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What is eOPF?  

The electronic Official Personnel Folder (eOPF) is a system developed as a 
management solution to handle official personnel files and to simplify access to 
your Official Personnel Folder (OPF). The OPF contains human resource (HR) 
records and documents related to Federal civilian employees. An OPF is created 
when an employee begins Federal service and is maintained throughout an 
employee’s career in accordance with the United States Office of Personnel 
Management (OPM) regulations. 
 
Benefits of eOPF include: 
 

• 24/7 access to personnel forms and information for a geographically 
dispersed workforce 

• Email notification when documents are added to the eOPF 
• No loss of official personnel documents due to filing and routing errors 
• Electronic transfer of human resources (HR) documents are employees 

move between federal agencies 
 

 
When will my 
eOPF be 
available? 

Your eOPF access may be dependent on: 
 

If ... Then ... 
 

You are a brand-new employee to 
USDA 

You should be able to access eOPF 
sometime AFTER your third week of 
employment 
 

You are an employee transferring 
from another USDA or Governmental 
Agency 

Your access is dependent on the 
losing agency transferring your eOPF 
to the gaining agency 
 

 
 

 
How do I access 
eOPF? 

AMS and APHIS employees’ access eOPF via:  
https://eopf.opm.gov/usdalanding  
 
Please save this as a bookmark or favorite so that you may access the system 
easily in the future. 
 

Continued on next page 
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What Options 
are available in 
my eOPF?  

The following list describes the eOPF main menu buttons 
 
 

Menu Option Description 
My eOPF Displays the contents of your eOPF.  You can select 

individual documents for viewing or printing.   You can 
print, sort or filter the contents of your eOPF.   
Sort by date to bring the newest documents to the top.  
 

Search eOPF Displays a Search page from which you can search for 
specific documents in your eOPF.  You can view or print 
documents using this option 
 

My Profile Ability to change/update your email, password, security 
questions and emergency data 
 

Print Status Displays the status of print requests 
 

Logout Log out of eOPF 
 

 

 

Continued on next page 

eOPF Initial 
Registration 

To complete your initial registration process, you will need to know:  
 

• Your Personnel Office Identifier (POID) 
• Your 22-digit Organization Code  
• Your personal information (Zip Code, SSN and Date of Birth)  

 
Access the New Employee Onboarding site -  Employee Resources Tab to find 
information essential for your eOPF registration.  
 
 

 
 
Once you have gathered all the registration information follow the steps 
identified below.    
 

https://www.aphis.usda.gov/aphis/ourfocus/business-services/new-employee-onboarding/employee-resources
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Step Action Screenshot 

1 Close any open 
browser and 
ensure any 
applications using 
eAuthentication 
are closed 

 

2 Access eOPF 
 

 

3 Provide 
eAuthentication 
credentials - 
ID/Password or 
Linc Pass 

 

4 Select the US 
Department of 
Agriculture as 
preferred instance 

 

5 Accept the eOPF 
Rules of Behavior 

 
 

Continued on next page 
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Step Action Screenshot 
6 Enter Registration 

Information 

 
7 Click Register & 

Await eOPF 
Validation Process 

 
8 Address Errors Errors at this step tend to be the result of:  

 
•   Entering an incorrect or incorrectly formatted organizational 
code or POID.  Remember to access the New Employee 
Onboarding site -  Employee Resources Tab to find information 
essential for your eOPF registration. 
 

•   Trying to access eOPF before your profile is built or before 
records have been transferred from your losing to your gaining 
Agency. 
 

•   Accessing eOPF without a government computer, registered IP 
address or a government computer accessing via a government 
Virtual Private Network (VPN). Usually access away from a federal 
work site does not meet OPM’s established criteria. 

Continued on next page 

https://www.aphis.usda.gov/aphis/ourfocus/business-services/new-employee-onboarding/employee-resources


Access to your electronic Official Personnel Folder (eOPF)   

 
Step Action Screenshot 
9 Establish Security 

Questions & 
Answers 

 
10 Access eOPF 
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How do I get 
notified when 
new documents 
are added to my 
folder? 
 

Email notification of documents added to eOPF  
 
Employees will be notified by e-mail when documents are added to their eOPF.  
If you have a government e-mail address, it has likely already been updated by 
HR within your eOPF record.    
 

To update or add an email address – Select My Profile & Change Email:  
 

 
 

 
How can I print 
a document 
from within my 
eOPF? 

Although the eOPF application is designed to make reviewing your OPF more of  
a paperless process, there are times when you will need a hard copy of an  
eOPF document. You can choose to print all, or specific documents found in 
your eOPF.  When using either My eOPF or Search eOPF to view  an individual  
document you are prompted to either open or save the PDF file.  Once the  
document is opened in Adobe Reader, you can immediately print it.    
 

 

Continued on next page 
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What do I do if I 
find someone 
else’s document 
in my eOPF 
 

Please contact the HR Processing Team at eOPFMRP@usda.gov  

 
Who can I 
contact with 
questions about 
eOPF or if I have 
trouble with the 
registration 
process? 
 

Please contact the HR Processing Team at eOPFMRP@usda.gov  

 
What if I can’t 
find my name in 
the eOPF 
Onboard 
Report? 
 

If you can not locate your name, it may simply be too soon for you to access 
eOPF.   For most new employees it takes about 3 weeks for the profile to be 
built, but there are exceptions.   Employees transferring within the Federal 
Government can take much longer.  
 
Please contact the HR Processing Team at eOPFMRP@usda.gov 
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