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Latest Update Information

The following changes have been made to the Employee Personal Page (EPP) procedure:

Section Description of Change

Personal Benefits Added 1095-C Employer-Provided Health Insurance Statement
which is part of the Affordable Care Act.







Publication Category: Research and Inquiry &iﬁ
\ -

Employee Personal Page (EPP)

Employee Personal Page (EPP)

The Employee Personal Page (EPP) is a Web-based application that provides employees
self-service access to their personal information. EPP provides the user with the ability to view and
make changes to their salary and benefit information without having to submit change requests to
their Agency personnel office. Users can view their payroll, leave, travel, health and life insurance,
Wage and Tax Statement (W-2), and other personal information as well as read news items from
their Agency or the National Finance Center (NFC). EPP also provides helpful links to valuable
information sites regarding Government benefits.

This section includes the following topics:

WhO t0 CONtaCt FOr HEIP ...vveiiiii i a e 3

Browser REQUITEMENTS .......ooiiiiiiiiiiie it e e e e 3

Who to Contact for Help

For all payroll or leave-related issues, contact your Agency Servicing Personnel Office (SPO).

Browser Requirements

EPP has been upgraded to use some of the latest Web technology available to support its use on
mobile devices. Because Internet Explorer 6 lacks support for this technology and also has security
vulnerabilities, NFC recommends using Internet Explorer 8 or greater, or another Web browser
which supports modern Web standards such as Firefox, Chrome, Safari, and Opera. The later
versions of these browsers support the technology used by EPP.

Users must use a compatible Web browser listed above with JavaScript enabled. Whether the
browser has 40-bit or 128-bit encryption, the data is protected automatically at the 128-bit level
because of the Global Server Certificate that is installed at our site. This certificate can convert
40-bit browsers, while communicating with our site, to 128-bit level access. This prevents the
user’s personal information from being read by others on the Internet while it is being transmitted
between their Web browser and the EPP Web site. We recommend that Firefox 3.0 or Microsoft
Internet Explorer Version 8.0 or later versions be used. Browsers typically store/save pages
displayed on the monitor to the hard disk. This can allow others to see personal information if they
have access to the user’s machine. When operating in the Secure Socket Layer (SSL) mode, this
automatic saving or caching can be turned off. The user should verify caching is turned off before
using EPP.
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Getting Started in EPP

This section includes the following topics:

SIgNING UP FOr EPP ..ttt 5
Logging In to EPP for the First TIMe ... 6
LOGGING TN et e et 10
EXITING EPP ..ottt 12

Signing Up for EPP
The signup option allows employees of Agencies serviced by NFC to sign up for EPP.

If you received a “Welcome to EPP” email at your Agency work email address with a temporary
password and instructions for accessing EPP, then your Agency has already established you in
EPP. If you did not receive a "Welcome to EPP" email at your Agency work email address, but do
have a valid work email address (i.e., john.doe(@usda.gov) you must complete the signup process
in EPP.

1. Access EPP at https://www.nfc.usda.gov/personal. The Log In page is displayed.

4

- . - \ r ~
Log In eAuth LDQ In News
User ID The Employes Personal Page has been
[ | maodified to use gAuthentication (eAuth), The OPM Plan Comparison Tool:
If you are a Federal employee and wish - FEHB:
Pas 4 to log into the EPP with your eAuth - FEDWIP:
cradentlal click the “sAuth Login" button www.opm.govifedvipcompare
| | balow. Other users must Iog into the
EPP as usual by entering your User ID Cansumers' Checkbook's "Guide to
Log In and Password in the login box above. Health Plans for Federal Employees &
& ] Annitants - An FEHEP Plan
, sAuth Log In Comparison Tool®
Eergot Your User ID? www.checkbook.org/newhig2/hig.cfm .
Please note that many Agencies maks
Eorgot Your Paseword? the electronic version of Consumers'
Checkbook available to employees on
H ign their intranet.
I‘) Jiead Help?
A A .

ﬁmmﬁe&&m&u

Figure 1: Log In Page
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2. Click New User Sign Up. The New User Sign Up page is displayed.

4

New User Sign Up

Enter your Social Security Mumber and Date of Birth below
and click "Continue”.

Social Security No.
Date of Birth: | | /I o | pammDYYYY)
Continue
Back
Figure 2: New User Sign Up Page
3. Complete the fields as follows:

Field Instruction
Social Enter your nine-digit Social Security number (SSN).
Security No.

Date of Birth Enter your date of birth using the following format MM/DD/YYYY.

4. Click Continue. You will be prompted to enter a new user ID and password.

Note: At this point you can establish an EPP work email address and two additional alternate email
addresses. The EPP work email address should be a valid work email address on file for your
Agency.

5. Click Continue. You will receive a message that your temporary password was emailed to
you. The temporary password email will be sent to your EPP work email address. Follow
the instructions provided in the email.

Logging In to EPP for the First Time

The Login page allows the user to log in EPP for the first time.
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To Log in EPP for the First Time:

1. Access EPP at https://www.nfc.usda.gov/personal. The EPP Warning banner page is
displayed.

Figure 3: Warning Banner Page




L

Publication Category: Research and Inquiry
Employee Personal Page (EPP)

2. From the Warning banner page, click | Agree. The EPP Log In page is displayed.

y

Log In eAuth Log In News
usero The Empioyee Personal Page has been
] modified to use eAuthentication (sAuth), The OFM Flan Comparison Tool:
If you are a Federal employee and wish - FEHB: www.opm.qovifehbcompare
Pas " to log into the EPP with your eAuth - FEDVIP:
- cradentlal click the “sAuth Login" button www.opm.govifedvipcompare
f | balow. Other users must Iog into the
EPP as usual by entering your User ID Consumers' Checkbook's "Guide to
Log In and Password in the login box above. Health Plans for Federal Employees &
& ] Annitants - An FEHEP Plan
, eAuth Log In Comparison Tool® .
Please note that many Agencies make
E [P z the electronic version of Cansumers’
Checkbook available to employees on
B ign their intranet.
P Nead o
\ S

@mmﬁe&mm

Figure 4: Log In Page

3. Complete the fields as follows using the information provided in your EPP signup letter:

Field Instruction
User ID Enter the user ID.
Or
Enter the user ID provided in your EPP signup letter.
Password Enter the password. If unsuccessful, a message will appear stating

that the user ID or password entered is invalid.
Or

Enter the password provided in your EPP signup letter.

4. Click Log In. The Security Measures for Y our Employee Personal Page is displayed.

5. Complete the fields as follows:

Field

Instruction

New User ID

Enter the user ID that you are creating for EPP.

Confirm New
User ID

Reenter the user ID that you are creating for EPP.
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Field Instruction
New Enter the password that you are creating for EPP.
Password

Confirm New

Reenter the password that you are creating for EPP.

Password

Enter Work Enter the EPP Work Email Address that you wish to use to receive
E-mail notifications from EPP.

Address

Confirm Reenter the EPP Work Email Address that you wish to use to
E-mail receive notifications from EPP.

Address

Enter E-mail Enter the Additional 1 Email Address that you wish to use to receive
Address notifications from EPP.

Confirm Enter

Reenter the Additional 1 Email Address that you wish to use to

E-mail receive notifications from EPP.

Address

Enter Enter the Additional 2 Email Address that you wish to use to receive
Secondary notifications from EPP.

E-mail

Address

Confirm Reenter the Additional 2 Email Address that you wish to use to
E-mail receive notifications from EPP.

Address

Question 1 Select a security question from the drop-down list.
Answer 1 Enter the answer to the security question selected.
Question 2 Select a security question from the drop-down list.
Answer 2 Enter the answer to the security question selected.
Question 3 Select a security question from the drop-down list.
Answer 3 Enter the answer to the security question selected.
Question 4 Select a security question from the drop-down list.
Answer 4 Enter the answer to the security question selected.
Question 5 Select a security question from the drop-down list.
Answer 5 Enter the answer to the security question selected.
Question 6 Select a security question from the drop-down list.
Answer 6 Enter the answer to the security question selected.
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6. Click save. The Security Measures for Your EPP (after clicking Save) is displayed with the
information that you entered.

7. Review the information then click Continue.

Logging In
The Login page allows the user to log in EPP.
To Log in EPP:

1. From the Warning banner page, click | Agree. The EPP Log In page is displayed.

4

- . 4 “ r ~
Log In eAuth LDQ In News
User ID The Employes Personal Fage has been
[ | madified to use sAuthentication (eAuth), The OPM Plan Comparison Tool:
If you are a Federal employee and wish - FEHB:
Pas: 4 to log into the EPP with your eAuth - FEDVIP:
cradential click the "aduth Login" button
| | below. Other users must log into the
EPP as usual by entering your User ID Consumers' Checkbook's "Guide to
Log I and Password in the login box above. Health Plans for Federal Employees &
= ] Annuitants - An FEHEP Plan
ehuth Log in Comparison Tool™
Eorgot Your User ID? www.checkbook.ora/newhig2/hig.cfm .
Please note that many Agencies make
Forget Your Password? the electronic version of Consumers’
Checkbook available to employees on
New User Sign Up their intranet.
@ Mead Help?
. < - L.

ﬁmmm

Figure 5: Log In Page

2. Complete the fields as follows:

Field Instruction
User ID Enter the user ID.
Or

Enter the user ID provided in your EPP signup letter.

10
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Field

Instruction

Pass

word

Or

Enter the password. If unsuccessful, a message will appear stating
that the user ID or password entered is invalid.

Enter the password provided in your EPP signup letter.

3. Click Log In. The EPP Home page is displayed.

-
Joseph Q. Harley

[Home

[pered w13

OFC OF THE CHIEF FIN OFFC

[F]Financial Disclosure
[ieave Calculator
[Benefits Statement
[SJPersonal Info
[ Debt Management
[]Direct Deposit
[CJE&L Statemants
[JERI, Gender, & Disability
[IFinancial Allgtments
[CJFederal Tax (W-4)
[Flex Spending Accounts
[[JHealth Insurance
[Health Savings Account
[]Life Insurance
[JLeave
[[IResidence Address
[ State Tax
CTse
TSP Catch-Up
[Vt Status & Preference
w-2
11085-G
[IMiscellansous
[*]Preferences
] Time Manager
[Links

BENEFEDS Honwe
TSP Home

Figure 6: My EPP Home Page

News and Announcements!

If you have a question about this data or believe it has emors, please contact your servicing Human Resources

for assistance.
Have a question about Federal programs, benefits, or services? Visit the USA Gov, U.S. Government's Official web
portal. It includes phds Gov, aweb portal for kids with links o over 2,000 web pages from government agencies, schools,
and educational organizations, all geared fo the leaming level and interest of kids.

The OFM Plan Companson Tool:
- FEHB:
- FEDVIP: www.opm.goviledvipcompare
Consumers’ Checkbook's "Guide to Health Plans for Federal Employees & Annuitants - An FEHBP Plan Comparison
. Please

Teal" note that many Agencies make the electronic version of
Consumers' Checkbook available to emmm their intranet.

11
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Exiting EPP

The user can log out of EPP at any time by clicking Log Out on any page. After the user has
successfully logged out of EPP, this page is displayed.

Figure 7: EPP Log Out Page

12
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EPP Mobile

The redesigned EPP includes a completely new mobile version of the application. The new EPP
has been redesigned utilizing a new responsive design format that uses media queries to determine
what type of device (e.g., desktop computer, tablet, or smartphone) you are using to access EPP.

EPP Mobilized for Life
on the Go!

From your mobile device, select the Menu button and select the HR and Payroll Clients page. Select
the MyEPP icon on the Application Launchpad. EPP will return the most appropriately-formatted
version for your device.

13
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The new intuitive design will resize to your device screen. When EPP detects that a user is entering
via a tablet device, a smaller header graphic is used to maximize viewing space. The menu is also
optimized for touch navigation becoming more spaced apart as shown in the image below.

14
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Joseph Q. Harley Earnings & Leave Statements
OFC OF THE CHIEF FIN OFFC Your latest salary is 540,084 at 07 Step 02.
CMama Select Year 2015 v

[IFinancial Disclosure
[Leave Calculator

[]Benefite Statement PayPlan

[EPersonal Info Grade PP PP Official
[IDebt Management Year, Pay Period | Step Salary |Gross Pay | Net Pay Dates Covered Pay Date
[ Direct Deposit 2015, 21 GS 07 03) $41,377.00 $1,586.40| $415.93) 01M172015 to 012472015 | D2/05/2015 @
DE&L St |

[JERI, Gender, & Disability

DFlnanclal Allotments Print-Friendly J View Pdl Bl View Doc (Word) l View Xis [Excel)

[JFederal Tax (W-4)

[JFlex Spending Accounts Pay Period E&L Details
[JHealth Insurance
[JHeaith Savings Account
[ClLife insurance Year;, Pay Period Employing Agency Step Salary |SCD for Leave | This Appt
[JLeave 2015, 21
[Residence Address (01112015 15 D124R015) | SamPle " Sample = | GS 07 03| $41377.00| 12102007 $856.10
[DState Tax Eamings and Deductions
grse Amount | Amount
TSP Catch-Up
[Vt Status & Preference Code YTD PIP YTD
Ow-2 o1 REGULAR TIME 78.25 130,00 1,571.53 2.577.80
[11095-C 61 |anNUAL LEAVE | 150 60.41
[OMiscallansous 62 SICK LEAVE 1.75 3470
[ Preferences 64 | COMPENSATORY LEAVE 0.75] 0.75 14.87 14.87
LJTime Manager 66 OTHER LEAVE 2400 475.02
Djbinks = = PAY PERIOD HOURS and GROSS PAY ** 80.00 158640 317280
BEMEFEDS Home 75 RETIREMENT 12.69 2538
L Home 75 [TsPFERs | 126,01 26282
76 SOCIAL SECURITY (OASDI) 54.95 130.02
[powered by [{3 77 |FEDERAL TAX EXEMPTS SD1 | 16312 32668
J 78 ST TAX LA EXEMPTS 501 40,30 8089
81 |[FEMBA-ENROLL CODE 314 | 3009 7.0
B85 CHARITABLE CONTRIBUTNS 062
B2 |SAviNGS ACCT 0231646358 | 200,00 400.00
) SAVINGS ACCT 19387 50,00 100.00
82 [SAVINGS ACCT 2037528038 | 450,00 000.00
o7 MEDICARE TAX WITHHELD 2242 4489
= sesteaseis TOTAL DEDUCTIONS *~+srrsees | 117047 234831
w NET PAY 41593 824,49
- DOVEFT ROUTING NO. 313185515
Year-to- Leave Status
Type Accrued |Used |Balance E‘Ljeo‘;‘t:s o |PTHrsUnapp  |Max Carry.Over
Annual I & | aa00 240
Sick 4 201.25 Leave Category
Compensatory 3125 ]
Credit Hours 20
Religious Comp 15
Travel Comp 5

Agency Confributions to Employee Benefits this Pay Period

FICA/Social Security (DASDI) 6871
Medicare Tax 2242
Retirement 1269
Non-Federal Retirement 0
FEGLI 0
Non-Federal Life Insurance™ 0
FEHB L
Non-Federal Health Benefits® 0

TSP Basic 130.88
TSP Matching 61.47
Non-Federal 401K* L
Other

* If present, may contain muftiple benefit plans I
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Figure 8: EPP Tablet Interface

When logging from a smartphone, users will see a completely mobilized version of EPP
containing many of the common mobile navigation features users have become accustomed to.
The new mobile interface of EPP was designed to enhance your navigation through and interaction
with your EPP. You can view your personal information and also complete self-service requests
for changes, additions, or deletions to the following:

e Residence Address

e Direct Deposits

e Financial Allotments

e Thrift Savings Plan Deductions

e Federal Tax, Employee's Withholding Allowance Certificate (W-4)

e State Tax

16
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When EPP detects a mobile device such as a smartphone, a full query mobile-based interface is
served. Navigation throughout this mobile version of EPP is optimized for smartphones.

Employee Personal Page

Frofile

Pay

Leave

Insurance

0|0 |0 0O

Taxes

MNews!

Check out the |atest TSP Newsl|

¥1.121.0 Full website

Figure 9: Employee Personal Page Smartphone Interface Page
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A link to the full version of the Web site is always available from the bottom of every page. You
can access the full version of the site directly from your mobile device to view those items that, due
to their large volume of content, are not suited to the mobile version of EPP.

EPP mobile is not a downloadable application; rather it is a "mobilized" interface of the Web
application you know and trust. No personal information is stored on your mobile device, thus
eliminating a potential vulnerability. Your interaction with EPP via the mobile interface is the
same as your interaction with EPP via a desktop computer. Y our personally identifiable
information is protected. Do remember to log out at the end of your session as you would when
using a desktop computer to ensure complete security.

18
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EPP Home Page

The EPP Home page allows users to access their personal information. Users can also view the
latest news and announcements, which include announcements for all employees and messages
targeted to specific groups of employees. Organizations can request that messages be posted in the
News section of the Home page by specifying either Department, Agency, or Department and
Agency, and personnel office identifier (POI).

From the Login page, click Log In. The EPP Home page is displayed.

-
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[Home

[F]Financial Disclosure
[ieave Calculator
[Benefits Statement
[DPersonal Info
[ Debt Management
[]Direct Deposit
[CJE&L Statemants
[JERI, Gender, & Disability
[IFinancial Allgtments
[CJFederal Tax (W-4)
[JFlex Spending Accounts
[JHealth Insurance
[Heatth Savings Account
[Life Insurance
[Leave
[[]Residence Address
[ State Tax
CTse
TSP Catch-Up
Vet Status & Preference
w-2
[11085-C
[IMiscellansous
[#]Preferences
] Time Manager
[JLinks

BENEFEDS Honwe
TSP Home

News and Announcements!

