Frequently Asked EOPF Questions

1. I am a supervisor.   How does EOPF determine what employee folders I have access to?

EOPF looks at two things in determining if you are a supervisor and to what folders you have access.  First, it looks to see if you are flagged as a supervisor in the Modern Defense Civilian Personnel Data System (MDCPDS).  If you are not flagged as a supervisor you will not have access to any folders but your own.  Next it looks at the Activity and Organization Codes you are assigned to in the personnel system.  You will be given access to those employees that are in the same organization and subordinate organizations.  For example:  You are the supervisor of Activity ‘HR’ and assigned to Organization ‘AI’.  You also have two subordinate organizations ‘AIA’ and ‘AIB’.  Based on the system information you will have access to the EOPF records for all employees in Activity HR and Organizations AI, AIA, and AIB.  Be aware that you must select a reason prior to attempting to view any documents for those employees you supervise. 

2. I am a supervisor but EOPF is not giving me access to any folders but my own.  What should I do? 

Contact your Customer Account Manager at the DLA Customer Support Office (CSO) and ask them to verify that you are properly coded as a supervisor in the MDCPDS with the proper CPOID, Activity and Organization Codes.  In the reverse, if any non-supervisory employees are seeing records other than their own, the Customer Account Manager should be notified to correct the supervisory code for that employee.


3. I am a supervisor and I need access to the folders of personnel who are not part of my organization on a regular basis.  What should I do?

Complete an EOPF User Request form to include your signature and your supervisor’s signature verifying that you need additional access.  In some cases you may have to also complete a DISA Form 41 (Computer System Access Request) if the CSO-C does not have a current DISA Form 41 on hand for you.  Send this form to the CSO-C office so that you can be granted additional access.  Your Customer Account Manager will have the forms and they are also available on the CSO web site www.hr.dla.mil.  

4. I am a member of the Military and I supervise DLA service employees.  How do I get an EOPF account and access to my employee’s folders?

The EOPF system uses the supervisory status flag in the MDCPDS civilian personnel record to determine who is a supervisor and who is not.  Military personnel may have accounts to access records in MDCPDS, but do not have civilian personnel data so no default EOPF accounts are established.   To obtain an account, Military personnel must complete and sign an EOPF User Request form, have it signed by their supervisor to verify the need for access, and then send it to the CSO-C office for processing.  In some cases you may have to also complete a DISA Form 41 (Computer System Access Request) if the CSO-C does not have a current DISA Form 41 on hand for you.  Once the form(s) is processed you will be issued a user ID and PIN Number.  Military personnel are also reminded that when they are no longer in a supervisor position they must inform CSO-C so that their account can be deactivated.  Your Customer Account Manager will have the forms and they are also available on the CSO web site www.hr.dla.mil. 

5. I have been temporary assigned as a supervisor, how do I get access to my employee’s folders?  

To obtain access to your employee’s folders you must be officially assigned to a supervisory position.  If you have not been officially assigned in MDCPDS to the supervisory position you will not receive access.  Contact your Customer Assistance Team for guidance related to temporary assignments.

6. I am a new DLA service employee, how soon can I expect my EOPF PIN number in the mail? 

Your EOPF PIN number will be mailed to you once your official mailing address has been received from the Defense Finance Accounting Service.  This is the address that is used to mail your biweekly payroll Leave and Earnings Statement..  Once the EOPF system has your official mailing address, your PIN number will be sent to you via official U.S Mail.  Normally this process will take three to four weeks after your report date.

7. How long after I click on the Reset My PIN number button until I receive an new PIN number

When you click on the ‘Reset my PIN’ number button, your PIN number is immediately changed to a new randomly generated PIN.  If you have updated the EOPF with an email address your new PIN will be sent directly to that e-mail address within a few minutes.  Otherwise, your newly created PIN number will be mailed to your official mailing address.  In normal situations you should receive your new PIN within 4 to 6 days.

8. I noticed that a document in my EOPF is incorrect, what do I do?

Contact your Customer Account Manager and inform them of the problem.  They are responsible for ensuring that the documents in question are corrected if necessary.  The Customer Assistance Team my request that you provide documentation to help them make and/or verify the correction.  You may also email the CSO-C EOPF system at eopf@hr.dla.mil with questions concerning documents in the EOPF. 

9. How secure in my personal information in the EOPF system?

We have taken several steps to ensure that your information is protected.  First, the EOPF can only be accessed through an Internet browser using Secure Socket Layer (SSL) with 128-bit encryption.  This ensures that all of the information the EOPF system sends to you over the Internet is encrypted or ‘scrambled’ and thus cannot be readily intercepted and read.  Second, access to your EOPF account is controlled by your 5-digit PIN number.  Do not give your PIN number to anyone else.  If you lose or forget your PIN number, use the ‘Reset PIN number’ feature of the EOPF and a new PIN number will be sent in 3 to 5 days.  Third, the EOPF has been programmed to limit movement between screens to ensure that someone cannot go directly to your documents using a temporary URL and system timeouts are employed to inactivate the system after periods of inactivity.  Even with these protections, every employee should protect their own data privacy by filing printed personal documents and ensuring others are not able to access their information.  

10. Is there a Help feature for EOPF?

EOPF has an online help function that you can reach by clicking on the word ‘Help’ at the top of most pages within the web site.  The instructions in the help feature can be printed out if you wish to do so.  You can also ask questions by sending email to the EOPF@hr.dla.mil address.  Your Customer Account Manager can also provide information. 

11. How can I get email notifications when new documents are added to my EOPF?  

If you would like the system to notify you each time a document, such as an SF-50, ‘Notification of Personnel Action’, is added to your EOPF account, you must input a valid email address.  At the initial EOPF entry screen, follow the links to input an email address of your choice.  We recommend that your government provided email address be used but it is not mandatory.  It is your responsibility to change the address if you no longer use it.  This function will serve as the distribution method for SF-50, ‘Notification of Personnel Action’ documents.  If you do not input an email address you will not be notified of personnel actions.

12. I have been a Federal employee for years, however I only see a few documents in my folder.  Where are the other documents?

When EOPF was installed, the CSO-C was able to import all of the documents that existed in other electronic human resource systems.  These are the documents you see now and they are primarily made up of Notification of Personnel Actions (SF-50) and Request for Personnel Actions (SF-52).  EOPF now automatically imports the documents created by these electronic systems.  However there is also a large volume of personnel documents that exist only in hard copy paper format and are located in your traditional Official Personnel Folder (OPF).   CSO-C will scan these documents into the EOPF in the future but this will occur over an extended period of time due to the labor involved.  However, while it may take some time before all of the old paper documents are scanned in, any new personnel documents created for you will be scanned into the system once they have been processed by CSO-C so your electronic file will continue to grow. 


13.  I click on a document to see it through the Adobe Acrobat viewer, and then click on another document and it doesn’t open up.  

Only one document can be viewed at a time.  Close out the first document by clicking on the X in the right corner of the Acrobat viewer and then click on the next document you wish to see.

