MEMORANDUM FOR ALL APPROPRIATED CIVILIAN EMPLOYEES

FROM:  14 MSS/DPC

SUBJECT:  Employee Access to Their Electronic Official Personnel Folder (OPF)

1.  The Air Force Personnel Center is pleased to announce the Employee Access Module to the Electronic Official Personnel Folder (EOPF) for all serviced civilian employees.  In August 1996, the Air Force Personnel Center started saving OPF documents into an electronic format.  Until now, if you wanted to view these documents, you had to go to your local Civilian Personnel Flight.

2.  With the release of the Employee Access Module, you will be able to access your EOPF from any PC located on base that you have access to once it has been configured.  The workstation must have internet access.  Guidance on configuring a workstation for EOPF access is available at the Palace Compass Homepage at:

http://www.afpc.randolph.af.mil/palacecompass/eopf/electopf.htm

3.  Instructions for setting up your password and entering the OPF are attached.  Not all documents are available for access at this time, but as the system matures, more documents will be added.  If you have questions on configuring your computer, contact you local systems administrator.  .
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EOPF Instructions

INSTRUCTIONS FOR ENTERING YOUR ELECTRONIC OFFICIAL PERSONNEL FOLDER (EOPF)

Access the EOPF at website: http://www.afpc.af.mil/palacecompass/eopf/electopf.htm

Click on workstation configuration to ensure your computer is configured correctly to access the EOPF.  If you have questions, contact your local systems administrator.

Once this has been completed, click on Enter Electronic OPF.

A Login Screen will appear.  Scroll down and click on the civilian button

The AFPC Civilian Verification screen will appear.  Scroll down and fill in all data (note:  you will see the DoD notification screen appear advising you this is a government computer and only authorized users may enter - the same screen you get when you login to your own PC - click on OK when this appears.)

Scroll down and fill in all data on the Civilian Verification Screen.  Do not put dashes in Social Security Numbers (SSNs).  Years must be four digits (i.e. 2000) and months must be two digits (i.e. 03).

Click on submit.

Read the USERID and PASSWORD creation carefully!!  Once these have been created, remember them.  You will not be able to access your account in the future without these.

Complete all items and click on submit.  If you have completed all data successfully, a screen "user creation successful" will appear.  Click on return to Login screen.

Enter your USERID and Password - you do not have to scroll down and click on civilian again.  Now that you are registered it will take you to the appropriate section automatically.

You should now be in your EOPF.  Click on the document you want to view and it should appear.  (note:  some documents will appear upside down.  On your menu bar are some rotational boxes.  Click these until your document has been rotated into the vertical position)

NOTE:  YOU CANNOT MAKE CHANGES TO THESE DOCUMENTS!!!!  THESE ARE VIEW CAPABILITY ONLY; HOWEVER, YOU MAY PRINT THE DOCUMENTS BY CLICKING ON THE PRINT ICON.