If you have a question about this data or believe it has emors, please contacl your servicing Human Resolnces
organization for assistance.

Hawve a question about Federal programs, benefits, or senvices? Visit the USA Gov, U.S. Government's Official web
portal. It includes phds Gov, aweb portal for kids with links o over 2,000 web pages from government agencies, schools,
and educational organizations, all geared fo the leaming level and interest of kids.

The OFM Plan Companson Tool:
- FEHB: www, 0pim.QovTehbeomparne
- FEDVIP: www.opm.govitedvipcompare
Consumers' Checkbook's "Guide to Health Plans for Federal Employees & Annuitants - An FEHBP Plan Comparison

Tool" www.checkbook.org/newhig2/hig.cfm . Please note that many Agencies make the electronic version of
Consumers' Checkbook available to employees on their intranet.

Figure 10: My EPP Home Page

This section includes the following topics:

Financial Disclosure...........

Leave Calculator.................

19
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Benefits STAteMENT .....cc.oiiiiiii e 31
Personal INfOrmation ..........ccvii i 33
PrefErENCES ....ooiiiiiiii e 121
THME IMBNAGET ... eeeeeie ettt ettt e e et e e e e e et e e e e e e e e sanbbeeeeaeeeeanens 132
LIS e e e 142

Financial Disclosure

The Financial Disclosure option allows authorized users to access and complete the OGE-278,
Financial Disclosure form.

For more information see:

OGE-2T78 ..o e e e e 20

OGE-278

The OGE-278 is completed by candidates, nominees, new entrants, incumbents, and terminees of
certain high-level positions in the executive branch of the Federal Government. The OGE-278
collects pertinent financial information for conflict-of-interest reviews and public disclosure. The
financial information collected includes assets and income, transactions, gifts, reimbursements
and travel expenses, liabilities, agreements or arrangements, outside positions, and compensation.
For more information regarding the OGE-278 or detailed instructions on completing this form,
select the Instructions option from the menu at the top of the OGE-278 On-Line page.

20
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Click the OGE-278 component. The OGE-278 On-Line page is displayed.

4

( Home Profile  Schedule A Schedule B Schedule C  ScheduleD Print  Instructions ]

OGE-278 On-Line - Version 2

Welcome to On-Line Reporting
Process/instruction
‘We believe you will find completing the web-based report easier and neater than the paper form.

The substantive instructions on what fo report have been broken down by schedule so that you will only call
up those instructions pertinent to what you are completing at the moment.

How to File

Al present, Executive Branch-wide reguiations do nof aliow electronic fiing. When electronic filing is
allowad, we (and you) will be 95% there. When you are ready to file, select the print option from the menu
bar. Then print out your final copy, sign it, and submit it to the address below. The Office of Ethics will send
you an e-mail receipt for your records.

USDA Office of Ethics

1400 Independence Ave, SW
Stop 0122 (room 348W)
Washington, D.C. 20250-0122

Online Reporting: Feedback

We would appreciate receiving your comments and suggestions on this mode of reporting. You may sand
them to us by clicking on the e-mail link the bottom of any of our web pages.

Figure 11: OGE-278 On-Line Page

Leave Calculator

The Leave Calculator option allows users to view their leave information, plan their leave usage,
maintain their leave history, and create leave slips. The leave calculator also displays the user’s
projected end-of-year annual leave accruals and, if that balance is greater than 240 hours, their
projected use-or-lose leave balance.

The leave calculator is not an official record of leave usage. The Earnings and Leave (E&L)
Statement is the official record of leave usage. For pay periods that have already been processed,
the leave calculator receives its leave balances from the E&L Statement. For the current pay period
and future pay periods, the leave calculator calculates the projected leave balances based on the
most recent E&L Statement, data entered in the leave calculator, and expected leave accruals.

Leave values are displayed and entered in quarter hour increments. For example: A leave value of
30 minutes is displayed as 0.50. A leave value of 1 hour and 15 minutes is 1.25. Clock times are
not used in the leave calculator; i.e., an hour and a half is displayed as 1.50 and not as 1:30.

21
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Daily values and pay period totals in red indicate used leave. Daily values and pay period totals in
green indicate earned leave. Leave balances in green indicate positive leave balances. Leave
balances in red indicate negative leave balances.

For more information see:

Entering Leave Data

Show Or Hide WEEKENS .......ooviiiiiiiiiiice e 24
Create LEaVE SHIP .. ..o 24
Print CaIENOUAN ........ooeiiiiieii et 26
Print ANNuUal LEave SUMMAIY ........oiiuiiiiiiae ittt e e ineaeea e e 26
Print SIiCK LEAVE SUMIMAIY .....uuiiiiiiiiiiiiiii ettt e ettt e e e e e e e e e s eeaneaeeaaeeaan 27
Print COmMP LEAVE SUMIMIAIY ....c.ociiiiiiiiiiiia ettt e ettt e e e e et e e e e e e s aeneaeeaaa e an 28
Print My LEAVE SUMMAIY ......uviiiiiiiiiiiiiiit ettt e et e e e e e e e e e e s sinraeeeaeeaan 29
SWItCh 10 ManUal ENTIY ....ocooiiiiiiii et e 30

Entering Leave Data

The Leave Calculator option allows users to plan and enter their leave on a selected pay period
schedule.

22
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To Enter Leave Data:

1. Click the Leave Calculator component. The Leave Calculator page is displayed.

R =
* i
*
4 ol

. P

Pay Period Calendar =]
SAVINGS =, -
PLAN i

( Home [ Leave Calculator | Accounting Favorites Default Schedule Pay Period Schedule ]

Years 2006 2007 2008 2009 2010 201 mz 203 2014
2016PayPeriods 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26  Cumenl

2016 Pay Period 7

Today
Wed
4n3

Welcome to the Leave Calculator.
Click here for info on getting started.

Don’t forget to click the Save button when you make changes.

Figure 12: Leave Calculator Page

2. Select the applicable year to view or enter leave data. The current year is displayed by

default.

3. Select the applicable pay period to view or enter leave data. The current pay period is

displayed by default.

4. Complete the fields as follows:

Field Instruction

Starting Displays the starting leave balances at the beginning of the pay
Balance period.

Annual Select the amount of annual leave used for the applicable day from

the number box that appears after clicking in the cell.

Sick Select the amount of sick leave used for the applicable day from the
number box that appears after clicking in the cell.
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Field Instruction

Comp Select the amount of compensatory (comp) leave used or earned
for the applicable day from the number box that appears after
clicking in the cell.

My Leave Select the amount of other leave used or earned for the applicable
My L 5 day from the number box that appears after clicking in the cell.

y Leave Change the name of the field from My Leave, My Leave 2, or My
My Leave 3 Leave 3 to the applicable type of leave.
PP Total Displays the total amount of annual, sick, compensatory (comp),

and other leave used for the pay period.

Accr Displays the total amount of annual, sick, compensatory (comp),
and other leave accrued for the pay period. This field can be
changed for annual leave by clicking in the cell and entering the
applicable accrual amount in the field, then clicking Enter.

Ending Displays the ending balance of annual, sick, compensatory (comp),
Balance and other leave for the pay period.

5. Click save to save the leave data entered.

Show or Hide Weekends
The Options drop-down list allows users to show or hide weekends on the pay period schedule.
To Show or Hide Weekends:

From the Leave Calculator page, select Show Weekends from the Options drop-down list. The
weekends are displayed

OR

From the Leave Calculator page, select Hide Weekends from the Options drop-down list. The
weekends are hidden.

Create Leave Slip

The Create Leave Slip option on the Options drop-down list allows users to create leave slips
as PDF files.

24
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To Create a Leave Slip:

1. From the Leave Calculator page, select Create Leave Slip from the Options drop-down
list.

2. Select the day(s) in the calendar to create the leave slip.

Note: The day(s) selected must contain an existing leave entry.

3. Click Go. The Leave Calculator with Make Leave Slip page is displayed.

. B 7 B
** Ay %:.-.»"‘ —
. M W
i ] * "‘-.,‘*(!\‘-w.
o B - e - . T
aﬁ. S g
" ey v

P e N SAVINGS
: - N o i PLAN
Home | Leave Calculator |
Options. | Go
Today
Mon
a4

)

Dcuegg

o|o[+[-[gle
i

Figure 13: Leave Calculator with Make Leave Slip Page

4. Click Make Leave Slip to create a leave slip for the days selected. The Leave Slip with the
selected leave data is displayed in PDF form. The user has the option to edit and save the
leave slip before printing.

OR

Click cancel to cancel the action.
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Print Calendar

The Print Calendar option on the Options drop-down list allows users to view their pay period
calendar from a selected pay period to the end of a selected year.

To Print a Pay Period Calendar:
1. From the Leave Calculator page, select the year to be included in the pay period calendar.
2. Select the pay period for the pay period calendar to begin with.
3. Select Print Calendar from the Options drop-down list.

4. Click Go. The Employee Personal Page Leave Calendar page is displayed for the selected

year.
Employee Personal Page Leave Calendar
As Of 8/4/2014
Pay Period 1
Starting Mon Tus Wed Thu Fri Mon Tue Wed Thu Fri Ending
Balance 1M3 1714 115 116 mni 129 121 1722 123 124 Tolal  Accrued Balance
Annual
Sick
*Birthdav of Martin Luther Kina. Jr. Actual Totals and Balances
Pay Period 2
Starting Mon Tue Wwed Thu Fri Mon Tue wed Thu Fri Ending
Balance  4/27 1728 128 1130 1134 3 214 216 216 T Total Accrued Balance
Annusl I
Sick
Comp
My Leave
Actual Totals and Balances

Figure 14: Employee Personal Page Leave Calendar Page

Print Annual Leave Summary

The Print Annual Leave Summary option on the Options drop-down list allows users to view
their compensatory leave summary from a selected pay period to the end of a selected year.
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To Print an Annual Leave Summary:

1. From the Leave Calculator page, select the year to be included in the leave summary.

N

Select the pay period for the leave summary to begin with.

W

Select Print Annual Leave Summary from the Options drop-down list.

4. Click Go. The Annual Leave Summary page is displayed for the selected year.

2013 Annual Leave Summary as of 12/5/2012
Pay Period Lt Lt
Sup | n | Tue | Wed | Thu Fri Sat Sun Mon | Tue | Wed| Thu Fri Sat | Accrued| Used | Balance |
Holiday 8 0 270
8 [ 278
Holiday, 8 [ 266
[ o 234
] ] 302
3124520013 3 B o 310
AITF2013 - 412012013 B ] 318
B | 423 - S0 B ] 326
5572013 - 5181201 8 0 334
10 | SH32013 - 6112013 Holiday) B ] 342
11|  erer013 - gHS2013 8 ] 350
12 | sne/2013 - 6r2sre013 B 0 358
13 | emm20s - THIRMN |Hodiday g ] &5
14 | 742013 - TRIZ013 8 0 374
15 | 702812013 - 81102013 B 0 2
16 | 811172013 - BrR4/2013 8 0 380
17| smsizo13 Holiday B 0 358
18 | 32013 - B 0 405
13 | S22013 - 10552013 8 0 414
20 | 10082013 - 1015203 Hollday, 8 0 422
21 jppuoms - 11 B 0 430
22 | 117312013 - 1116201 Hollday ] o 438
23 | 1INTIZ0NS - 11302013 Holiday 8 0 446
24 | 12112013 - 121482013 8 0 454
25 | 121152013 - 1212802013 Hollday| 8 0 462
26 | 122302013 - 11204 Holiday 8 0 470
Projected Anrual Leave Use-or Lows. T30 Howra
Pay pariods 1 throwgh 25 show projectsd totsls and balancss from the Leave Calcutator.
A1 dally values come from the Leave &0 entored by the smploy
Frem WG Crrgicryes Parsonal Pags Lasss Calkcolmer

Figure 15: Annual Leave Summary Page

Print Sick Leave Summary

The Print Sick Leave Summary option on the Options drop-down list allows users to view
their sick leave summary from a selected pay period to the end of a selected year.

To Print a Sick Leave Summary:
1. From the Leave Calculator page, select the year to be included in the leave summary.

2. Select the pay period for the leave summary to begin with.
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3. Select Print Sick Leave Summary from the Options drop-down list.

4. Click Go. The Sick Leave Summary page is displayed for the selected year.

2013 Sick Leave Summary as of 12/5/2012
Pay Period Lo Lot
Sup | | Tue | Wed | Thu Fri Sat Sun Mon| Tue | Wed| Thu Fri Sat | Acerued | Used | Balance |

1 132013 - 126013 Holiday 4 0 311.50
2 12712013 1 4 o 315.50
3 | 2MmEo13 - Hollday 4 o 319.50
4 212442013 4 ]
5 | SMO@013 - 4 [
3 3i24r2013 4 ]
7 | ATr2043 - 4200201 " 0
B | 4r22093 - Sidi20 4 ]

SISI2013 - 51181201 4 0
10 | SM2043 - 6H12013 Hollday 4 ] !
11| &rar2013 - 6152013 4 ] 35
12 | sMes2013 - 4 0 355.
13 | ersmz093 - Holiday| 4 ] 353.50
14 | THA2013 - 7T 4 0 363.50
15 | 702802013 - BH V2013 4 0 367.50
16 | 8112013 - 842013 4 ] 371.50
17 | 812512013 - H72013 Holiday 4 0 375.50
18 | 3182013 - 32142013 4 [} 379.50
13 | SERH20N3 - 1052013 4 0 383.50
20 | 10/ER2013 - 10132013 Hollday 4 0 367.50
21 | ynmnaeds - 11mens 4 0 351.50
22 | 19302003 - 111 &m0 Hollday 4 0 335.50
23 | 1INTI2013 - 11302013 Hollday 4 0 399.50
24 | 121112013 - 12142013 4 0 403.50
25 | 121512013 - 1212802013 Hellday| 4 0 407.50
26 | 1202802013 - 1112014 Hollday 4 0 411.50

Pay pariods 1 fhrough 26 show projected totals and balances from the Leave Calcutator.
21 dally valuss came from the Leave Calculator as sntersd by the smployes
From WG Empiopes Personsl Pige Laswe Caloslmor

Figure 16: Sick Leave Summary Page

Print Comp Leave Summary

The Print Comp Leave Summary option on the Options drop-down list allows users to view
their compensatory leave summary from a selected pay period to the end of a selected year.

To Print a Comp Leave Summary:
1. From the Leave Calculator page, select the year to be included in the leave summary.
2. Select the pay period for the leave summary to begin with.

3. Select Print Comp Leave Summary from the Options drop-down list.
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4. Click Go. The Comp Leave Summary page is displayed for the selected year.

2013 Comp Leave Summary as of 12/5/2012
Pay Period Lot Lot
Sun | n | Tue | Wed [ Thu Fri Sat Wed | Thu Fri Sat | Accrued | Used | Balance |
1 Holiday [
2 [
3 Hollday [
4 ]
5 o
3 ]
7 0
B ]
t] 0
0| snyems-gneots | | | | | || | |Holas ¥ [
11 0
12 0
13 Holiday 1]
14 [ 0
15 | 702802013 - BMIN2013 0
16 | 812013 - BR42013 0
17 | amsmels - 5eels Holiday 0
16 | Mol 2013 0
19 | SEH2013 - 1052013 0
20 | 1008013 - 10152013 Hollday| 0
2 | jopaoas - 11emes 0
22 | 11312013 - 11166201 Hollday o
23 | 1INTIZNS - 11502013 Hollday o
24 | 12M12013 - 12142013 0
25 | 12152013 - 1242612013 Haollday ]
26 | 1232013 - 112014 Hollaay 0
Pay pariods 1 throgh 25 show proj totals from thia Leave
Al dally valuss coms from the Laave Calculator 3s entered by the smployse
Froen WP Erpicyss Partonai Fage Luses Cakcalatar

Figure 17: Comp Leave Summary Page

Print My Leave Summary

The Print My Leave Summary option on the Options drop-down list allows users to view their
leave summary from a selected pay period to the end of a selected year.

To Print a Leave Summary:

1. From the Leave Calculator page, select the year to be included in the leave summary.

2. Select the pay period for the leave summary to begin with.

3. Select Print My Leave Summary from the Options drop-down list.
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4. Click Go. The My Leave Leave Summary page is displayed for the selected year.

2013 My Leave Leave Summary as of 12/5/2012

n Week 1 Week 2
Pay Period
Sun Mon | Tue | Wed [ Thu Fri Sat Sun Mon | Tue | Wed | Thu Fri Sat | Accrued | Used | Balance |
1 1MH2013 - 1262013 Holiday
2
3 2MN2013 - 2013 Hollday|
4 212412013 - 3213
5 SM02013 - 3232013
& 32452013 - 40612013
7 ATFE01S - 412082013
B
10 Holiday
11
12
13 Holiday|

14 | TH&2013 - TRATIH013

15 | 72812013 - BHN2013
16 | 81112013 - 82412013
17 812512013 - TIA013 Holiday
18 | 3/8i2013 - 2112013

19 | S2H2013 - 105572013

ala|lele|la|lela|le|esleslale|lalelealaklelelaleclelels

20 | 10872013 - 1013203 Holiday

21| prpmenes - 11meens

22 | 11132013 - 111 Er201 Holiday

23 | JIHTIZ013 - 11ES0E013 Hollday
24 | 12112013 - 12142013

25 | 1211562013 - 1202812013 Hollday

26 | 122013 - 1112014 Hollday

Prom KPS Employss Parsonal Pags Lasvs Cakoulsior

Figure 18: My Leave Leave Summary Page

Switch to Manual Entry

The Switch to Manual Entry option on the Options drop-down list allows users to enter their
Time and Attendance (T &A) data manually instead of selecting data from the number box.

