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Please distribute this alert to any users within your agency who are responsible for personnel administration.

Electronic Official Personnel File 

· Information regarding how interviewing agencies can request access to the e-OPF of the selected candidate
A process has been developed to allow agency human resource office staff to access the electronic official personnel file (e-OPF) of a job candidate in another agency.  This process requires the interviewing agency to work with the losing agency to gain permission to access the employee’s e-OPF.

Information regarding the candidate and the e-OPF reviewer will be gathered by the gaining agency representative and provided to the HR Service Center.  This information should be collected using the e-OPF Candidate Review Request Form and found in the e-OPF section of the OA-HR website.  

This process entails adding a newly created relationship, BZ09, to the e-OPF reviewer’s position.  This temporary relationship will only be assigned to HR Personnel.  A Z_OPF PD Profile is assigned in conjunction with the relationship.  This will allow the interviewing agency’s representative to view the e-OPF for two business days.  The roles that the e-OPF reviewer has will determine which of the candidate’s e-OPF documents can be reviewed.  
You may request the access by contacting the HR Service Center, Agency Services and Operations at 877.242.6007 and selecting option #1.
When calling the HR Service Center, be prepared to provide the following information:

Applicant’s HR Office Rep Who Approved Request:


Name:

Agency:

Applicant’s Information
Name:

Current Agency:

Personnel Number:

Position Number:

e-OPF Reviewer Information (HR Personnel)
Name:

Personnel Number:

Position Number:

Email Address:

The action to add the access will be completed as part of the phone call.  

This process requires overnight processing.  Therefore, the access will not be available until the following day and will be available for 2 business days.

Questions? 
If you have any questions regarding Electronic Official Personnel File, please submit an HR help desk ticket in the personnel administration category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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