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Changes when opening Electronic Official Personnel File (e-OPF) documents and
visibility to new ‘I-9 FORM (Tracker)’ links
· Information regarding changes when opening e-OPF documents and visibility to new ‘I-9 FORM (Tracker)’ links
Changes when opening e-OPF documents

Effective January 12, a change has been implemented which affects how e-OPF documents will open.  E-OPF documents previously opened within an Internet browser window, but will now open within their native application.  This change resolves any issues users may have been experiencing with opening large e-OPF documents.
When an e-OPF document is selected to be viewed, users will now receive the following prompt in their Internet browser window.  Users will have the option to either open or save the document.  Users will have 10 seconds to select an option before the Internet window closes.
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· Selecting ‘Open’ will open the document in the application in which the file was saved (e.g. .doc or .docx files will open in Microsoft Word, .pdf files will open in Adobe, etc.).  The Internet browser will then close.
· Selecting ‘Save’ will save the document to your “Downloads” folder on the C: drive.  The Internet browser will then close.

· Selecting ‘Save As’ will allow you to choose a location in which to save the document.  Once the document is named and saved, the Internet browser will then close.
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Visibility to new ‘I-9 FORM (Tracker)’ links
Changes to the I-9 Form process were implemented on December 8, 2014 for new hires required to complete the online orientation.  As a result of this transition, two minor changes have been made to e-OPF functionality:
· When Section 1 of the I-9 form is electronically signed by the employee within the online tour, a link to ‘I-9 FORM (Tracker)’ will immediately appear in the employee’s e-OPF; therefore, some ‘I-9 FORM (Tracker)’ documents may appear in an incomplete status.  However, the contents of the I-9 form will dynamically update within the e-OPF after each stage of the I-9 approval process.  Prior to the I-9 Tracker upgrade, I-9 forms were not loaded or present in the e-OPF until after the document had been verified via E-Verify.
· In addition, ‘I-9 FORM (Tracker)’ links cannot be deleted via the e-OPF since Tracker I-9 Forms are physically housed in the Tracker database as opposed to locally within the e-OPF.
The existing ‘I-9 FORM’ document type will still be available for manual upload via Abledoc for employees not included in the online orientation.

Questions?

If you have any questions regarding changes when opening e-OPF documents or the new

‘I-9 FORM (Tracker)’ links, 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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