To Switch to Manual Entry:

1. From the Leave Calculator page, select Switch to Manual Entry from the Options
drop-down list.

2. Click Go. The pay period schedule is ready for manual entry.

Note: To stop using manual entry, select Stop Using Manual Entry from the Options
drop-down list then click Go.

30



Publication Category: Research and Inquiry &4&
A

Employee Personal Page (EPP)

Benefits Statement

The annual statement of employee compensation and fringe benefits, the Benefits Statement, is the
estimated value of benefits available to an employee or his/her survivors in the event of voluntary
retirement, disability retirement, or death. The Benefits Statement option also displays estimated
annuity benefits and account balances from the Thrift Savings Plan (TSP); Old-Age, Survivors,
and Disability Insurance (OASDI) and/or Hospital Insurance Tax (HITS)/Medicare benefits; and
general guidance.
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The Benefits Statement option displays the employee’s compensation and benefits.

YOUR PERSONAL BENEFITS STATEMENT
FERS BASED ON YOUR ACCOUNT AS OF JANUARY 01, 2012

Social Security Mumber

Birth Date

Retirement SCD

Retirement Coverage

FERS (Code K)

BC/ECEBPO Retirement SCD

Leave SCD

TSP Contribution Amount

TSP Catch-up Contribution Amount

As an employee of the Federal Governmen!, your total compensatlion consists of more than just the amount you are paid-it also incluces
vour benefits package. This statement has been prepared to inform you about your benefils coverages and cosls I is provided annually
and is nol available on reguest. |f you have gueslions concerning this statement, or if you believe il does nol accurately reflect your
benefils coverages, please conlacl the appropriale office or individual as designated by your employing organization. Annual ceduction
amounts shown throughout this document are the total amounts paid for the prior calendar year (pay period 01 through 26).

Benefits amounts shown in this document are estimates. If you are considering retirement, please seek more

precise information from your employing organization.

Pay
The annual pay |-|5'_3d o prepare _1hi5 slalement is pay: environmental pay,  AUO  and  avsilability pay  for  law
Unless otherwise indicaled, this is your base pay as of enforcement officers; standby pay for firefighters, some law
“”C_ll-ld“'lg pay fC"'_ hulldav5_ and leave). Base pay is the amount on enforcement officers and other employees; and inspectional
which your benefil deductions and coverages are based. Generally, overtime (COPRA) for Customs and Border Protection Officers

il cdoes nol include overtime; however, il does include locality

Total Compensation And Costs

only costs paid by vour present emploving sgency. If vou were
not employed for the full calendar year or if you transferred from
snother agency during the year, cosls paid may nol be shown or
may nol reflect actual amounts

Leave

Your total compensation (pay and benefits) for calendar year 2011
was Total compensation cosls o you and the
Gowvernment are shown throughout this statement This includes

Sick Leave vou had hours of accumulaled sick leave. You may use
annual leave in place of, or as an exlension of, sick leave

If you are unable to work because of illness or injury, your

sccumulated sick leave is available for use Your full pay continues Annual Leave

for the period of vour accumulated sick leave. As of Your annual leave balance as of hours.

Federal Employees Health Benefits (FEHB) Program

You are covered by: To continue heslth insurance coverage in retirement you must retire

on an immediale annuity and have been covered for the 5 vyears

Premium conversion is a lax benefit thal allows employees lo immediately before relirement, or since your first opporlunity Lo
allot & portion of salery back 1o the employer, which the enroll, if fewer thal 5 vyears. (These cowversge reguirements also
employer then uses 1o pay lhe employee’s contribution for FEHE apply if you receive FECA benefils) Coverage for your enrclled
coverage. This allotment is made on a pre-lax basis, which means dependents may continue if they are eligible for either CSRS or
that the money is nol subject o Medicare, Social Securily, or FECA benefits. Should your dependents lose their slalus as family
Federal income laxes. members, their participation in FEHE may continue for a limited
Premium Costs Z012 perind of lime under provisions for Temporary Continuation of
Bi—-Weekly 2011 Annual Coverage (TCC) The affeclec individual may also choose lo converl
caoverage lo a nongroup conlracl

Employee

Agency Your FEHB Contributions are Tax Deferred.

Total

Figure 19: Your Personel Benefits Statement Page
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Personal Information

The Personal Info option allows users to make change requests to their residence address, Federal
and State tax withholding, financial allotments, direct deposit, health insurance, and TSP
contribution information through the Employee Self-Service (ESS) option. Users can elect for
these changes to become effective for the current or a future pay period.

Any self-service request that was previously entered is displayed in the Self-Service History
section of the page. The status types and descriptions are as follows:

Status Description

Pending The change request has not been entered or processed. It can be modified or
deleted.

In Process The change request is effective in a future pay period and is being held until

processing begins for that pay period. Contact your Human Resources (HR)
office for assistance if you want to make changes to this request.

Processed/Complete The change request has been processed and updated successfully.

Processed/Errors The change request has been processed, but errors were found. The errors
must be corrected by your HR office before it can be processed successfully.
Contact your HR office for more information.

Processed/Deleted, The change request has been processed, but could not be completed
Duplicate Entry because a matching request was found. It was deleted to prevent another
request from processing successfully.

Processed/Errors, The change request has been processed, but errors were found, and it was
Deleted deleted by your HR office. Contact your HR office for more information.

Any self-service request that was previously entered can be changed or deleted by clicking Edit or
Delete in the Pending Self-Service Request section of the selected Self-Service page.

For more information see:

DePt MaNAgEMENT .. ..o 35
(D] =Tt A DY o o 1= | APPSR 35
Earnings and Leave StatementS..........cooiiii i e 39
Ethnicity and Race Identification (ERI), Gender, and Disability ................ccccoee. 42
FINANCIal AlIOTMENTS ....c.uviiiiiiiiie e 56
FEABTAL TAX (W-4) ..ottt ettt et nnr e e 64
Flexible SPending ACCOUNTS .........cciiiiiiiiiiie ettt 69
HEalth INSUFANCE ... s 71
Health SaVINGS ACCOUNT.........iiiiiii et 80
LifE INSUFBINCE ... .oeiiiiiiiie ettt 88
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State Tax

TRt SAVINGS PIAN .. 101
S S 07 1 (o3 o EL 0 o PR POPPPPRPRTNS 108
Veteran Status and PreferencCe........cccocovviviiiiiic e 115
R 118
L005-C 119
MISCEIIANEOUS ..o e 120
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Dept Management

The Debt Management option is only available for the Department of the Treasury users. It allows
users to view their current debt information.

Debt Management

z
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

Print-Friendly
[E]Home Summary Statement as of Pay Period 01 ending 1/24/2015
[F|Financial Disclosure
[Leave Calculator Below is a list of your current outstanding ial, salary overpay andlor Federal Employees Heafin
[Benefits Statement Benefits (FEHE) debts. Questions should be directad to your senvicing payroll office.

[EIPersonal Info

[JjDebt ik Debt Summary Statement

Direct Deposit

LiCaree Notification | Original Current View
[IEAL Statements Bill Number and Type Date B Bal -
[]ERI, Gender, & Disability
[JFinancial Allstments 1234567890 - FEHB 04/16M4 S1670.79 $751.08
[CIFederal Tax (W-4) 225336448 - PAYROLL ADJUSTMENT (MAJOR) . [s175.00 52102
LFlex Spending Accounts 1112223334 - VOLUNTARY COLLECTION omina  |s1878.24 $1241.18
D Heaalth Insurance

[ Heaith Savings Account

[Life Insuwrance
[Leave * When the Notification Date is blank, a Debt Notification has not been issued because of
Residence Add insufficient pay or non-pay status. Once eamings are sufficient. a Debt Notification will be issued. Debts
gs:t T‘e wed of 550 o lees will aulomatically be deducted from your next available pay check.
e Tax

E¥§zCatch-Up ~ Tha National Finance Canter doas not provide notice of this dabt.
[JVet Status & Preference
[w-2
1085
[ Miscelianeous
[{]Preferences
[JTime Manager
[]Links

ler || e

BENEFEDS Home
ISP Home

A\ v,

Figure 20: Debt Management Page

Direct Deposit

The Direct Deposit option allows the user to view their current Direct Deposit data and start or
change a Direct Deposit/Electronic Funds Transfer (DD/EFT).

For more information see:

View Current DireCt DEPOSIT DALA........cuvviiiiiie it 36
Start a NeW DIreCt DEPOSIT......ccoiiiiiiiiiiieiiiee et 36
Change an EXisting DireCt DEPOSIt ..........ueiiiiiiiiiiiiiiiie e 39
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View Current Direct Deposit Data

To View Current Direct Deposit Data:

Select the Direct Deposit component. The Direct Deposit for Net Pay page is displayed. The
user’s existing direct deposit that is stored in the Payroll/Personnel System as of the last
effective pay period is displayed.

7

;
Joseph Q. Harley Direct Deposit for Net Pay

OFC OF THE GHIEF FIN OFFG

Print-Friendly

[EHome

[F]Financial Disclosure

[Leave Calculator

[JBenefits Statement

ClPersonal Info
[ Debt Management
[O|Direct Deposit |
[JEAL Statements
[JERI, Gender, & Disability
[JFinancial Allotments

Bank Routing Nbr /| Name
011100805 BANK OF AMERICA N.A.

Account Mbr| Type of Account

12-34567880 | Checking

Self-Service History

Date Bank Routing Nbr / Type of

[JFederal Tax (W-4)
[JFlex Spanding Accounts
[JHealth Insurance
[JHealtn Savings Account
[JLife Insurance
[CLeave
[JResidence Address
[]State Tax
TSP
[JTSP Catch-Up
[JVet Status & Preference
Ow-2
[01085-C
[ Miscellaneous

[z Preferences

[ Time Manager

[CLinks

BEMEFEDS Home
TSP Home

powered by f(

.

Processed

Hame

Account Nbr

Account

Status

071472015

12, 2015

011100805
BANK. OF AMERICA N.A

12-34567850

Checking

Processed/Complete

0112472015

01, 2015

065000000
CAPITAL ONE

GHOO004444444444

Checking

Processed/Complete

Self-Service Status Descriptions:

Processed/Complete: The Change Request has been
processed and updated successfully.

Figure 21: Direct Deposit for Net Pay

Start a New Direct Deposit

This options allows the user to start a new direct deposit.

Note: If the user has a pending direct deposit, a new direct deposit cannot be entered until the pending one is

processed or deleted.
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To Start a New Direct Deposit:

1. From the Direct Deposit for Net Pay page, click Self-Service. The Enter Direct Deposit
Self-Service Request page is displayed.

-
ay -
A=

b
&J

Joseph Q. Harley

OFC OF THE CHIEF FIN OFFC

[JHome

[#]Financial Disclosure
[JLeave Calcukator
[]Benefits Statement
[EPersonal Info
[JDebt Managemant

[J[Dwect Deposit

[JE&L Stataments
[C]ERI, Gender, & Disability
[IFinancial Allotments
[JFederal Tax (W-4)
[JFiex Spending Accounts
[JHealth Insurance
[JHealth Savings Account
[JLife Insurance
[Leave
[JResidence Address
[] State Tax
TSF
QTSP Cateh-Up
[Vt Status & Preference
w2
[J1085-C
[ Miscellansous

[ Preferences

[ Time Manager

[Links

2. Submit 3. Print

1. Enter

Enter Direct [ it Self- ice R t

r -

Your current Direct Deposit information is shown below. Enter changes and click "Continue”. You will be given a chance
1o review this request before it is accepled.

Direct Deposit Self-Service Request

) 205
Bank Routing Nor / Name 11100805 *
BANK OF AMERICA N A
Account Nbr 12-34567830
Confirm Account Nbr

Type of Account & Checking ' Savings

Effective Pay Period, Year |22 2015 | Pay Period Calendar

[ Continue I

Direct Deposit allows: your net pay to be electronically transferred to the financial institution of your choice. You may Start
or Change a Direct Deposit.

I you change your financial institution’s Routing Number, you may also need to change your Account Number and
Account Type.

it |

Figure 22: Enter Direct Depost Self-Service Request Page

Complete the fields as follows:

Field

Instruction

Bank Routing
Nbr/Name

Enter the bank routing number. The bank routing number must be
nine digits.

Account Nbr

Enter the bank account number.

Confirm
Account Nbr

Reenter the bank account number.

Type of
Account

Select the type of bank account. Valid values are Checking and
Savings.
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Field

Instruction

Effective Pay
Period, Year

Select the pay period and year the direct deposit is to be effective.

3. Click continue. The Submit Direct Deposit Self-Service Request page is displayed.

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[EHome Your new Self-Service request is shown below,
Financial Disclosure
[Leave Calculator » Click "Back” to change whal you have entered.
[1Benefits Statement » Click "Exit™ o exit withou! submilting this request.
[Z]Personal Info
[JDebt Management
[J[Direct Deposit Your request will not be accepted until you click "Submit".

[JE&L Stalements
[JERI, Gender, & Disability

Financial Aliotments
gFeuerm Tax (W-4) T gm %ﬁwmlca\ N.A.
[JFiex Spending Accounts Account Nbr 12-34567820
[JHealth Insurance Type of Account Checking
g[::?:sff:m”‘:’ Account Effective Pay Period, Year| 22, 2015
LlLeave Back Submit
[JResidence Address
[IState Tax
TSP I your Self-Sarvice request is frea from emors and duplication, it will be:

[JTSP Catch-Up
[0Vt Status & Preference
CJw-2
[]1085-C
[OMiscellaneous
Preferencas
[ITime Manager
[JLinks

£l
ISP Home

H

/

1. Enter

Submit Direct Deposit Self-Service Request

Direct Deposit Sell-Sarvice Request

2. Submit

e

s

&l |

+ Effective on 11/01/2015, the first day of pay period 22.
+ Processed in the Pay Period 22 processing cycle that begins on 11/2015.
+ Reflected on your Pay Period 22 E&L Stalement (oMficial pay date 11/26/2015),

3. Print

Figure 23: Submit Direct Deposit Self-Service Request Page

The fields are displayed as follows:

Field

Instruction

Bank Routing
Nbr/Name

Populates with the bank routing number/name entered on the Direct
Deposit Self-Service Request page.

Account Nbr

Populates with the account number entered on the Direct Deposit
Self-Service Request page.

Type of
Account

Populates with the type of account entered on the Direct Deposit
Self-Service Request page.
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Field Instruction

Effective Pay | Populates with the effective pay period/year selected on the Direct
Period, Year Deposit Self-Service Request page.

5. Verify the information displayed is correct, then click Submit to submit the direct deposit
request. The Submit Direct Deposit Self-Service Request Confirmation page is displayed.

OR
Click Back to return to the Direct Deposit Self-Service Request page.

6. Click Exit to return to the Direct Deposit page.

Change an Existing Direct Deposit

1. From the Direct Deposit page, click Self-Service. The Pending Direct Deposit Self-Service
Request page is displayed.

2. Click Edit. The Direct Deposit Self-Service Request page is displayed. Locate the fields to
be modified and see field instructions for Start a New Direct Deposit (on page 36).

OR

Click Delete to delete the pending direct deposit. A message appears giving the option to
either delete the pending direct deposit or cancel the action and return to the Direct Deposit

page.

