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

Electronic Official Personnel File (e-OPF) for separated employees
· Information regarding viewing e-OPFs and deleting e-OPF documents for separated employees
Viewing e-OPFs for separated employees
Agency human resource office staff can view e-OPFs for separated employees provided they have an appropriate OPF viewer role and structural authorization for the organization the employee separated from.

Agency human resource office staff can view e-OPFs for separated employees from other agencies provided they have an appropriate OPF viewer role and the Z_DEF_POS PD profile. The e-OPF candidate review process as described in PA Alert 2014-15 should continue to be used to view e-OPF documents only for candidates from another agency who are active employees. 
Agency human resource office staff may request role assignments and the addition of the Z_DEF_POS PD profile by submitting an “Update Roles” E-PAR.
Deleting e-OPF documents for separated employees
Agency human resource office staff can delete e-OPF documents for separated employees in their agency within 30 days of the employee’s separation, provided they have an appropriate OPF update role. Agencies should use this 30-day window to review and purge documents prior to archival.

After 30 days of separation, agency human resource office staff may still view e-OPF documents for separated employees, but will be unable to delete them. To request that an e-OPF document be deleted for an employee who has been separated for over 30 days, please submit an HR help desk ticket under the “Abledoc/e-OPF category”.
Questions? 
If you have any questions regarding the e-OPF process for separated employees, please submit an HR help desk ticket in the Abledoc/e-OPF category. You may also call the HR Service Center, Business Information & Support Division at 877.242.6007, Option 4.
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