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Users

Using the Self-service Feature

To access eOPF, the user requires an eOPF ID and password. If the user has forgotten one or both of these, the

user may obtain new eOPF ID and password by using the eOPF self-service feature. Using this self-service

feature in eOPF, a user does not need to contact the eOPF Help Desk or the agency’s HR Office for an eOPF ID or

password reset.

This Quick Reference document on self-service eOPF ID and password reset consists of three sections:

Part 1: Request Your eOPF ID

Part 2: Request a New eOPF Password

Part 3: Change Security Questions and Add Custom Questions

Part 1: Request Your eOPF ID

Step

Action

Screen Shot

Access your specific agency
eOPF URL at:

https://eopf.opm.gov/doc/

Read the eOPF User
Agreement page.

Click the Accept button.

This b= an offical Unibed States Gevemment compuier sysem, which may be scoessed and wsed anty for oSicyl Govemment business by
authorizad parsonne. Usautharzed acoess of use of this computer Systam may subject vislators to criminal, o, and/ar adesinisbrative
action

Al lformation an this computer sestem may be nbercepted, recorded, read, copled, and disdesed by and fo authorized persoend for
efficial purgdses, induding oriminal invastigation. Arces of wa of this COMSUTST SvEtem by sy parson whothar authedaod o
wnssthorised, corsbibutes corssrt 1o thess ferme.

Signing into this applcation ndicates you hawe read and acoepted She Full Terms and Cangitions of Use. and you coresnt 1o secuns besting
and mosilading

Sigring ima this application indicates you hive read and accested the Privecy Policy, and you consent be secere basting and monitorisg.

Sgninp inio this: applicatien indicabes you hawe read and accepbed the Rules of Behyvor, and you congent to securs festing and
mantanng

DHOHC ¢ e 0FF v LN b siw owddable

Geer)

®0FF Seryer - 01664 | eopissipdeskfopmogoy | 1-8846-275-8518

From the eOPF Logon screen,
click the Request Your eOPF
ID link.
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From the Request Your eOPF
ID page, enter the

e Last 5 digits of your SSN

e First 4 letters of your last
name

e Date of birth (mm/dd/yyyy)
Click the Submit button.

Request Your eOPF 1D

Parpose: This feature allovwes you bo request poul 0FF 10, Please enber informalion in e folosing Miekls.

Vsl % hutlars of your Last nares: iI_’hl-h_-‘-'lm—l—-'H--u

T A a4

The Answer Security
Question page displays,
requesting an answer to one of
the Security Questions that
you chose.

Enter the appropriate
response.

Click the Submit button.

Answer Security Question

What is the middle mmnufw.u'nldutchlld?i |
Cancel

The Request Your eOPF ID
page displays stating that your
Login ID request has been
submitted for processing.

Click the Click here to return
to login page link.
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Request Your eOPF ID

our e0FF 1D request fas been processed and an email will be sent to you with your eOPF Login 1D within the next 60 minutes,
Flease make sure you check your spam or junk email folder if you do not see the email wathin 50 minutes. If you did not recetve
an emai, please contadt the at for asastance. Please use N eOPF [0 ekail”™ in the
subject and include your , Full Name, emal adiress, and phane number in the body of the request. For many mail
systems, if you cick here, it will sart an Tor yoin

DO MOT INCLUIDE YOUR 55N 1M ANY CORRESPONDENCE WITH THE HELPDESK,

6 ||Your eOPF ID will be emailed
to the email address of record
in eOPF.

Please contact the eOPF Help
Desk if you do not receive an
email with your eOPF ID.

Subject: Request eOPE D

This email is to notrfy you that a request for your @0PF ID was made. If you didn't mitiate this reguest, please contact the
Helpdesk via email at eopfhelpdesk@opm.gon; or by calling (toll-free) ot 1-866-275-8518.

[rour eoerin: aBcoE1345])

Please protect your personal infonmation Dy keeping wour e0PF ID and password in & secure location.

Agency: hitps:eopl.opm.gosdoc

7 ||Return to the eOPF Logon
page. Type in your eOPF ID
and your password.

Click the Submit button.

Part 2: Request a New Password

Step Action

Screen Shot

1 From the eOPF Logon page,
click the Request a New
Password link.
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On the Request a New
Password page, enter your:

e eOPF ID

e Last 5 digits of your SSN

Request & Mew Password

Purpose; Tha festune aflows you ID nequest your nes Passeord. Plesse enter infonmuaton i the following Neids.

the Security Questions that you
chose.

Enter the appropriate response.

Click the Submit button.

e First 4 letters of your last e

name Rast 5 digits of poar GEN; [ | ]
armaagl n—

Click the Submit button. bt o T :,:T ':::rm‘m"*""“m

The Answer Security

Question page displays,

requesting an answer to one of Answer Security Question

To comglete your identilication process please answer the Tollowing security question.

whlthm“umnfnurflmmdlldhwdﬁmbd?l l
Cancel

The Request a New Password
page displays stating that your
request has been submitted for
processing.

Click the Click here to return
to login page link.

Request a New Password

Your passwond request has been processed and an evail will be sent To you with 3 emporany link and rstnations o resel s
mhmmmdﬂ.‘wﬂlwrmmfﬁ I you cid not recetve an emeil, please contact the
at sopfheiseskfopm goy for asustance.