Earnings and Leave Statements

The E&L Statements option allows users to view their current and past Earnings and Leave (E&L)
Statements.
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To View Earnings and Leave Statements:

1. Select the E&L Statements component. The E&L Statements page is displayed. The user’s
existing E&L Statement that is stored in the Payroll/Personnel System as of the last
effective pay period is displayed.
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3 .
Joseph Q. Harley &leave S
OFC OF THE CHIEF FIN OFFG Your latest salary is 540,084 at Grade 07 Step 02
CiHome Select Year | 2015 v
CJFinancial Disclosure EAL Statement Sum.
[HLeave Calculator
[ Benefits Statement PayPlan
DPersonal Info Grade PP PP Official
[]Debt Management Year, Pay Period | Step Salary |Gross Pay Net Pay Dates Covered Pay Date
[Direct Deposit 2015 21 GS 07 03| $41,377.00| $158640| $415.83| 01/11/2015 to DU/24/2015 | 020512015 ([

[IE&L Statements

[JERI, Gender, & Disability
QFnancia Altmants
[IFederal Tax (W-4)
[JFlex Spending Accounts

Pay Period E&L Details

[JHeatth Insurance PayPlan
[JHealh Savings Account Grade Ret Deducs
[Life Insurance Year, Pay Period Employing Agency Step Salary |SCD for Leave | This Appt
lLeave 205, 21
[JResitence Address (0112015 10 D124015) | Sample *** Sample *** | GS 07 03| $41.377.00) 1211072007 $356.10
[ State Tax Eamings and Deductions
grse Amount
TSP Caich-Up
gva Status & Preference 000 LLL, s 30
CIw-2 01 REGULAR TIME 78.25 130.00 1571.53 257790
[1095-C 61 |ANNUAL LEAVE | 150 69.41
[Miscellaneous 62 SICK LEAVE 175 34.70
[Preferences 64 | COMPENSATORY LEAVE 0.75] 0.75 14.87 14.87
B 66 OTHER LEAVE 24.00 475.92
[tinks = PAY PERIOD HOUARS and GROSS PAY “ 50,00 158640 317280
BENEFEDS Home 75 RETIREMENT 1269 25.38
5P Home 75 [TsPFERS | 126,91 253.82
76 SOCIAL SECURITY (OASDI) £4.95 120.02
77 |FEDERAL TAX EXEMPTS S I 16312 326,68
78 ST TAX LA EXEMPTS S04 40.32 20.30
81 |FEHBA-ENROLL CODE 314 | 3589 770
85 CHARITABLE CONTRIBUTNS 9.62
88 [SAVINGS ACCT 0831646358 | 200.00 400.00
83 SAVINGS ACCT 19987 50.00 100.00
85 |SAVINGS ACCT 2037528938 | 450,00 900,00
a7 MEDICARE TAX WITHHELD 2242 44.88
= TOTAL DEDUCTIONS = | 117047] 234831
e menssses ET FAY mrese 41593 824.49
- DD/EFT ROUTING NO. 313135515
Year-to-Date Leave Staf
Type Accrued |Used |Balance rl"‘:jeo';‘f_g‘ o |PTHrsUnapp  |Max Carry-Over
Annual & | 2400 240
Sick 4 20125 Leave Category
Compensatory 325 1
Credit Hours 20
Religious Comp 15
Travel Comp 5

Agency Contributions to Employee Benefits this Pay Peric

FICA/Social Security (DASDI) (8371
Medicare Tax 2242
Retirement 1269
Non-Federal Retirement 0
FEGLI 0
Non-Federal Life Insurance” 0
FEHB ]
Non-Federal Health Benefits™ |0

TSP Basic 130.88
TSP i 68147
Non-Federal 401K ]
Other

* If present, may contain multiple benefit plans.

Figure 24: Earnings & Leave Statements Page

2. Select the appropriate year you are trying to find from the drop-down. Select Year menu.
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3. Click the View Details icon next to the applicable E&L Statement to display the selected
statement.

4. At this point the following options are available:

| Step Description
Click Print-Friendly To display a printable version of the selected E&L Statement.
Click View PDF To display a PDF version of the selected E&L Statement.

Click View Doc (Word) | To display the selected E&L Statement in a Word document.

Click View Xls (Excel) | To display the selected E&L Statement in an Excel document.

Ethnicity and Race Identification (ERI), Gender, and Disability

The ERI, Gender, and Disability option allows users to add or change their Ethnicity and Race
Identification (ERI) code, as well as change their gender and disability code through EPP/ESS.
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1. Select the ERI, Gender, & Disability component. The Ethnicity and Race Identification (ERI),
Gender, and Disability page is displayed. The user’s existing ERI, gender, and disability
information that is stored in the Payroll/Personnel System as of the last effective pay period
is displayed.

Log out |

Curment Information

5, 2015 | Digability: 05 - NO HANDICAF | Processed/Complate

Figure 25: Ethnicity and Race Identification (ERI), Gender, and Disability Page
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2. From the ERI, Gender, and Disability page click Self-Service. The Ethnicity Race
Identification (ERI), Gender, and Disability Self Service page is displayed.

Joseph Q. Harley Ethnicity and Race |dentification (ERI), Gender, and Disability Self Service

OFC OF THE CHIEF FIN OFFC g tone of the P nel E .

[ElHome
Financial Disclosure Current Information
[ILeave Calculator
[ Benafits Statenant
ElPersenal Info

[Debt Management
[]Direct Deposit
[JEEL
[JERI, Gender, & Disaility
[Financial Allatments
[IFederal Tax {W-4)
[C]Flex Spending Accounts
[JHealth Insurance
[JHealth Savings Account
[Life Insurance
[JLeave
[JResidence Address
[]State Tax
TSP
[]TSP Catch-Up
[Jvlet Status & Preference
W2
[11085-C
[OMiscellanacus
Preferences
[ Time Manager
[]Links

TSP Home

L

Figure 26: Ethnicity and Race ldentification (ERI), Gender, and Disability Self Service Page

3. At this point the following options are available:

Step Description

Click Change next to To add new or change existing ERI information.
ERI.

Click Change next to To change existing gender information.
Gender.

Click Change next to To change existing disability information.
Disability.
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For more information see:

= RN 45

(1] o [0 =T OO UPPPPTORR 48

DISADIITY ..ot 51
ERI

The ERI field displays the user’s current ERI information. This information can be added, if none
exists, or the user can make changes to their existing information.

Note: To edit ERI information on a pending request, click Edit next to the ERI information on the
Ethnicity and Race (ERI), Gender, and Disability Self-Service Update page, then follow the
instructions listed below for Adding or Changing ERI Information.

To delete a pending ERI request, click Delete, then click OK on the Ethnicity and Race
Identification (ERI), Gender, and Disability Self-Service Delete Confirmation page.

To Add or Change ERI Information:
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1. Click change next to ERI. The Enter Ethnicity and Race Identification (ERI) Self-Service
Request page is displayed.

z Pay Period Calendar m Contact Us

=]

3. Print

2. Submit

Joseph Q. Harley 1. Enter

OFC OF THE CHIEF FIN OFFC

FHome
Financial Disclosure

Enter Ethnicity and Race ldentification (ERI) Self-Service Request

Your current Ethnicity and Race |dentification (ERI) information is shown below. Enter changes and click "Continue”,
You will be given a chance to review this request before it is accepted.

[JLeave Calculator

[]Benefits Statement

[IPersonal Info
[Debt Management

Select one or more ERI code that applies:

[Direct Deposit [ [Hisparic or Latino
[]E&L Statements American Indian or Alaska Mative
o

CIERL Gender. & Disability ERI Code ) asian
[JFinancial Allatments L |Black or African American
[JFederal Tax (W-4) [+#| Native Hawaiian or Other Pacific Islander
[OFlex Spending Accounts [+ White
[CHesalth Insurance - N N X =3 9015 v |Pay P

) 5 3 5 : 15 v |Pay Perigd Calendar
[JHealtn Savings Account Effective Pay Period, Year: | Effective Pay Period, Year: | 22 20 i ndar
[]Lite Insurance Continue I
[JLeave
[JResidence Address
[]State Tax &) For more information about ERI and the categories shown abave, view the form at OPM's Ethnicity and Race
[ITSP Identification Form on OPM's websile.

[OTSF Catch-Up
[Vt Status & Preference
-2
[11085-C
[Ohiiscellanecus
Preferencas
[]Time: Manager
[Links

et |

BENEFEDS Home
ISP Home

e A

Figure 27: Enter Ethnicity and Race Identification (ERI) Self-Service Request Page

2. Complete the applicable fields on the Self-Service Request page

Field Instruction

Select One or | Check the box(es) of the applicable race(s). Valid values are:
More ERI Hi . Lati

Code That ispanicorLatino

Applies American IndianorAlaska Native

Asian
Black orAfrican-American
Native Hawaiian orOther Pacific Islander

White
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e

Field Instruction

Effective Pay
Period, Year

Select the pay period and year the Ethnicity and Race Identification
change is to be effective. The current processing pay period and
year are populated by default.

3. Click continue. The Submit Ethnicity and Race Identification (ERI) Self-Service Request
page is displayed.

&
S
33

3

Pay Period Calendar m ContactUs |
e ay e
e -
| e

1. Enter 2. Submit 3. Print

Joseph Q. Harley

OFC OF THE CHIEF FiN OFFC Submit Ethnicity and Race |dentification (ERI) Seif-Service Request

(EHome Your new Seif-Senice request is Shown below.
[IFinancial Disclosure
[Leave Calculaior
[JBensfits Stalement
) Personal Info
[Debt Management

= Click "Back” to change what you have entered.
+ Click "Exit” to exit without submitting this request.

[ Direct Deposit Your request will not be accepted until you click " Submit”.
[CIEAL Statements
IR, Gender, & Disabilty
[JFinancial Allotments ERI Agian, Hawaitan, Pacific Isiander, White
g;‘-’"“:';: F";J " Effective Pay Period, Year: | 22, 2015
jex Spending Accou =
[JHealth Insurance Back | _Submit

[JHealth Savings Account
[Life Insurance
[leave
[)Residence Address
[CJState Tax
TSP
CJTSF Cateh-Up
[Vt Status & Preference
Ow-2
[11095-C
Miscellaneous
[FPreferences
[ Time Manager
[JLinks

If your Self-Service request is free from errors and duplication, it will be:
= Effective on 110172015, the first day of pay period 22.
» Processed in the Pay Perod 22 processing cycle that begins on 1102015,

=1

NEF|
TSP Home

oonred oo

Figure 28: Submit Ethnicity and Race Identification (ERI) Self-Service Request Page

4. The fields are as follows:

Field Instruction

ERI Displays the ERI code selected from the Enter Ethnicity and Race

Identification (ERI) Self-Service Request page.

Effective Pay
Period, Year

Displays the effective pay period/year selected on the Enter
Ethnicity and Race Identification (ERI) Self-Service Request page.
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5. Verify the information displayed is correct, then click Submit. The Ethnicity and Race
Identification (ERI) Self-Service Request Confirmation page is displayed.

y

| o

1. Enter 2. Submit 3. Print

'
Joseph Q. Harley

OFC OF THE CHIEF FIN OFFC Ethnicity and Race |dentification (ERI) Self-Service Reguest Confirmation
[EHome Your Self-Sarvice request has bean accepted. An e-mail confirming this request has been sent 1o
Financial Disclosure “John.Q.Harley@U SDA.GOV™, You will also receive an e-mail when this request has been processed.
Leave Calculator
Ea:“ S if you need to make changes fo this request, cick “Seff-Senvice” at the top af the Ethnicity and Race Identiication (ER1),
5 SEEEmE Gender, and Disability page. Do nat enler a new change request. Entering multiple requests will cause duplicates and will
[ElPersonal Info prevent your request from processing successfully.
[Debt Management
[]Direct Daposit If your Self-Service request is free from ermors and duplication, it will be:
[E&L Statements + Effective on 11/1/2015, the first day of pay penod 22.
CJ[ER, Gender, & Dizability ] . ) ) ; _
CJFinancial Alloiments Processed in the Pay Penod 22 processing cycle that begins on 11/92015.
[JFederal Tax (W-4) This Self-Service request should be refiected on your Employes Personal Page (sample page) (EPP) within two business
[JFlex Spending Accounts ¢ays. Please retum to your EPP and vertfy this change. If you do not see this change request reflected on your EPP after
‘two business days, contact your PersonnelHuman Resources Office to determine the status of this request.
[JHealth Insurance
[]Health Savings Account Please print this page for your records.
[JLife Insurance
[JLeave —_—
[JResidence Address ERI Self-Service Request
[JState Tax ERI Asian, Hawaiian, Pacific Islander, White
TSP Effective Pay Period, Year:| 22, 2015
[ITSF Catch-Up Date Entered: 11/0512015
[]Vet Status & Preference
[Ow-2
[J1085-C Exit |
[IMiszallaneois
[+] Preferences
[ Time Manager
[JLinks:
TSP Home
prowersd by [0

b

Figure 29: Ethnicity and Race Identification (ERI) Self-Service Request Confirmation Page

6. Click Exit to return to the Ethnicity and Race Identification (ERI), Gender, and Disability
page.

Gender

The Gender field displays your current gender information. You can make changes to your
existing gender information.

Note: To edit gender information on a pending request, click Edit next to gender information on the
Ethnicity and Race (ERI), Gender, and Disability Self Service page, then follow the instructions listed
below for Changing Gender Information.
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To delete a pending gender request, click Delete, then click OK on the Ethnicity and Race Identification
(ERI), Gender, and Disability Pending Self-Service page.

To Change Gender Information:

1. Click the Change button next to the Gender information. The Enter Gender Self-Service
Request page is displayed.

Figure 30: Enter Gender Self-Service Request Page

2. Complete the fields as follows:

Male Select this option if the gender is male.

Female Select this option if the gender is female.
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Effective Pay | Select the pay period and year the gender change is to be effective.
Period, Year The current processing pay period and year are populated by
default.

3. Click continue. The Submit Gender Self-Service Request page is displayed.

Figure 31: Submit Gender Self-Service Request Page

4. The fields are as follows:

Gender Displays the gender selected on the Enter Gender Self-Service
Request page.
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Field Instruction

Effective Pay | Displays the effective pay period/year selected on the Enter Gender
Period, Year Self-Service Request page.

5. Verify the information displayed is correct, then click Submit. The Gender Self-Service
Request Confirmation page is displayed.

6. Click Exit to return to the Ethnicity and Race Identification (ERI), Gender, and Disability
page.

Disability

The Disability field displays your current disability information. You can make changes to your
existing disability information.

Note: To edit disability information on a pending request, click Edit next to disability information on the
Ethnicity and Race (ERI), Gender, and Disability Self Service page, then follow the instructions listed
below for Changing Disability Information.

To delete a pending disability request, click Delete, then click OK on the Ethnicity and Race Identification
(ERI), Gender, and Disability Self-Service page.
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To Change Disability Information:

1. Click the Change button next to the disability information. The Enter Disability
Self-Service Request page is displayed.

Figure 32: Enter Disability Self-Service Request Page

2. Complete the fields as follows:
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Lo

Field

Instruction

Disability

Select the applicable disability code from the drop-down list. The

valid values are as follows:

01 — 1 do not wish to identify my disability status
05 — I do not have a disability

06 — | have a disability, but it is not listed

13 — Speech impairments

15 — Hearing impairment/hard of hearing

18 — Total deafness both ears

21 - Blind

22 — Visual impairments

26 — Missing extremities - one hand or one foot
30 — Missing extremities - more than 1 hand or foot
40 — Mobility impairment

41 — Spinal abnormalities

44 — Non-paralytic orthopedic impairment

51 — HIV Positive/AIDS

52 — Morbid obesity

61 — Partial Paralysis - 1 hand, arm, foot, leg, or any part
69 — Partial paralysis - multiple body parts

70 — Complete paralysis of one hand

79 — Complete paralysis - more than 1 hand

80 — Cardiovascular/heart disease

82 — Epilepsy

83 — Blood diseases

84 — Diabetes

86 — Pulmonary or respiratory conditions

87 — Kidney dysfunction

88 — Cancer

90 — Severe intellectual disability

91 — Psychiatric disability

92 — Dwarfism

93 — Disfigurement of face, hands, or feet

94 — Learning disability

95 — Gastrointestinal disorders

98 — History of alcoholism
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Effective Pay | Select the pay period and year the disability change is to be
Period, Year effective. The current processing pay period and year are populated
by default.

3. Click continue. The Submit Disability Self-Service Request page is displayed.

1 Logout

Review

Figure 33: Submit Disability Self-Service Request Page

4. The fields are as follows:

Disability Displays the disability code selected on the Enter Disability
Self-Service Request page.
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Effective Pay | Displays the effective pay period/year selected on the Enter
Period, Year Disability Self-Service Request page.

5. Verify the information displayed is correct, then click Submit. The Disability Self-Service
Request Confirmation page is displayed.

05 - | do not have a disability
:[15, 2014
8/4/2014 9:06AM

Figure 34: Disability Self-Service Request Confirmation Page

6. Click Exit to return to the Ethnicity and Race Identification (ERI), Gender, and Disability
page.
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Financial Allotments

The Financial Allotments option allows users to view current financial allotments, start new
financial allotments, and modify an existing financial allotment.

For more information see:

View Current Financial AHOITMENTS...........ooeiiiiiiiiiiec e 57
Start a New Financial AHOTMENT .........oovviiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeveeeeereeeesvsressrererans 59
Modify an Existing Financial Allotment ... 63
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View Current Financial Allotments

To View Current Financial Allotments:

1. Select the Financial Allotments component. The Financial Allotments page is displayed. The
user’s existing financial allotment data (if any) that is stored in the Payroll/Personnel
System, as of the last effective pay period, is displayed.

y

z
Joseph Q. Harley Financial Allotments

OFC OF THE CHIEF FIN OFFC

EHome
Financial Disclosure
[JLeave Calculator
[]Benefits Statement
[E Personal Info
[ Debt Management

Bank Routing Nbr Account Nbr Type of Account| Allotment Amount
265075870 NODA FEDERAL CR UNION 123456789 Chacking $200.00
[1Diract Depesit U65000090 CAPITAL ONENATIONAL ASSOC 000234567 | Savings $475.00

[JE&L Statements 065000090 CAPITAL ONE NATIONAL ASSCC | 56789 Checking $50.00
[IERI, Gender, & Disability
[[Financial Allotments

[Federal Tax (W-4) Self-Service History
[OFlex Spending Accounts Effective
[JHealth Insurance Pay Bank
[JHealth Savings Account Date Period, | Type of Rouiting Account Type of | Allotment
[OLife Insurance Processed Year Request | Nbr [ Name Nbr Account | Amount Status
[lLeave 265075870

[ Residence Address NODA
Ostate Tax 0712572015 15, 2015 | Stop FEDERAL CR

OTsP UNION

LITSP Cateh-Up

[Jvet Status & Preference

Ow-2 Self-Service Status Descriptions:

[1085-C : The Change Request has been processed and

[OMiscellanecus
Preferences
[]Time Manager
[Links

BENEFEDS Home
TSP Home

96876543210 | Checking $0.00 | Processed/Complete

Proces:
updated successfully.

