at eopf_hd@telesishq.com. The help desk will only be able to assist you if you have updated you email address.
	
Again, please let us know that this worked for you or if you need any other assistance.
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WhoAmI? :
Purpose: The WhoAmI? feature will allow you to get a quick read-only listing about your account.

——

Label Value

Full Name: ALEX DOLAN

Birth Date: 12/19/1975

I Addres:

DolanA@

com

PO ID: 1601
Org Code: 02A
Activity code: A
Group(s): eOPF Users
Folder Side(s): Cancellation, Overseas, Permanent, Temporary, Transferred
PO ID(s) Managed:
Folder Status: ACTIVE
Role: Basic User

Super Admin: No

Active Start Date:

Active End Date:
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Email Address :

Purpose: The eOPF system can automatically inform you every time a document is added to your eOPF. To receive
a notification, please insert the email address you would like this notice sent to into the email address block below.
'You may change this address whenever you would like. If you do not enter an address you will not receive any email

notification.

Your Email Address: | test.user@testorg.com
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