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Please distribute this information to any users within your agency who are responsible for e-OPF and Abledoc administration. 

Abledoc/e-OPF category added to the HR/Pay Help Desk application
· Information regarding the Abledoc/e-OPF category added to the HR/Pay Help Desk application.

An Abledoc/e-OPF category has been added to the HR/Pay Help Desk application (http://oaiss.state.pa.us/HR-Pay_Help_Desk/) to assist with the tracking and prioritization of e-OPF issues.  Effective immediately, please report any issues, requests, and/or questions pertaining to the Abledoc application or e-OPF by submitting an HR/Pay Help Desk ticket under this new category.  

Examples of types of issues that may be submitted include:

· Add/Remove User – request to add or remove a user from the Abledoc application; request to change an existing user’s name

· Document List – request to add an agency-specific document to Abledoc; questions related to the required e-OPF document listing

· Document Verification – request that HRSC verify e-OPF documents which agency staff cannot view

· Error Message or Prompt – report error messages received within Abledoc or within an e-OPF (please be as specific as possible, including affected employee(s), effective dates and screenshots)

· Installation – request to install or re-install the Abledoc web application
· Misfiled Document - report a misfiled document in an e-OPF
· Other - other Abledoc/e-OPF issues or concerns

Agencies should continue to submit ‘Update Roles’ E-PARs to request e-OPF access or functionality in SAP.

District or field office staff who do not have access to the HR/Pay Help Desk application should submit questions to the central agency HR office or agency e-OPF Coordinator. Central HR office staff should submit any unresolved issues on the requester’s behalf via a help desk ticket.

Questions?

If you have any questions regarding the Abledoc/E-OPF category please contact the HR Service Center, Business Information & Support Division at 877.242.6007, Option 4.
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