L

Figure 35: Financial Allotments Page

2. The fields are displayed as follows:

Field Instruction

Bank Routing | Populates with the bank routing number of the current financial
Nbr allotment.

Account Nbr Populates with the account number of the current financial
allotment.
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Field Instruction

Type of Populates with the type of account of the current financial allotment.
Account

Allotment Populates with the allotment amount of the current financial
Amount allotment.

Date Populates with the process date of the financial allotment.
Processed

Effective Pay
Period, Year

Populates with the pay period and year the financial allotment was
effective.

Type of
Request

Populates with action taken on the financial allotment.

Bank Routing
Nbr/Name

Populates with the bank routing number/name entered on the Direct
Deposit Self-Service Request page.

Account Nbr

Populates with the account number of the financial allotment.

Type of Populates with the type of account of the financial allotment.
Account

Allotment Populates with the allotment amount of the financial allotment.
Amount

Status Populates with the status of the financial allotment. The valid values

are as follows:

Pending - The document has been entered into Employee
Self-Service (ESS) but has not been sent for editing by the
Personnel Input and Edit System (PINE). It can be modified or
deleted by the employee.

In Process - The document has been submitted to PINE and
will be edited in the next pass. It cannot be modified or deleted by
the employee.

Processed/Future - The document has been edited by PINE

and is in the future file. It cannot be modified or deleted by the
employee. The employee must contact their servicing personnel
office to have it modified or deleted.

Processed/Error - The document failed PINE edits and is in
suspense. The employee must contact their servicing personnel
office to have it corrected or deleted.

Processed/Complete - The document has been applied to
the Payroll/Personnel database. No action can be taken to change
or delete this document. The employee can verify the change in
EPP.

58




Publication Category: Research and Inquiry @
Employee Personal Page (EPP)

Start a New Financial Allotment
To Start a New Financial Allotment:

1. From the Financial Allotments page, click Self-Service. The Financial Allotment
Self-Service Request page is displayed.

Log out |

Bank Routing Nbr / Name |Account Nbr Account Amount

065000090
CAPITAL ONE,NATIONAL Assoc | %782 e e

Figure 36: Financial Allotment Self-Service Request Page
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2. Click start New Allotment. The Enter Financial Allotment Self-Service Request page is

/

displayed.

( .
Joseph Q. Harley 1. Enter 2. Submit 3. Print
LRCEF sk R A ERRE Enter Financial Allotment Self-Service Request

[EJHome Your curment Financial Allotmeant is shown below. Enter your new financial allotment information and click “Continue”. You
[ Financial Disclosure will be given a chance 1o review this request before it is accepted.

[Leave Calculator

[C]Banefits Statement

[EIPersonal Infio
[1Debt Management Type of Request Change

[C)Dwect Deposit 065000090
[IEAL Statements Bank Routing Nbr /Hame | o5 rs) ONE NATIONAL ASSOC

[JERI, Gender, & Disability Account Nbr 5673
[JfFinancial Aligtments Confirm Account Nbr

DJFederal Tax (W-4) Type of Account Savings
[JFlex Spending Accounts

[Health Insurance

[OHealth Savings Account Effective Pay Period, Year|[ 22, 2015 v Pay Period Calendar
[JLife Insurance

[Leave -
[JResidence Address _Bock | _Continue |

[JState Tax
OTsP Financial Allotments are voluntary deductions 1o financial institutions with direct deposil. This does not inc lude such items

as charity, savings bonds, thrift savings, gamishments, union, or other organizational dues. For these changes, see your
[ITSP Cateh-Up personnel office.

Vet Status & Preference
ow-2 You may
[108s-C « Start a new allotment,
Eipveesncen e
[l Time Manager + Stop an existing aliotment.
[lLinks You may have up to 16 Financial Allotments.
2

BENEFEDS Home
ISF Home =

owred o 8

Financial Allotment Seli-Service Request

Allotment Amount 80

Figure 37: Enter Financial Allotment Self-Service Request Page

3. Complete the fields as follows:

Field Instruction
Type of Populates with New to reflect the action selected on the Financial
Request Allotment Change Request page.

Bank Routing | Enter the bank routing number. The bank routing number must be
Nbr/Name nine digits.

Account Nbr Enter the bank account number.

Confirm Reenter the bank account number.
Account Nbr
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Field Instruction

Type of Select the type of bank account. Valid values are Checking and
Account Savings.

Allotment Enter the allotment amount in dollars and cents.

Amount

Effective Pay | Select the pay period and year the financial allotment is to be
Period, Year effective. The current processing pay period and year is populated
by default.

4. Click continue. The Submit Financial Allotment Self-Service Request page is displayed.
OR

Click Back to return to the Financial Allotment Change Request page.

/

e

— R
& »]

Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFG OF THE CHIEF FIN OFFG Submit Financial Allotment Self-Service Request
[E]Home Your new Self-Senice request is shown below.

Financial Disclosure
[JLeave Calculator

+ Click "Back” to change what you have entered.

[]Benefits Siatement « Click "Exit” to exit without submilting this request.
[ Personal Info
[ Debt Management
[Direct Deposit Your request will not be accepted until you click " Submit".

[JE&L Statemants

ER o et
[J[Financial Allotments Type of Request Change
[JFederal Tax (W-4) 0ES000020

[JFlex Spending Accounts CAPITAL ONE.NATIONAL ASSOC
[JHealth Insurance Accounthbr 56783

[Health Savings Account

Bank Routing Nbr ! Name

; Type of Account Checking
Life Insurance
SLW A Amount $20.00
[Residence Address Effective Pay Period, Year| 22, 2015
[JState Tax
LITSP Submit
[ITSP Catch-Up
[]Vet Status & Preference I your Self-Service request is free from emors and duplication, it will be:
E:\;sc ~ Effective on 11/0172015, the first day of pay period 22.
[Miscellanacus » Processed in the Pay Period 22 processing cycle that begins on 11/%2015.
ElPreferences + Reflected on your Pay Period 22 E&L Stalement (official pay date 11/26/2015).
O Time Manager

[Links

BENEFEDS Home
TSP Home

Figure 38: Submit Financial Allotment Self-Service Request Page

5. The fields are displayed as follows:
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Field Instruction
Type of Populates with New to reflect the action selected on the Financial
Request Allotment Change Request page.

Bank Routing
Nbr/Name

Populates with the bank routing number/name entered on the Enter
Financial Allotment Self-Service Request page.

Account Nbr

Populates with the account number entered on the Enter Financial
Allotment Self-Service Request page.

Type of Populates with the type of account selected on the Enter Financial
Account Allotment Self-Service Request page.
Allotment Populates with the allotment amount entered on the Enter Financial
Amount Allotment Self-Service Request page.

Effective Pay
Period, Year

Populates with the effective pay period selected on the Enter
Financial Allotment Self-Service Request page.

Click Continue to submit the financial allotment request. The Financial Allotment

Self-Service Request Confirmation page is displayed.
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o

OR

Click Back to return to the Submit Financial Allotment Self-Service Request page.

-
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC
EHome

[#IFinancial Disclosure
[Leave Calculator

1. Enter

2. Submit 3. Print
Financial Allotment Self-Service Request Confirmation

Your Seff-Service request has been accepted. An e-mail confirming this request has been sent fo
“John.Q.Harley@U SDA.GOV". You will also receive an e-mail when this request has been processed.

CJBenetis Statsmnt I you need to make changes fo TS feques. cick “Selr-Service" at he 1op of the Financial ABowment page. Do not enker 3

op e nw:hmps g muitiple s will cause and will prevent your request from processing
[E)Debt Management ) -
[JDirect Depesit I your Self-Service request is free from esrors and duplication, it will be:
[JE&L Statements + Effective on 11/01/2015, the first day of pay period 22,
EEE::Fi::?:’ kel I - Processed in the Pay Period 22 processing cycle that begins on 141872045,
JFederal Tax (W-4) + Reflected on your Pay Period 22 ESL Statement (official pay date 11/26/2015).
BTt LR This Seff-Service request should be refiected on your Employes Personal Page (sampke page) (EPF) within two business.
[[]Health Insurance days. Pleage return to your EPP and venify thiz change. If you do not 2ee this change reguest reflected on your EPP after
[Health Savings Account two business days, contact your PersonnelHuman Resources Office to detarmin the status of this request. Remember
[Life Insurance to check your Pay Period 22 Earnings and Leave Statement closely to verify that your Self-Service request achieved the

desired result.

ELeave
[JResidence Address Please print this page for your reconds.
[ State Tax
g
TSP Catch-Up Type of Request Change
[Vt Status & Preference DE5000090
ow-2 Bank Routing Nbr [ Name | ¢.45ira| " ONE, NATIONAL ASSOC
01085 AccountNbr 56789
[IMisceliancous Type of Account Checking

g:::::::ﬂ Allotment Amount $30.00

CLnks Effective Pay Period, Year| 22, 2015

Date of Request 11052015
£
TSP Home
Enter Another Request
[poswered by [33

Figure 39: Financial Allotment Self-Service Request Confirmation Page
7. Click Exit to return to the Financial Allotments page.
OR

Click Enter Another Request to enter a new financial allotment request.

Modify an Existing Financial Allotment
To Modify an Existing Financial Allotment:

1. From the Financial Allotments page, click Change Allotment. The Enter Financial
Allotment Self-Service Request page is displayed. Locate the fields to be modified and see
Start a New Financial Allotment (on page 59) for further instructions.
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OR

Click stop to terminate the financial allotment.

Federal Tax (W-4)

The Federal Tax (W-4) option allows users to view their current Federal tax data, establish a new
Federal income tax withholding, make changes to their existing Federal income tax withholding
data, or claim total exemption from Federal tax withholding.

The following changes can be made to existing Federal income tax withholding data:

e (Change the number of exemptions
e Change the filing status
e Establish, increase, or decrease the amount of additional deduction withholding

e File exemption from paying Federal tax

If there was no Federal tax owed in the previous tax year and it is expected that no Federal tax will
be owed for the current year, total exemption from Federal tax may be claimed. However, a total
exemption from Federal tax must be filed after February 15 of each year.

If the duty station is located in the Republic of Panama, Virgin Islands, Guam, and the northern
Mariana Islands, then exemption from Federal income tax may apply. For more information, the
user should contact their servicing personnel or payroll office.

If 11 or more exemptions are claimed, the Internal Revenue Service (IRS) will be notified and the
user will be placed under IRS control. Once under IRS control,ESS cannot be utilized to increase
the number of exemptions. To increase the number of exemptions, the Employee's Withholding
Allowance Certificate (W-4) must be submitted to NFC. Users can also use this option to decrease
the number of exemptions. Users should contact their servicing personnel or payroll office for
additional information.

If wages exceed $200 per week and total exemption from Federal tax withholding is claimed, the

IRS is notified.

For more information see:

Entering and Modifying @ W-4 ... 65
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Entering and Modifying a W-4

1. Select the Federal Tax (W-4) component. The Federal Tax Certificate (W-4) page is
displayed. The user’s existing Federal tax data (if any) that is stored in the
Payroll/Personnel System as of the last effective pay period is displayed.

Joseph Q. Harley Federal Tax Certificate (W-4)
OFC OF THE CHIEF FIN OFFC
Print-Friend
ClHome
[FFinancial Disclosure Current Information
[lLeave Calculator
[)Benefits Statement
[E1Personal Info
IDebt Management |married [ $10.00
[Direct Depasit
[CJEAL Statements
[FERI, Gender, & Disability
[CJFinancial Allctments

[J[Federal Tax (W-4)
[JFlex Spending Accounts Date Effective Number of Additional

Health Insurance Processed Pay Period, Year Filing Status D a t Status
[Health Savings Atcount 10M 32015 21, 2015| Married 0o $10.00 | Processed/Complete
[Life Insurance u?rza.rzms[ 15, 2015| Married 02 $0.00| Processed/Complete
[Leave
[JResidence Address
[Jstate Tax Self-Service Status Descriptions:
LITSP Processad/Complete: The Change Reguest has been processad and
TSP Catch-Up updated successfully.
[0Vt Status & Praference
Ow-2
[J1095-C
[OMiscellansous

[ZlPreferences

[Time Manager

ClLinks

Number of Additional
Filing Status Ex D A

3 Need help with your W-47 Try the IRS Withnolding Calculator,

Self-Service History

Figure 40: Federal Tax Certificate (W-4) Page
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2. Click self-Service. The Enter Federal Tax (W-4) Self-Service Request page is displayed.

=
Joseph Q. Harley

OFC OF THE CHIEF FIN OFFC

ElHome

[l Financial Disclosure
[JLeave Calculator
[] Benefits Statement
[E] Personal Info
[)Debt Management
[JDirect Deposit
[CJESL Statements
[JERI, Gender, & Disability
[JFinancial Allotments

[CJ[Federal Tax (W-4)

[JFilex Spending Accounts
[Heaith Insurance
[JHealth Savings Account

Pay Period Calendar m

1. Enter 2. Submit 3. Print

Enter Federal Tax (W-4) Self-Service Request

Your current Federal Tax (W4) information is shown below. Enter changes and click "Continug”™. You will be given a
chance to review this request before it is accepted.

Federal Tax (W-4) Sell-Service Request

[C] Single

O Married

(O Married but withhold at the higher Single rate
O Exempt from withholding

Filing Status

Number of Exemptions IOD
Additional Deduction Amount I‘I 0.00

[Life Insurance Effective Pay Period, Year 22, 2015 Pay Period Calendar
[JLeave
[OResidence Address g |
[JState Tax el
TSP
[ITSP Cateh-Up LS
[Vet Status & Preference + your filing status,
[IW-2
* number of exemptions,
[J109s-C
[CIMiscellanecus + or amount of additional deduction.
[ Preferences You may also file your initial W-4 form or file Exempt from Withholding.
[ Timia Manager
ClLinks You cannot claim exemption from withholding it
- 1. your income exceeds 51,000 and includes mone than $350 of uneamed income (e.g. interest and dividends) AND
BENEFEDS Home
TSP Home 2. another person can claim you as a dependent on their tax return.
To file advanced eamed income credil, see your sanvicing personnel office.
pawered by {1
\ J

Figure 41: Enter Federal Tax (W-4) Self-Service Request Page

3. Complete the fields as follows:

Field Instruction

Filing Status | Select the applicable filing status. The valid values are:
Single
Married

Married but withhold at the higher single
rate

Exempt from withholding

Number of
Exemptions

Enter the number of exemptions being claimed.
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Field Instruction

Additional Enter the amount, in dollars and cents, of additional money to be
Deduction withheld for Federal tax.

Amount

Effective Pay | Select the pay period and year the W-4 is to be effective. The
Period, Year current processing pay period and year is populated by default.

4. Click Continue. The Submit Federal Tax (W-4) Self-Service Request page is displayed.

4

Josaph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Submit Federal Tax (W-4) Self-Service Request
[JHome Your new Self-Service request ts shown below.
[ZFinancial Disclosure e
[JLeave Calculator + Click "Back” fo change what you have entered.
[JBenefits Statement = Click "Exit™ to exit without submitting this request,
[EPersonal Info
] Debt Management
[ Direct Deposit Your request will not be accepted until you click * Submit”.
[CJE&L Statements
Bk canm: s Deaey
[CJFinancial Allotments Filing Status Mamied
[[Federal Tax (W-4) of Exemptions 00
e Additional Deduction Amount $10.00
[JHealth Insurance: = . 1
[IHealth Savings Account Effective Pay Period, Year .22' s
[Life Insurance . . .
ClLeave Under penalties of perjury, | declare that | have examined this cerificate
and to the best of my knowledge and belief it is true, comect and complete
[CResidence Address
[ State Tax Submit
aTse
TSP Catch-Up If your Self-Servies request s free from emors and duplication, it wil be:
[JVet Status & Preference : .
w2 = Effective on 1100172015, the first day of pay period 22.
[11095-C + Processed in the Pay Period 22 processing cycle that begins on 11/8/2015.
e + Reflected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).
[FPreferences
[Time Manager
[Links
F H Exit
TSP Home

Figure 42: Submit Federal Tax (W-4) Self Service Request Page

5. The fields are displayed as follows:

Field Instruction

Filing Status Populates with the filing status selected on the Federal Tax
Certificate (W-4) Self-Service Request page.
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Field Instruction

Number of Populates with the number of exemptions entered on the Federal
Exemptions Tax Certificate (W-4) Self-Service Request page.

Additional Populates with the additional deduction amount entered on the
Deduction Federal Tax Certificate (W-4) Self-Service Request page.
Amount

Effective Pay | Populates with the effective pay period/year selected on the
Period, Year Federal Tax Certificate (W-4) Self-Service Request page.

6. Verify the information displayed is correct, then click Submit to submit the Federal Tax
(W-4) request. The Federal Tax (W-4) Self-Service Request Confirmation page is
displayed.
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o

OR

-
Joseph Q. Harley

OFC OF THE CHIEF FIN OFFC

[ClHome

Financial Disclosure
Leave Calculator
[1Benefits Stalement
EPersonal Info

[Debt Managemant

[]Direct Deposit

[]E&L Statements

[JERI, Gender. & Disability

[JFinancial Allotments

[IF ederal Tax (W-4)

[IFlex Spending Accounts
[Health Insurance
[Health Savings Account
[JLife Insurance

Click Back to return to the Enter Federal Tax (W-4) Self-Service Request page.

v

o
Pay Period Calendar m

1. Enter 2. Submit 3. Print

Federal Tax (W-4) Self-Service Request Confirmation

Your Seif-Service reguest has been accepted. An e-mail confirming this request has been sent to
“John.Q.Harley@U SDA.GOV". You will also receive an e-mail when this request has been processed.

