
Personnel Administration Alert	2013-05
Issued 03.12.13		Rescinds PA Alert 2012-17



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


Electronic Official Personnel File 

· Information about the release of tools and resources for the electronic official personnel file (e-OPF)


The Office of Administration has added content to the OA-HR website in support of the electronic official personnel file (e-OPF) project.  You can find a link to the e-OPF Web page under Workplace Support > Tools & References.

The Web page contains links to a number of resource documents including instructions for the procurement, installation and usage of the Abledoc software that will allow your office to upload to the e-OPF.  You will find agency role mapping documents so you can assign proper roles for access to view or update standard, confidential or restricted e-OPF documents.  The page also contains the forms and instructions you’ll need as your agency begins the process of converting paper files to an electronic format.  

The additional information link includes an update to the list of e-OPF questions, previously published as PA Alert 2012-17.

Finally, the standard list of required documents was recently approved and is now available.  There may be some agency-specific documents that your office feels should be in the e-OPF, but are not represented in this list.  The HR Service Center will collect and review these documents when working with each agency during the e-OPF conversion process.  Additions to the approved list will be assessed on a case-by-case basis.  


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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