
Personnel Administration Alert	2012-16
Issued 09.14.2012



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


e-OPF and Correspondence Generated by the HR Service Center

· Information regarding placing employee correspondence in the e-OPF


Effective 9/12/12, employee correspondence generated by the HR Service Center’s Agency Services Representatives will be loaded to the employee’s e-OPF in SAP in addition to being attached to the closed E-PAR.  Therefore, agencies will no longer be responsible for placing employee correspondence in the paper OPF.  

In cases where an E-PAR is reopened due to a correspondence error, the incorrect letter will be removed from the e-OPF and the updated letter added by HRSC staff.  

SAP e-OPF documents can be viewed by HR office staff with the e-OPF roles identified in 
PA Alert 2012-13.  

e-OPF Document View Instructions
· Using transaction PA20, click the services for object [image: ] button, select DocFinity. 
· Attachment, View Attachment and the e-OPF document list will display.  
· Click the [image: ] button to view the document.
[image: ][image: ]


Questions? 
If you have any questions regarding this alert, 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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