If you need to make changes to this request, click “Self-Service™ at the top of the Federal Tax (W-4) page. Do not enter a
new change request. Entering multiple requests will cause duplicates and will prevent your request from processing
successfully.

If your Self-Service request is free from errors and duplication, it will be:

+ Effective on 11/01/2015, the first day of pay period 22.
* Processed in the Pay Period 22 processing cyche that begins on 11/8/2015.
+ Reflected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).

This Self-Service request should be refiected on your Employee Personal Page (sample page) (EPP) within two business
days. Please return to your EPP and werify this change. If you do not see this change request reflected on your EPP after
two business days, contact your Personnel/Human Resources Office to determine the status of this request. Remember
o check your Pay Period 22 Earnings and Leave Statement closely o verify that your Self-Service request achieved the
desired result.

[Leave
[]Residence Address Piease print this page for your records.
[]State Tax
e
[JTSP Catch-Up Filing Status Married
[Wet Status & Preference Number of Exemptions 00
[W-2 Additional Deduction Amount $10.00
[D1085-C - -
Effective Pay Period, Year 22,2015

[Miscellaneous

[ Preferences Date Entered 10/52015

[ Time Manager

[CLinks

BENEFEDS Home

ISP Home

[powered by [3

N

Figure 43: Federal Tax (W-4) Self-Service Request Confirmation Page

7. Click Exit to return to the Federal Tax Certificate (W-4) page.

Flexible Spending Accounts

The Flex Spending Accounts option allows users to view their current Flexible Spending Account
(FSA).

FSA allows employees to contribute money from their salary before taxes are withheld, then get
reimbursed for their out-of-pocket expenses for health care and dependent care.

Employees can enroll in the Flexible Spending Accounts for Federal Employees (FSAFEDS)
program each year during the Federal Benefits Open Season (November/December timeframe) by
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visiting the FSAFEDS Web site at Attps//www.FSAFEDS.com and clicking Enroliment. Open
season enrollments are effective January 1 of the following year. Current enrollees must remember
to enroll each year to continue participating in FSAFEDS. Enrollment does not carry forward year
to year.

New and newly-eligible employees who wish to enroll in this program must do so within 60 days
of becoming eligible, but before October 1 of the calendar year. Otherwise, they will have to wait
until the start of the open season.

To View Current FSA:

1. Select the Flex Spending Accounts component. The Flexible Spending Accounts page is
displayed.

4

Joseph Q. Harley Flexible Spending Accounts
OFC OF THE CHIEF FIN OFFG Print-Eriendty

EHome
[EFinancial Disclosure
[JLeave Calculator Plan Total Amouni_ Pay Period Amount ‘Bnlnnoe
[1Benefits Statement FH1 WACHOWIA 25.00
[EPersonal Info
[0 Debt Management )
(] Direct Deposit &) Find information on Flexible Spending Accounts (FSAFEDS) at OPIM's FSAFEDS Home Page
[]E&L Statements
[JERI, Gender, & Disability
EFinancial Alletments
[]Federal Tax (W-4)
C[Flex Spending Accounts
[]Health Insurance
[JHealth Savings Account
[]Life Insurance
[]Leave
[]Residence Address
[ State Tax
[ITSP
[ TSP Catch-Up
[[]Vet Status & Preference
EIw-2
[J1095-C
[OMiszellaneous
[ Preferences
[OTime Manager
[Links

BENEFEDS Home
TSP Homa

powared by [l

Figure 44: Flex Spending Accounts Page

2. The fields are as follows:
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Field Instruction

Plan Displays the name of Flexible Spending Account plan.

Total Amount | Displays the total amount of contribution to the Flexible Spending

Account.
Pay Period Displays the amount contributed to the Flexible Spending Account
Amount in each pay period.
Balance Displays the balance of Flexible Spending Account.

Health Insurance

The Health Insurance option allows users to view their current health benefits. Users can only make
changes to their Federal Employees Health Benefits (FEHB) program coverage during open
season. Open season normally occurs the Monday of the second full workweek in November
through the Monday of the second full workweek in December. Users may also make changes to
their health benefits outside of open season if they have a qualifying life event such as marriage,
the birth or adoption of a child, or an eligible family member loses coverage. Users should contact
their servicing personnel or payroll office for more information. Users may also refer to the U.S.
Office of Personnel Management’s Web site at www.opm.gov for more detailed information.

For more information see:

View CUrrent FEHB COVEIAQE. ... ...uuuiiiaaaiiiiiiiieae e ettt e e e ettt e e e e s e sibbeeeeae e e e nnees 71
MOdify FEHB COVEIAGE ......uvviieiiiiie ittt ettt sttt et 74

View Current FEHB Coverage

To View Current FEHB Coverage:
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Select the Health Insurance component. The Health Insurance page is displayed.

-
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

EHome

[Financial Disclosure

[lLeave Calculator

[1Benafis Statement

[E Personal Info
[ Debt Management
[ODirect Deposit
[JE&L Statements
[IERI, Gender, & Disability
[CIFinanzial Allstments
[JFederal Tax (W-4)
[JFlex Spending Accounts

[J|Heatth Insurance

[JHealth Savings Account
[Life Insurance
[Leave
[OResidence Address
[ State Tax
OTsP
TSP Catch-Up
[Ovet Status & Preference
Ow-2
(ol
[ Miscellanecus
[*]Preferences
[ Time Manager
[Links

BENEFEDS Home

Health Insurance

Print-Friendly

The current FEHB Cpen Season is Monday, November 8, 2015 to Monday, December 14, 2015. Changes entered during
FEHE Open Season will not be refiected on your EPP until the second week of pay period 01.

) The OPM Flan Comparison Taol

« FEHE: www.opm.gov/tehbcompare
- FEDMIP:

Consumers' Checkbook's “Guide to Health Plans for Federal Employees & Annuitants - An FEHBP Plan
Comparnson Tool” www.checkbook.orginewhin2ihig.cim . Please nate that many Agencies make the electronic
version of Consumers’ Checkiook available to employees on their intranet.

Because you are participating in FEHB Premium Conversion you can only make changes to your FEHB coverage outside
of Open Season if you meet the criteria for a "gualifying life event”. See your servicing personnel office for assistance.

Current information

Premium Employee Agency Employee
Plan Code / ipti c sion| PP Deduction PP Contribution | YTD Deduction
104 BLUE CROSS AND BLUE SHIELD Y $36.39 $1.00 $267.05
BENEFEDS DENTAL ] ¥ £0.00 $0.00 $0.00

Sell-Service History

Mo information found

&) What is EEHB Premium Conversion?

mewwwmwmumammm dental,
vision, and iife insurance, flexible spending accounts, and long-tenm care.

o R

Figure 45: Health Insurance Page

The fields are as follows:

Field Instruction

Plan Code/ Displays the name and code of the current health benefits.

Description

Premium Displays whether or not the user has pre-tax premiums.

Conversion Note: If the employee answers "no" in this field, there are tax
consequences resulting in their FEHB being taxed.

Employee PP | Displays the amount deducted each pay period for health benefits.

Deduction

Agency PP Displays the amount the Agency contributes each pay period

Contribution

towards the user's health benefits.
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Field Instruction

Employee Displays the amount deducted year to date (YTD) for health
YTD benefits.

Deduction

Date Displays the date an action was processed for health benefits.
Processed

Effective Pay

Displays the pay period and year a health benefits action was

Period, Year effective.

Type of Displays the type of change that was made to the health benefits.
Change

Plan Displays the name and code of the health benefits.

Code/Name

Status Displays the status of the change for the health benefits. The valid

values are as follows:

Pending - The document has been entered into Employee
Self-Service (ESS) but has not been sent for editing by the
Personnel Input and Edit System (PINE). It can be modified or
deleted by the employee.

In Process - The document has been submitted to PINE and
will be edited in the next pass. It cannot be modified or deleted by
the employee.

Processed/Future - The document has been edited by PINE
and is in the future file. It cannot be modified or deleted by the
employee. The employee must contact their servicing personnel
office to have it modified or deleted.

Processed/Error - The document failed PINE edits and is in

suspense. The employee must contact their servicing personnel
office to have it corrected or deleted.

Processed/Complete - The document has been applied to
the Payroll/Personnel database. No action can be taken to change
or delete this document. The employee can verify the change in
EPP.
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Modify FEHB Coverage

To Modify FEHB Coverage:

1. From the Health Insurance option, click Self-Service. The FEHB Self-Service Request page
is displayed.

| Log out

Figure 46: FEHB Self-Service Request Page
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2. Click change Plan. The Enter FEHB Self-Service Request page is displayed.

e

-
Joseph Q. Harley

OFC OF THE CHIEF FIN OFFC

E]Home

[EFinancial Disclosure
[Leave Calculator
[ Benedits Statement

1. Enter

2. Submit

Enter FEHB Self-Service Request

3. Print

the enrollment information below and click "Continue”. You will be given a chance to review this request before

Complete:
it is accepted.

Exit

op nal Info Change Plan
[)Debt Management Effective Pay Period, Year | 01, 2016
[Direct Deposit Plan Code™ | Name 314 GEHA HEALTH BENEFIT PLAN
[JE&L Statements
[CIERI, Gender, & Disability Premium Conversion” ®ves Ono
[JFinancial Allotments Married? ®ves ONo
[JFederal Tax (W-4)
[JFiex Spending Accounts Preferred Phone® [s04 533 5555
[[Heaith Insurance -
ClHealth Savings Account E-mail Address |..Ioseph Q Harley@usda gov
[Life Insurance If you are covered by Medicare, check all that apply
[CLeave Ha
[JResidence Address (H]:]
[]Stats Tax Medicare Coverage o
TSP
[JTSP Catch-Up Megicare Claim Nbr [T89987
[-1Vet Status & Preference Afe you covered by insurance other than Medicare?
B ® ves OMo
[J1085-C If yes, indicate below.
[ Miscellaneocus other s . s
[FPreferences e insurance LOVrags | 1) private Insurance
[ITime Manager
[Links Plan Name: IH umana
BENEFEDS Home Policy Nbr: [456753
ISP Home
Continue |
et

Figure 47: Enter FEHB Self-Service Request Page

3. Complete the fields as follows:

Field Instruction

Plan Displays the plan code and name of the health benefits included in

Code/Name the change request.

Premium Displays whether or not the user has pre-tax premiums.

nversion S

Conversio Note: If the employee answers "no" in this field, there are tax
consequences resulting in their FEHB being taxed.

Married? Displays the marital status that was selected on the Enter FEHB
Self-Service Request page.

Preferred The preferred phone number of the user.

Phone
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Field Instruction

E-mail Enter the Email Address that you wish to use.

Address

Medicare Displays the Medicare Coverage in which the employee receives (if
Coverage applicable).

Other Displays the other insurance coverage which the employee
Insurance receives (if applicable).

Coverage
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4. Click continue. The Submit FEHB Self-Service Page is displayed.

Pay Period Calendar m Contact Us

T

-

1. Enter

<
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC Submit FEHE Self-Service Request

[CHome

[f]Financial Disclosure
[JLeave Calculator = Click "Back” to change what you have entersd.

Your new Self-Service request is shown below.

[]Bensfits Statement = Click "Exit” to exit without submitting this request.
[F]Personal Info
[ Dbt Management
[ Direct Deposit Your requast will not be accepted until you click " Submit”.
[[JEEL Statements Change Plan
[JERI Gender, & Disability
[LFinancial Allotments
[DFederal Tax (W-4)
[FFl=x Spending Accounts
[[Health Insurance Married? Yes
[Health Savings Account Preferred Phone (604) 555-5555
[JLifz Insurance Medicare & Yes

[[Leave Medicare B No
[DResidence Address Medicare Coverage Medicare D Mo

Type of Change Change Flan
Effective Pay Period, Year |01, 2018
Plan Code f Name 314 GEHA HEALTH BENEFIT FLAN

[ State Tax Medicare Claim Mbr 758937

TSP -

Tricare No
[TSP Caich-Up Other Insurance Coverage | Private Insurance Plan Name Humana
Vet Status & Preference Puolicy Mbr 456753
[w-2 JANICE R HARLEY 4£44-44-4444
[J1085-C
[ Miscellansous

Birth Diate 05/01/1963

Gender F
[]Preferences Relationship 01 - Spouse
[]Time Manager Address

[CLinks

BENEFEDS Home Fhone Mumber (504) 5565-5555

i 12ni v
T5F Home Family Members E-mail Address Janice A Harley@yahoo.comy

(It appilcable) Medicare Coverage

= Medicar= AN

Medicare B N

Medicare DN
Medicare Claim Mor

M

Other Insurance Coverage
Tricare N
Private InsurancePlan Name
Folicy Mbr

If your Self-Service request is free from emors and duplication, it will be:
- Effective on 01/10:2018, the first day of pay period 1.
- Processed in the Pay Period 1 processing cycle that begins on 1/18/2016.
- Reflected on your Pay Period 1 EEL Statement (official pay date 2/4/2016).

Figure 48: Submit FEHB Self-Service Request Page

5. The fields are as follows:

Field Instruction
Type of Displays the type of change that was made to the health benefits.
Change

Effective Pay | Displays the pay period and year the request will be effective.
Period, Year
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Field Instruction

Plan Displays the name and code of the health benefits.
Code/Name

Married? Displays the marital status of user.

Preferred The preferred phone number of the user.

Phone

Medicare Displays the Medicare Coverage in which the employee receives (if
Coverage applicable).

Other Displays the other insurance coverage which the employee
Insurance receives (if applicable).

Coverage

Family Displays family members covered under the employee health
Members insurance (if applicable).

(If applicable)

6. Click submit. The FEHB Self-Service Request Confirmation page is displayed.
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Click Back to return to the Enter FEHB Self-Service Request page.

Joseph Q. Harley 1.Enter —————————— 2. Submit
OF G OF THE CHIEF FIN OFFC

[E]Home

FEHE Self-Service Reguest Confirmation

Your Self-Service request has been sccapted. An e-mail confirming this request has besn sent to

[DFinancial Disclosure
[DLeswve Calculator
[[]Bansfits Statement
[FPersonal Info
[JD=bt Management
[Direct Depasit
[JEEL Statements
[JERY, Gender, & Disabiity
[Financial Allotments
[JFedaral Tax (W-4)
[OFlex Spending Accounts

"John.G.Harley@U SDAGOV . *ou will also receive an e-mail when this request has been

IF need to make changes to this request, chick "Self-Service” at the top of the FEHB page. Do not enter a new change
I'£I‘I'-_‘5I Entering mWquuﬂsm[anewmandmll p{mrl‘;ulruque;tflumplumsuwasmlu!

If your Self-Servi s free from errors and duplication, itwill be:
+ Effective on 01/10/2018, the first day of pay pericd 1.
+ Processed in the Fay Period 1 processing cycle that begins on 1/18/2018.
+ Reflected on your Pay Pericd 1 ESL Statement (official pay date 2I4/2016).

This Self-Service request should be reflected on your Employes Personal Page (sample page) (EFF) within two business
days. Please retumn to your EPP and verify this change. If you do nat seels dsnge request reflected on your EPP after

[ Insurance ‘two business days. contact your Persennel/Human Resources Office of this request.
[JHealth Savings Account mePam1&rnmaMmememmmmmmammﬂe
[Life Insurance desired result.

g;’z“:ﬁ‘ i Please prnt this psge for your records.
{== ress

=
[ITSP Type of Change Change Plan
[JTSF Catch-Up Diate Entered 11182015 B:344M

et Status & Prefzrence
EW—Z : Effective Pay Pericd, Year |01, 218

[1085-C
[OMiscellznsous

Employee Name and Address| 400 COMSTANTINOFLE 5T
Prefe MNEVWORLEAMS, LA T0119-D000
TENnces

B e Plan Code | Name 314 GEHA HEALTH BENEFIT PLAN
[Links =2 Married? Yes
Preferred Phone {304) 5E5-5555

BENEFEDS Home

Medicare Coverage

Medicare Claim Nbr 788287

Tricarz No

Other Insurance Coverage Private Insurance Pian Mame Humana
Policy Nbr 456753

JANICE R HARLEY ===4444

Birth Date 05/01/1983
GenderF
Relationship 31 - Spouse
Address

Fhone Mumber {504) 555-5555

Family Membrs E-mail Address Janice A Harleyi@yahoo.com|

(i appitcatia) Medicare Coverage

Medicare AN

Medicare BM

Medicare DM
Medicare Claim Nbr

Other Insurance Coverage
Tricare M
Private InsurancePlan Name
Palicy Mbr

=]

Figure 49: FEHB Self-Service Request Confirmation Page

7. Click Exit to return to the Health Insurance page.

79



é43 Publication Category: Research and Inquiry
C —

Employee Personal Page (EPP)

Health Savings Account

The Health Savings Account option allows users to view their Health Savings Account (HSA) data,
start a new HSA, make changes to an existing HSA, or stop an existing HSA.

