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Overview 

The USPHS Division of Commissioned Corps IT group has implemented a new Document Viewer for the 

Electronics Official Personnel Folder (eOPF) to provide the printing capability missing in the current 

viewer. This document is a step-by-step guide on how to use the new Document Viewer. 

The new eOPF Document Viewer is divided into four (4) sections: 

 Page Header 

 Toolbar 

 Document Viewer 

 Document Attributes Listing 
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Page Header 

 

The Page Header of the Document Viewer is the top portion of the viewer page and contains the USPHS 

logo and the Close Document button. The Close Document button, when clicked, closes the viewer page 

and returns the user to the document selection listing after viewing a document. 

 

Toolbar 

 

The Toolbar consists of the available toolset that can be used to interact with the displayed document. 

The following is a list of the tools (represented as icons) on the Toolbar and their functions: 

  Zoom Out: Used to zoom out of the displayed document. 

Slider Bar: Used to zoom in or out on the displayed document by sliding left or right. 

   Zoom In: Used to zoom in to a specific area on the displayed document. 

  Actual Size: Displays the selected document in its actual size in the viewer. 

Fit Page: Fits the selected document to the viewer window. 

Print: Enables the user to print the selected document. 

First Page: Moves to the first page of a document in the viewer. 

Previous Page: Moves to the previous page of a document in the viewer. 

Next Page: Move to the next page of a document in the viewer. 

Last Page: Moves to the last page of a document in the viewer. 
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Rotate Counterclockwise: Rotates the displayed page counterclockwise in the viewer. 

Rotate Clockwise: Rotates the displayed page clockwise in the viewer. 

Rotate All Counterclockwise: Rotates the entire document counterclockwise in the viewer. 

 Rotate All Clockwise: Rotates the entire document clockwise in the viewer. 

 

Document Viewer 

 

The document viewer is an ASPX based webpart that gives eOPF users the ability to view, print, and 

convert displayed documents to PDF. 
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Document Attributes Listing 

 

 

When a document is displayed in the Document Viewer, its associated attributes are displayed in a read-

only grid to the right of the document. Required indexing fields are marked with a red asterisk in the 

Attributes Listing. 
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Document Viewer Core Functions 

Using the eOPF Document Viewer webpart, users can perform the following core functions: 

 View an eOPF document 

 Print an eOPF document 

 Convert an eOPF document to PDF 

Viewing an eOPF Document 

To view an eOPF document using the new Document Viewer, follow these steps: 

1. Log on to the Officer Secure Area of the CCMIS web site. 

2. Once presented with a document listing, click on the hyperlink (Employee ID) of a record. An 

informational popup dialog is displayed. 

 

3. On the popup dialog, click the OK button. 

 

4. In a few seconds, the Document Viewer page opens with the selected document displayed in the 

viewer. 
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5. Click the button and answer “Yes” to the prompt to return to the record 

(document) listing when finished. 

Printing an eOPF Document 

Follow these steps, to print an eOPF document displayed in the Document Viewer: 

1. With a document displayed in the Document Viewer window, click the Printer  icon. The 

Print Options dialog is displayed. 
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On the Print Options dialog, set the desired print options and click the Print Preview button. The Print 

Preview dialog is displayed.   

Note: Some users have reported that the first, second, or last page of a printed document comes out 

smaller than the rest; if you experienced that on your printer, click the Convert to PDF checkbox and 

print the resulting PDF document instead. 
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2. On the Print Preview dialog, click the Print button. The Print dialog, which allows you to select 

the desired print destination, is displayed. 

 

3. Select the print destination, set the desired output preferences, and click the Print button. The 

displayed document is sent to the selected printer. 

4. Click the Close Document button to return to the record (document) listing. An informational 

message, asking if you wish to close the Document Viewer, is displayed. 

 

5. Click Yes to return to the record (document) listing. 
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Converting an eOPF Document to PDF 

To convert an eOPF document to PDF using the Document Viewer, perform the following steps: 

 

1. With a document displayed in the Document Viewer window, click the Printer  icon. The 

Print Options dialog is displayed. 
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2. On the Print Options dialog, select the Convert to PDF checkbox and click the Print Preview 

button.  Note:  the Document Viewer passes the displayed document to the client Operating 

System which launches Adobe Acrobat Reader to convert the document.  In order for the 

conversion to take place, the user must have Adobe Reader, or equivalent software, installed on 

the client machine. 
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3. The displayed document is converted to PDF and presented to the user in Adobe Reader.  

 

Note: the instructions in this User Guide were written while using the Internet Explorer browser to view 

the eOPF website. Other browsers, such as Chrome or Firefox, may render the converted PDF document 

in the viewer instead of launching Adobe Reader.  Depending on your browser, you may or may not see 

options (Print, Save as, Download, etc.) for interacting with the displayed document after converting 

to PDF.  If so, right-click on the document or move your mouse toward the top of the document to get 

the options available to your browser.  
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Reported Issues and Recommended Solutions 

During testing of the new eOPF Document Viewer, the issues in this section were reported by some 

testers. The Development Team is investigating the reported issues for resolution. 

If you experience any of the issues below, please follow the recommended solutions before calling the 

CCHelpdesk. 

 Print Preview dialog loses focus when converting a document to PDF. Some testers reported 

that, when converting a document displayed in the Document Viewer to PDF, the Print Preview 

dialog loses focus and cannot be closed.   

Recommended Solution: Click the Refresh button of the browser window and click OK on the 

popup dialog to return focus to the Document Viewer. 

 

 The Zoom icons disappear intermittently; when that happens, the first page of the document in 

the Document Viewer does not fully display until the user does something with the document. 

Recommended Solution: Click one of the page navigation icons (Next Page, Last Page, etc.)  

Additionally, close and reopen the document.  

  



Using the eOPF Document Viewer 

 

13 | P a g e  
 

 When printing a multipage document, the first, second, or last page comes out at about a 

third of the original page size.  This issue could be due to printer driver incompatibility with 

some printer models.  

Recommended Solutions: Ensure that the most current driver for your printer is installed. Or, try 

displaying the document in its Actual Size, by clicking the  icon on the toolbar at the bottom 

of the Print Preview dialog, before sending the document to the printer. 

 

 

 

Additionally, if you still experienced problem printing, click the Convert to PDF checkbox on the 

Print Options dialog and print the resulting PDF document instead. If your browser does not 

present you with a print option after converting a document to PDF, right-click on the document 

or move your mouse toward the top of the document to reveal the available options in the 

viewer.  