0D WOT INCLUDE YOUR SSN DN ANY CORRESFONDENCE WITH THE HELFDESK.
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5 An email is sent to the email Subject: eOFF Password Regquest

address of record in €OPF with a ||tz amaitita notity you that a request far your e0PF Password was mads. If you didn't intlabs this request, plaase contact
URL link and instructions. the Help Desk via email at eopfhelpdeski®opm gov; or by calling {tal-free| 1-266-275-2318

To oeabes a new eOPF password:

Click the URL link.
L Click the link bedces, wihich is unique to your requast

Please contact the eOPF Help PLEASE MOTE THAT THE LINK EXPIRES WITHIN 60 MISUTES OF SENDING THIS EMAIL
Desk if you do not receive an
email with the URL.

Bt feopt. opm gowidocVerityReset s TS0 ALRSCOED 3

I clicking the link shove does not work, plesss copy and paste the URL in 3 new browser wanckow.

i Wit promipted proside your e08F 1D and submit

3 Commplete the passwond resel prodess,

4 Tha you ane taien ta the a0PF Login Page whiane you must anber your new password 19 access e0PF.

agency: https: oot opm g

6 |[The link opens the Reset Your
Password page. Type in your S d

eOPF ID. Noke: Tive Rk previded in peur asswend neser ol expines within 60 minhes of submirting youe password request,
Please enber your e0PF [0,

Click the Submit button.
wciby it

st Cancal

7 The Please reset your
password page displays. Please reset your password
Enter a password that meets Purpose: Piease enbiy & few panswond below and cick on “Reset Passwond™, After secorssfully creatng the new

ki, you vl b rocdeechng 5o th Logon pager. Lise your mewhy Creabnd passwond 1o Rgon 1o e0PF,
your agency'’s security guidelines

in the New Password field,

then again in the ReType - i oo St b i e 15 e e
Password field.

=
Click the Reset Password ey Fasaese |

putton. —

8 The page refreshes, displaying
the eOPF Logon page.

Use your eOPF ID and your new
password to logon to eOPF.

Ll CLERR

Part 3: Change Security Questions and Add Custom Questions

I d=l: T—r
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Screen Shot

1 ||eOPF lets you change your security
questions at any time.

From the eOPF Welcome page, click
the My Profile button.

Wi 12 the eOPF System
[

Ireroduction 1
i L

e ey gt b O e Yo b k] e e AT DRESTAMOL. =

— 1 i e R ey TRARSPEE, Plerer sy Bamer TRAASTER,
[ P
e R
Lonsie -1 T e sl pades e wel gl (e e e By Tursady s G e Tl b o FF P T M
[ — T e O G TRENPEE e il ey b ' P L
Fuind hiakeri.
Bk Frima ek
[o—
Baalien e [R a LaLae O
[ A et P . L

2 ||[From the Who Am I? page, click the
Change Security Questions tab.

Type in the answer in the box to the
right of the question.

Security question answers are not
validated for format or correctness
(i.e. state, numbers, or dates).
Maximum length for an answer is
35 characters.

ol M FRED BEOK
Bt Ot T
FETEY RECRE T (O
i L L
Oy b L
byt o L
el HFF SRS, «0FF R _SPEO ETE
Wby R | B i 7 0 P Bvarw, SE0ATY. Ty Trarirng
- Yo ol
_“g_mmh_ﬂ Diwiwimcd, | 4, Menchcn, ersliareoon, Cwersean, FCS Trmel,
i (S W Pagel P P Smiuily P T
Traraerw v
D A | M
Mnie Al AT
3 The Change Security Questions Wedrll  lieamsl Poteremen  Weihon Feiemses  Clap iomi ey Gl kenge Panemessd | (Cleiigeh ity Qustions
page appears. Click the drop-down Crangs Secufy Questions -
menu arrow and select the security e e T L e o ey
question you would like to change. T e B W TR

R SV S Iy heprienl STERTNTEY wh. reet B [amweit T AL

Porronsl Dneyviseey:

[ —— |5 ey el pini PR YO S EPE N DT [ —

Pusnacli Guainn 57 W 5 T rebe f g fpvorie chdthood et = T—

Porenal Qe 1 i m e ek e of ye ik T E:
T

Pl Qe 1] et m png re e ardemiter' | Taaier N W Tam

Heriguienda (uarsiwm | In et fowen v vour Pt jol? ~ Pasikor

Halgclenks Quesstion = poudt ® g e cu [ s—1 =

4 |lYou also have the ability to create
custom questions for Personal
Questions; however, custom
questions cannot be created for
Helpdesk Questions.

Click the drop-down menu and select
Write your question. Once
selected, a blank question field is
added, allowing you to type your
custom question. Click Add.
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Once a custom question is created, it || woe =

e L e il s
will always be listed in the drop-down ||| Shangs Secus Gusstions :
menu. MaXimUm Iength for a Purpoees The rhargs questions Feature sioes you b modiy Fu s b dhe sty guesions, or sskect  cifterend
question is 100 characters. There is s gt e T e e s
no limit to the number of custom e s M s e e s [ gt
questions you may create. A
Prrusdd | paesdmn | 1wt 1y Ol wou e pous spounen egrifeend. often T W e
Freuma {ka—dum 2 Wikl I e o v Drviede i) Free] T | Gatnge
e -
e | | T |
AEELE B
Herbu bl § il | WVl b e rralen e o gl Ve cr sl rap ! o T
Hudguiend {jugiomn In what fown s poue i job? | oo
Hlpulosk uetions 10 WY sy b ewe e T
Update Tl
5 |[To save, click the Update button I
below the questions. ke Gt |

WhaE B vmr el Tty Taen rane
nipetesd (mmaiion | In 'what fown W your fing job? | sior

L

= Ptk ™

Need Assistance?

For technical assistance, select the Help link from the upper-right corner of any eOPF screen or contact the
eOPF Help Desk:

Email: eopfhelpdesk@opm.gov

Phone: 1-866-275-8518
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