An HSA is a tax-sheltered trust account owned by the user for the purpose of paying qualified
medical expenses for themselves, their spouse, and their dependents. When users enroll in a High
Deductible Health Plan (HDHP), the health plan determines whether they are eligible for an HSA

based on information provided by the user.
To be eligible for an HSA, IRS regulations state that following requirements are met:

e Must be a participant in an HDHP.

e (Cannot be covered by any other health plan that is not an HDHP, except those specifically
allowed (e.g., disability, dental, vision, long-term care, and limited expense flexible
spending accounts).

e (annot be claimed as a dependent on someone else’s tax return. (This does not include
filing jointly as a spouse.)

e (Cannot be enrolled in TRICARE, Medicare, or have received Department of Veterans
Affairs (VA) benefits within the previous 3 months.

For more information see:

Start a Health SAVINGS ACCOURNL ......ccoooiiiiiiiiiiii ettt 81
Modify a Health Savings ACCOUNT .........cooiiiiiiiiiie e 87
Cancel a Health Savings ACCOUNT........coiiiiiiiiiie e 88
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Start a Health Savings Account

1.

Select the Health Savings Account component. The Health Savings Account page is
displayed. The user’s existing Health Savings Account data (if any) that is stored in the
Payroll/Personnel System as of the last effective pay period is displayed.

b

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[EHome
[FFinancial Disclosure
[JLeave Cakulator
[ Benefits Statement
[ Personal info

[ Debt Management
[Direct Deposit

[JE&L Statements

[JERI, Gender, & Disability
[CJFinancial Allotments
[Federal Tax (W-4)
[JFlex Spending Accounts
[Health Insurance

Health Savings Account

Print-Friendly

@Youmﬁtbemrw by a qualified High Deductitle Health Plan (HDHP) to be eligible for an Health Savings

Account (HSA)
This page is for HSA deductions only.
i (FSA)

Flexible

" 0

Cumrent Information

MUST be entered through the ESAFEDS websita.

An HSA s a savings account, used in conjunction with a qualified High Deductible Health Plan (HDHP), for
eligible individuals to save money for current and future qualified medical expenses on a lax-free basis. An HSA
s “portable” s0 it stays with you @ven if you change employers or keave the work force. Funds remain in your

[[Fealth Savings Account

[Life Insurance
CLeave
[ Residence Address
[DState Tax
TSP
[OTSP Calch-Up
[Vt Status & Preference
Ow-2
[C11095-C
[OMiscellaneous
[ElPreferences
[OChange E-mail Addresses
[ Change Password
[Change User ID
[JChange Security Questions
[JChange W2 Password
[JChange Paperiess E&L
[ Time Manager
[Links

BENEFEDS Home
TSP Home

[powered by |54

from year to year until you use them.

IRS reguiations state that to be eligible for an HSA you must meet the following reguirements:

* You mus! participate in a High Deductible Health Plan (HDHP). List of Eligible FEHB HDHPs,

* You cannot be covered by any other health plan that ks not an HDHP, except those specifically aliowed
(e.g. disability, dental, vision, long-term care, and limited expense flexible spending accounts),

* You cannot be claimed 2 a dependent on someone etse’s tax return. (This does not include Filing Jointly

as aspouse), and

* You cannot be enrolled in TRICARE, Medicare, or have received VA benefits within the previous three

months.

The following websites provide detailed information on eligibility requirements, high deduclible health plans,

qualified expenses, and other HSA information:
+ OPM's Health Savings Account Home Paga,
+ Depariment of Treasury"s HSA Page, and

Selt-Service History

Effective
Pay
Date Period, | Type of Bank Routing Nbr Account | Allotment
Processed Year Request ! Name Nbr Amount Status
065000080
11/105/2015 22, 2015 | Stop CAPITAL ONE NATIONAL | 123456780 30.00 |ProcessediComplete
ASSOC

Sell-Service Status Descriplions:

Processed/Completa:
updated successfully.

Figure 50: Health Savings Account Page

The Change Request has been processed and
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2. Click self-Service. The Health Savings Account (HSA) Allotment Self-Service Request
page is displayed.

LCIU out

Figure 51: Health Savings Account (HSA) Allotment Self-Service Request Page

82



Publication Category: Research and Inquiry @
Employee Personal Page (EPP)

3. Check the acknowledgment box at the bottom of the page to acknowledge that eligibility is
valid. The Start New HSA Allotment button appears.

Log out

Figure 52: Health Savings Account (HSA) Allotment Self-Service Request Start New HSA
Allotment Page
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4. Click Start New HSA Allotment to start a new allotment for the Health Savings Account. The

Enter Health Savings Account (HSA) Self-Service Request page is displayed.

4

-

Pay Period Calendar m ContactUs I
——

) S

R

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[ClHome

[#]Financial Disclosure

] Leave Calculator

] Benefits Statement

E1Personal Info
[ Debt Management
[Direct Deposit
[]EAL Statements
[]ERI, Gander, & Disability
[JFinancial Allotments
[OFederal Tax (W-4)

1. Enter

Enter Health Savings Account (HSA) Self-Service Request

2. Submit

3. Print

Enter your new HSA allotment information and click "Continue™. You will be given a chance to review this request befare it

s accephed.

HSA Self-Service Request

Type of Request
Bank Routing Nbr | Name

Account Nbr

Start
065000030
123456789

Confirm Account Nbr

123456789

[IFlex Spending Accounts
DHQQ"TI Ingurance

Dbs\alln Savings Account

[Life Insurance
[JLeave
[Residence Address
[]State Tax
TSP
LITSP Catch-Up
Vet Status & Preference e
[w-2
[]1095-C
[IMiscellaneous
=] Preferences
[Time Manager
[Links

Allotment Amount

50.00

Effective Pay Period, Year||22, 2015 |w| Pay Period Calendar

Contious

BENEFEDS Home
TSP Home

[power=d by 38

- )

Figure 53: Enter Health Savings Account (HSA) Self-Service Request Page

5. Complete the fields as follows:

Field Instruction
Type of Populates with the self-service action being taken which reflects the
Request action selected on the Health Savings Account (HSA) Allotment

Self-Service Request page.

Bank Routing
Nbr/Name

Enter the bank routing number/name for the Health Savings
Account.

Account Nbr Enter the bank account number for the Health Savings Account.

Confirm
Account Nbr

Reenter the bank account number for the Health Savings Account.
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Field Instruction
Allotment Enter the allotment amount.
Amount

Effective Pay
Period, Year

Select the pay period and year the request is to be effective.

6. Click continue. The Submit Health Savings Account (HSA) Self-Service Request page is
displayed.

OR

Click Back to return to the Health Savings Account (HSA) Allotment Self-Service Request
pa

ge.

L.

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

ElHome
[*]Financial Disclosure
[JLeave Calculator
[1Benefits Stalement
[ElPersonal Info
[ Dabt Management
[J Direct Deposit
[]ESL Statements
[JERI, Gender, & Disability
[JFinancial Allotments
[]Federal Tax (W-4)
[JFlex Spending Accounts
[]Health Insurance

[Healtn Savings Account

[JLife Insurance
[ Leave
[JResidence Address
[ State Tax
TSP
[ TSF Catch-Up
[1Vat Status & Prefarence
[JW-2
[J1095-C
[]Miscellaneous
[FPreferences
[]Time Manager
[JLinks

BENEFEDS Home
TSP Home

powered by i

4

3. Print

1. Enter 2. Submit
Submit Health Savings Account (HSA) Self-Service Request
Your new Seff-Service request is shown Delow.

* Click "Back” to change what you have entered.

+ Click "Exif” to exit without submitting this request.

Your request will not be accepted until you click " Submit”.

HSA Self-Service Request

Type of Request Start
- 065000090
Bank Routing Nbr fName | o'y " e NATIONAL ASSOC
AccountNbr 123456789
Allotment Amount

$50.00
Effective Pay Period, Year| 22 2015

“Back. submit |

If your Self-Service request is free from errors and duplication, it will be:
+ Effective on 1180172015, the first day of pay period 22.
*+ Processed in the Pay Period 22 processing cycle that begins on 11/72015.
+ Reflected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).

Figure 54: Submit Health Savings Account (HSA) Self-Service Request Page

7. The fields are as follows:
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Field Instruction
Type of Populates with the self-service action being taken which reflects the
Request action selected on the Health Savings Account (HSA) Allotment

Self-Service Request page.

Bank Routing | Displays the bank routing number/name for the Health Savings
Nbr/Name Account.

Account Nbr Displays the bank account number for the Health Savings Account.

Allotment Populates with the allotment amount entered on the Enter Health
Amount Savings Account (HSA) Self-Service Request page.

Effective Pay | Populates with the effective pay period and year selected on the
Period, Year Enter Health Savings Account (HSA) Self-Service Request page.

8. Click submit. The Health Savings Account (HSA) Self-Service Request Confirmation page
is displayed.
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OR

Click Back to return to the Enter Health Savings Account (HSA) Self-Service Request
page.

'?"

i

Contact Us ' L
- a = -

Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Health Savings Account (HSA) Self-Service Request Confirmation
[EJHome Your Self-Service request has been accepted. An e-mall confirming this request has been sent to
[EFinancial Disclosure “John.Q.Harley@U SDA.GOV™. You will also receive an e-mail when this request has been processed.
Leave Calcukztor
gm:ﬂmssmmw 1f you nesd to make changss 1o this request, click “Seif-Service™ at the top of the Health Savings Account page. Do not
entar a new change requast. Entering multiple raguests will causa duplicatas and will pravent your request from
[EPersonal Info processing successfully.
[JDebt Management : _ S
[ClDirect Deposit If your Seff-Service request is free from errors and duplication, it will be:
[CIE&L Statements + Effective on 11/01/2015, the first day of pay period 22
CJERI, Gendger, & Disability . ) . . .
[JFinancial Aliotments Processad in the Pay Penod 22 processing cyche that beging on 11/8°2015.
[Federal Tax (W-4) « Reflected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).
[JFlex Spending Accounts This Self-Service request should be reflected on your Employee Personal Page (sample page) (EPP) within two business
[JHealth Insurance days. Please retum to your EPF and verify this change. If you do not see this change request reflected on your EFP after
[J[Health Savings Account two business days, contact your Personnel/Human Resources Office to determing the status of this request. Remember
F to check your Pay Pericd 22 Earnings and Leave Statement closely to verify that your Seif-Service request achigved the
[JLife Insurance
desired result.
OLeave
[CJResidence Address Pleasa print this page for your reconds.
[Jstate Tax
TSP HSA Self-Service Request
TSP Catch-Up Type of Request Start
[OVet Stalus & Preference ) 065000030
Oow-2 Bank Routing Nbr /Name | -apira) ONE NATIONAL ASSOC
[J1005-C AccountNbr 123456789
[IMiscellaneous Allotment Amount §50.00
L Effective Pay Period, Year| 22, 2015
[JTime Manager
DlLinks Date of Request 11052015
EBENEFEDS Home
eoarrs
povred R

Figure 55: Health Savings Account (HSA) Self-Service Request Confirmation Page

9. Click Exit. The Health Savings Account (HSA) Allotment Change Request page is
displayed.

Modify a Health Savings Account

1. Select the Health Savings Account component. The Health Savings Account page is
displayed. The user’s existing HSA data (if any) that is stored in the Payroll/Personnel
System as of the last effective pay period is displayed.

2. Click self-Service. The Health Savings Account (HSA) Allotment Self-Service Request
page is displayed.
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3. Click change Amount to change the allotment for the HSA. The Enter Health Savings
Account (HSA) Self-Service Request page is displayed. For more information on
completing these fields, see Start a Health Savings Account (on page 81).

Cancel a Health Savings Account

1. Select the Health Savings Account component. The Health Savings Account page is
displayed. The user’s existing HSA data (if any) that is stored in the Payroll/Personnel
System as of the last effective pay period is displayed.

2. Click self-Service. The Health Savings Account (HSA) Allotment Self-Service Request
page is displayed.

3. Click stop to stop allotment for the HSA. The Enter Health Savings Account (HSA)
Self-Service Request page is displayed. For more information on completing these fields,
see Start a Health Savings Account (on page 81).

Life Insurance

The Life Insurance option allows users to view their life insurance information.
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To View Life Insurance Data:

1.

Select the Life Insurance component. The Life Insurance page is displayed. The user’s
existing life insurance information that is stored in the Payroll/Personnel System as of the
last effective pay period is displayed.

Life Insurance

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC Print-Friand
[E|Home
[*Financial Disclosure
[JLeave Calculator
[JBenefits Statement

Plan Description Coverage Description | Basic Coverage Amount
EPersonal Info FEDERAL EMPLOYEES GROUP LIFE INSURANCE | BASIC £43.000

[]Debt Management LONG TERM CARE PARTNERS, LLC
[ Direct Deposit

[JE&L Statements =
[JERI, Gender, & Disability £} For more information on Life Insurance costs as of Pay Period 01 see your FEGLI Personal Benafits.

[IFinancia Aotments
[JFederal Tax (W-4) ) Find out about FEGLI at OPM's FEGLI Home Page

(BRI T ) For more information about the Federal Long Term Care Insurance (FLTCIF) program visit OPM's FLTCIE Home
[ Health Insurance Page.

[ Health Savings Account
CLife e
[Leave
[JResigence Address
[State Tax
arTse
TSP Catch-Up
[JVvet Status & Preference
OwW-2
C1085-C
[OMiscellanecus
[*]Preferences
[ITime Manager
[Links

BENEFEDS Home
ISP Home

powred oy

Figure 56: Life Insurance Page

The fields are as follows:

Field Instruction

Plan Name Displays the name of the life insurance plan.
Coverage Populates with a brief description of coverage.
Description

Basic Populates with the basic dollar amount of coverage.
Coverage

Amount
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Leave
The Leave option allows users to view their applicable leave balances.
To View Leave:

Select the Leave component. The Leave page is displayed.

Joseph Q. Harley
OFG OF THE CHIEF FIN OFFG

[ElHome
[ZFinancial Disclosure

[Leave Calculator Prior Year |Accrued Used| . (Used Ma i
[OBenefits Statement Carry-Over|YTD YTD Unapplied Balance Carryover Use-or-Lose

[ElPersonal Info Annual 240.00 .00 4400 600 240.00
[ Dett Management Sick 400 | 20125
[]Direct Depasit Comp 3325
[IEAL Statements Home
[1ERI, Gender, & Disability Shore
[JFinancial Allstmants Religious 400
[]Federal Tax (W-4) Credit | 4350
[[Flex Spending Accounts Comp TI‘HW{I
[FHealth Insurance
[[JHealth Savings Account
[]Life Insurance Restored Annual Leave
[lLeave Leave Year Restored | Balance
[Residence Address
[]Stale Tax 2015 a0

aTse
QTSP Catenp

[]Vet Status & Preference: PP, Year Awarded Hours Awarded | Hours Used Balance

[-1W-2 4,2015 8 8 ]
[]1085-C

[ Misz ellaneous Military Leave
[H)Preferences FY Ending Balance Available This FY|Used YTD Balance

gl"’;"'aw’ I8 [120 E 120 |

BENEFEDS Home
TSP Home

oweres o[

. -~

Figure 57: Leave Page
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Residence Address

The Residence Address option allows users to enter a new residence address or modify their
existing residence address. The residence address is used for mailing the W-2, the Personal
Benefits Statement, and E&L Statement, unless the user elected to stop receiving a mailed copy.
The residence address is also used for employees who receive their checks through the mail.

Users who are using this option to enter a new residence address because they have moved to
another State should contact their servicing personnel or payroll office to find out if they must also
process a change in their current State and/or city/county tax withholding data.

Users who are separating and whose residence address is also changing should process a change to
their residence address prior to their separation in order to prevent erroneous delivery of their final
salary payment or severance payments.
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To Enter or Modify the Residence Address:

1. Select the Residence Address component. The Residence Address page is displayed. The
user’s existing residence address that is stored in the Payroll/Personnel System as of the
last effective pay period is displayed.

-
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[ElHome
[F]Financial Disclosure
[]Leave Calculator
[]Benefits Statement
[FPersonal Info

[]Debt Management

[ Direct Deposit

[JEAL Statements

[JERI, Gender, & Disability
[]Financial Allatments

[ Federal Tax (W-4)

[ Flex Spending Accounts
[JHealth Ingurance
[]Heaith Savings Account
[JLife Insurance

[JLeave

Residence Address

Current Information

Residence Address

800 CONSTANTINOPLE ST
NEW ORLEANS, LA 701152216

Self-Service History

Date Effective
Processed  Pay Period, Year Residence Address Status

111052015 22, 2015

2180 LAKE CASTLE ST
HARVEY, LA 70058 0520 Fending

82002015 13, 2015 2120 MAGAZINE ST

NEW ORLEANS, LA 70115 1690 |Completed

LR Agdress

051172015 10, 2015 1234 CONSTANCE ST

NEW ORLEANS, LA 701150115

Completed

[JState Tax
OTsP
[ TSP Cateh-Up
[JVet Status & Preference
[w-2
[]1095-C
[]Miscelianecus
[F]Preferences
[ Time Manager
[JLinks

BENEFEDS Home
ISE Home

powered by [

Self-Service Status Descriptions:
Pending: The Change Request has not been processed.
It can be modified or deleted.
mw&mmmmﬂmmm

e up iy

Figure 58: Residence Address Page

Print-Friendiy
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2. Click self-service. The Enter Residence Address Self-Service Request page is displayed.

-
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[E]Home
Financial Disclosure
[JLeave Calculator
[JBenefits Statement
[FPersonal Info
[1Debt Management
[C1Direct Deposit
[CJEAL Statements
[CJERI, Gender, & Disability
[CJFinancial Allctments:
[CIFederal Tax (W-4)
[JFlex Spending Accounts
[IHealth Insurance
[JHealth Savings Account
[Life Insurance
[Leave

[J[Residence Address

[1State Tax
TSP
[ITSP Calch-Up
[IVet Status & Preference
Clw-2
[1085-C
OMiscellaneous
Preferances
[]Time Manager
[ Links

F! H
TSP Home

Pending Residence Address Self-Service Request
Your pending Self-Service request is shown below.
= Click "Exit” to exit without modifying this request.
= Click “Edit" to modify this request.

= Click "Delete” if you do not want this request to be processed.

Pending Self-Service Request

2188 LAKE CASTLE 5T
HARVEY, LA 700:58 0580

Effective Pay Period, Year 22 2015
Date Entered [ 110052015

[Ea] ook ]

Residence Address

Figure 59: Enter Residence Address Self-Service Request Page

3. Complete the fields as follows:

Field Instruction

Street Enter the first line of the street address.

Address

Line 1l

Street Enter the second line of the street address, if applicable.

Address

Line 2

Street Enter the third line of the street address, if applicable.

Address

Line 3

City, State Populates based on the ZIP Code entered. Note: The field will not
be updated until Continue is clicked.
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Field Instruction

Zip Code Enter the five-digit ZIP Code.
Zip Code Enter the optional ZIP+4 Code.
(optional)

Effective Pay | Select the pay period and year from the drop-down list for this
Period, Year action to be processed.

4. Click continue. The Submit Residence Address Self-Service Request page is displayed.
OR

Click Exit to cancel the action and return to the Residence Address page.

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

SIHome
[ Financial Disclosure
[ Leave Calculator
[1Benefis Statement
[EPersonal Info
[CJDebt Management
[JDirect Deposit
[JEAL Statements
[JERI, Gender, & Disability
[CJFinancial Allotments
[JFederal Tax (W-4)
[OFlex Spending Accounts
[JHealih Insurance
[Health Savings Account
[Life Insurance
[CLeave

[J[Residence Address

[CState Tax
CITSP
CITSP Catch-Up
Vet Status & Preference
w-2
[1085-C
COMiscellansous

[&] Preferences

[ITime Manager

[Links

porrea R

/

1. Enter 2. Submit

Submit Residence Address Self-Service Request
Your new Self-Service request is shown below.

« Click "Back” to change what you have entered.

« Click "Exi” to exit without submitting this request.

Your request will not be accepted until you click " Submit”,

Residence Address Sell-Service Request

} 2189 LAKE CASTLE ST
[EEEOL D HARVEY, LA 70058 0580

Effective Pay Period, Year 22, 2015

Back Submit
If your Seif-Service request is free from errars and duplication, it will be:
» Effective on 11/01/2015, the first day of pay period 22.
= Processed in the Pay Period 22 processing cycle that begins on 11/2015.
* Refiected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).

Figure 60: Submit Residence Address Self-Service Request Page

5. The fields are as follows:
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Field Instruction
Residence Displays the address that was entered on the Enter Residence
Address Address Self-Service Request page.

Effective Pay | Displays the pay period and year that was selected on the Enter
Period, Year Residence Address Self-Service Request page.

6. Click submit. The Residence Address Self-Service Request Confirmation page is
displayed.

OR

Click Back to return to the Enter Residence Address Self-Service Request page.

7

1. Enter 2. Submit

Joseph Q. Harley

OFC OF THE CHIEF FIN OFFC Residence Address Self-Service Request Confirmation
ElHome Your Self-Service request has been accepted. An e-mail confiming this request has been sent fo
[F]Financial Disciosure “John.Q.Harley@U SDA.GOV". You will also receive an e-mail when this request nas been processed.
Leave Calcutator
Eﬁeneﬂls S't:mmenr If you need to make changes o this request, click "Self-Service™ at the top of the Residence Address page. Do not enter a
new change request. Entering multiple requests will cause duplicates and will prevent your request from processing
EPersonal Info successhully.
[]1Debt Management

[]Direct Deposit

[]EEL Statements

CIERI, Gender, & Disabisity
[Financial Allgtments
[IFederal Tax (W-4)
[IFlex Spending Accounts
[IHealth Insurance
[JHealth Savings Account
[Life Insurance

[Leavs

[Residence Address

[IState Tax
LITSP
[TSP Catch-Up
[1Vet Status & Preference
CJw-2
[11085-C
[IMiscellaneous

[ Preferences

[ITime Manager

[Links

TSP Home

If your Self-Service request is free from erors and duplication, It will be:
+ Effective on 11/01/2015, the first day of pay period 22.
+ Processed in the Pay Period 22 processing cycle that begins on 11/2/2015.
+ Refiected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).

This Self-Service request should be refliected on your Employee Personal Page (sample page) (EPP) within two business
days. Please retum to your EPP and verify this change. If you do not see this change request reflected on your EPP after
wo business days, contact your Personnel/Human Resources Office to determine the status of this request Remember
to check your Pay Period 22 Eamings and Leave Statement closely to verify that your Self-Service request achieved the
desired resull-

Residence Address Self-Service Request

2138 LAKE CASTLE 5T
HARVEY, LA 70058 D580

Effective Pay Period, Year| 22, 2015

| Ex |

Residence Address

Figure 61: Residence Address Self-Service Request Confirmation Page

7. Click Exit. The Residence Address page is displayed.
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State Tax

The State Tax option allows users to view their current State tax data, establish new State income
tax withholding, and make changes to their existing State income tax certificate withholding data.

Users can make the following changes to their existing State income tax withholding data:

e Change the number of exemptions
e Change the marital status

e Establish, increase, or decrease the amount of additional withholding

Note: Users may not change their State, file exempt from State withholding, or claim more than
15 exemptions or dependents through this option.
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To Change State Tax Data:

1.

Select the State Tax component. The State Tax Certificate page is displayed. The user’s
existing State tax data that is stored in the Payroll/Personnel System as of the last effective

pay period is displayed.

iy

Pay Period Calendar m

Joseph Q. Harley State Tax Certificate
OFC OF THE CHIEF FIN OFFC —
ElHome Print-Friendly

EFinancl iscosure

[Leave Calculator

Senents semer

= Pg:::l;:ﬂlo | Flling Status Single
SDIM‘I De“:::;‘““ Number of Exemptions 01
Additional Amount to be
gg;'r ?::::I.:rfl)rsabilitv Withheld Each Pay Period i

[Financial Allotments

[Federal Tax (W-4) Sell-Service History

[]Flex Spending Accounts
[OHealth Insurance Mdm::'::
[JHealth Savings Account . N
[Life Insurance e =
Leave Pay Withheld
E‘R Date Period, Filing Number of Each Pay
Eﬁmﬂ? SRR 1 Processed Year Status | Exemptions Period Status
CITSP 117052015 22, 2015 | Married |02 0.00 Pending
[OTSP Catch-Up
[]WVet Status & Preference
CIw-2 Sell-Service Status
[11085-C Dumm::
[Miscellaneous m::n“ﬂi T"'ep'c‘:c'ﬂw ﬂiﬂc-':‘
g i be modified or deleted.
[ Time Manager
[Links Processed/Complete: The
Reguest has been
BENEFEDS Home processed and updated
ISP Home successfully.

Figure 62: State Tax Certificate Page
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2. Click self-Service. The Enter State Tax Request page is displayed.

-
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[ElHome
[JFinancial Disclosure
[Leave Calculator
[]Benefits Stalement
EPersonal Info
[]Debt Managament
[1Direct Deposit
[]ESL Statements
[]ERI, Gender, & Disability
[Financial Allotments
[JFederal Tax (W-4)
[]Flex Spending Accounts
[QHealth Insurance
[JHeaith Savings Account
[JLife Insurance
[Leave
[JResidence Address

[[State Tax

TSP
[TSF Catch-Up
[JVet Status & Preference
[IW-2
[]1085-C
CMiscellaneous
[]Preferences
[OTime Manager
[Links

BENEFEDS Home
TSP Home

e

1. Enter 2. Submit 3. Print

Enter State Tax Request

Your current Louisiana State Tax is shown below.

Enter Louisina State Tax Hequest

Effective Pay Period, Year EERFIGE] v | Pay Penod Calendar
- Single:
Filing Status ® Married
Number of Exemptions 02
Additional Amount fo be 0.00
Withheld Each Pay Period
[ Continoc |

Here you may change withholdings for the state which you are currently having deductions taken from. You may NOT:
* thange your slate,
» file an initial state withholding form, ar
+ file "exempt” or ckaim “no lkability”™ from state withholding.
I your empiaying department or agency changes, you must file an initial State Tax withholding form with your new
agency. If you have moved to another state, or need any of the above changes, see your senvicing personnel office.

Figure 63: Enter State Tax Request Page

3. Complete the fields as follows:

Field

Instruction

Effective Pay
Period, Year

Select the pay period and year the tax request is to be effective.

Exemptions

Filing Status Select the applicable filing status. The valid values are:
No Exemptions or Dependents Claimed
Single
Married

Number of Enter the number of exemptions being claimed.
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Field Instruction

Additional Enter the additional dollar amount to be withheld each pay period.
Amount To Be
Withheld Each
Pay Period

Click continue. The Submit State Tax Certificate Self-Service Request page is displayed.
OR

Click Exit to cancel the action and return to the State Tax Certificate page.

y ¢ =

—

07
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Joseph Q. Harley 1. Enter 2. Submit 3. Print

'OFC OF THE CHIEF FIN OFFC Submit State Tax Request

[EHome Your new Self-Service request is shown below,
[ Financial Disclosure

[Leave Calculator + Click "Back” to change what you have entered.

[]Benafits Statement = Click "Exit” to exit without submitting this request.
[E1Personal Info
[JDebt Management Your request will not be accepted until you click " Submit™,
[]Direct Depesit
[JE&L Statements Louisiana State Tax Certificate Request
CIERI, Gender, & Disablity Effective Pay Period, Year| 22, 2015

[JFinancial Alatments
[Federal Tax (W-4)
C]Fiex Spending Accounts
[JHealth Insurance
[JHealth Savings Account

Filing Status Married
Number of Exemptions |02

Additional Amount to be
‘Withheld Each Pay Period

0.00

[Life Insurance Back Submit
[Leave
[IResidence Address If your Seif-Service reguest is free from emors and duplication, it will be:
E% e | * Effective on 11/01/2015, the first day of pay period 22.
TSP Catch-Up * Processed in the Pay Period 22 processing cycle that begins on 11272015
[IVet Status & Preference « Reflected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).
Ow-2
[J1085-C
[OMiscellanaous
E:
[¥] Preferences ﬂ
[ Time Manager

[]Links

BEMEFEDS Home
TSP Home

Figure 64: Submit State Tax Request Page

The fields are as follows:

Field Instruction

Effective Pay | Displays the effective pay period and year that was selected on the
Period, Year Enter State Tax Request page.
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Field Instruction

Filing Status Populates with the filing status selected on the State Tax Certificate
Self-Service Request page.

Number of Populates with the number of exemptions entered on the State Tax
Exemptions Certificate Self-Service Request page.

Additional Displays the additional amount to be withheld that was entered on
Amount To Be | the Enter State Tax Request page.

Withheld Each
Pay Period

6. Click Submit to submit the new tax data. The State Tax Certificate Self-Service Request
Confirmation page is displayed.

OR

Click Back to return to the Enter State Tax Request page.
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OR

Click Exit to cancel the action and return to the State Tax Certificate page.

=
Joseph Q. Harley
QFC OF THE CHIEF FIN OFFC

[lHome

Financial Disclosure

[]Leave Calculator

[]Banafits Statament

=1 Personal Info
[[]Debt Management
[Direct Deposit
[JE&L Statemants
[JERI, Gender, & Disability
[JFinancial Allolments
[JFederal Tax {W-4)
[Flex Spending Accounts
[JHealth Insurance
[IHealth Savings Account

4

Pay Period Calendar m

1. Enter 2. Submit 3. Print

State Tax Certificate Self-Service Request Confirmation

Your Seff-Service request has been accepted. An e-mail confirming this request has been sent to
“John.Q.Harley@U SDA.GOV". You will also recaive an e-mail when this request has been processed.

If you need to make changes to this request, click "Self-Service” at the top of the State Tax page. Do not enter a new
«change request. Entering multiple requests will cause duplcates and will pravent your request from processing
suceessfully.

If your Self-Service request is free from emors and duplication, it will be:

+ Effective on 11/01/2015, the first day of pay period 22

+ Processed in the Pay Period 22 processing cycle that beging on 11/4/2015.

* Reflected on your Pay Period 22 E&L Statement (official pay dale 11/26/2015).
This Self-Service request should be reflected on your Employee Personal Page (sample page) (EPP) within twa business
days. Please refum fo your EPP and verify this change. If you do not see this change request reflecied on your EPP after

two business days, contact your PersonnelHuman Resources Office to determine the status of this request. Remember
o check your Pay Period 22 Eamings and Leave Statement closely to verify that your Self-Service request achieved the

[Life insurance desired result.
[Leave
[JResidence Address Flease prnt ik page for your records.
| Tax
[ TSP Catch-Up Effective Pay Period, Year |22, 2015
[Vt Status & Preference Filing Status Married
g:‘;’;_c Number of Exemptions |02
Additional Amount to be
[IMisceilanecus Withheld Each Pay Period | 2™
Preferences
[ Time Manager
[ Links
Exit
MEF] H

Figure 65: State Tax Certificate Self-Service Request Confirmation Page

Thrift Savings Plan

The TSP option allows users to view their current Thrift Savings Plan (TSP) data. Users can also
start, stop, or change TSP contributions.

TSP is a retirement savings and investment plan for Federal employees covered by the Federal
Employees Retirement System (FERS) and the Civil Service Retirement System (CSRS).

TSP provides retirement income for participants and offers Federal employees the same type of
savings and tax benefits that many private corporations offer their employees under 401(k) plans.
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The Thrift Savings Plan Enhancement Act 0f 2009, Public Law 111-31, signed into law on

June 22, 2009, authorized the Federal Retirement Thrift Investment Board (FRTIB) to add a Roth
401(k) feature to the plan. This benefit allows participants to contribute on an after-tax basis to
their TSP accounts and receive tax-free earnings when they withdraw the funds (assuming certain
criteria are met). For more information on Roth requirements, see the TSP Web site at
https://www.tsp.gov.

TSP contributions are voluntary in the amount chosen by the participant. TSP benefits are in
addition to employees’ FERS or CSRS annuity. TSP is an important part of a FERS employee’s
retirement package, along with their FERS Basic Annuity and Social Security benefits. For CSRS
employees, TSP serves as a supplement to their CSRS annuity. For more information about TSP,
see the TSP Web site at Attps://www.tsp.gov.
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To Make Changes to TSP:

1. Select the TSP component. The Thrift Savings Plan (Federal and Non-Federal) page is
displayed. The user’s existing TSP data that is stored in the Payroll/Personnel System as of

the last effective pay period is displayed.

e

y

rJonph Q. Harley Thrift Savings Plan (Federal and Non-Federal)

QFC OF THE CHIEF FIN OFFC

[OF ederal Tax (W-4)
[JFlex Spending Accounts

[JHome

Iroancd i
Leave Calculato

EE:"; p— Contributions

ElPersonal Info Plan Name Per Pay Period
[]Debt Management FEDERAL THRIFT SAVINGS PLAN 10%
[JDirect Deposit _ .

The total of your regular and Roth contributions to TSP for the year may not exceed the IRS elective deferral limit of

[]E&L Statements $18,000.
CIERI, Gender, & Disability
[JFinancial Allotments QmmmﬁmﬂmmminﬁmﬁmmmT@mMmm.

Figure 66: Thrift Savings Plan (Federal and Non-Federal) Page

[JHealth Insurance Self-Service History (Federal TSP Only)
[Health Savings Account
[Life Inswrance Date Effective Contributions
[JLeave Processed | Pay Period, Year| Type of Request Per Pay Period Status
[Residence Address 11052015 22, 2015| Change &% | Pending
[ State Tax 051172010 09, 2010| Change | 5% | ProcessediComplete
ofrse ] 1212812008 26, 2008| Change 3% | Processed/Complete
TSP Catch-Up
Vet Status & Preference
-2
[]i0e5-C Self-Service Status Descriplions:
LIMiscellaneous e D et o a1 1ot been processed.
[#]Preferences
[ Time Manager mwmmﬁfmmmmn
[lLinks P = .
BENEFEDS Home
TSP Home
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2. Click self-Service. The Enter TSP Self-Service Request page is displayed.

y

Joseph Q. Harley TSP Self-Service Request

OFC OF THE CHIEF FIN OFFC Pending TSP Self-Service Request
am Your pending Set-Sarvice request s shown below.
jome

[EFinancial Disclosure = Click "Exit” to exit without modifying this request.
[leave Cakculator » Ciick "Edit” to modify this request.

Banefits Statoment
gper!m'l nfo = Chick "Delete” if you do not want this request to be processed.

[0ebt Management
[Direct Deposit
[]EAL Statemenis
JERI, Gender, & Disability Effective

[JFinancial Allotments Type of Pay Period, Date
[Federal Tax (W-4) Election Plan Name Year Entered
[JFlex Spending Accounts

[IHealth Insurance Change ;E&ﬂg‘é;mﬁ 22 2015 115205
[OHealth Savings Account
[CLife Insurance

[Leave

[JResidence Address

EITE =5 Tax Your current Thrift Savings Plan amounts are shown below. Click "Change™ or "Stop™ to enter a Sell-Service Request.

(TSP Catch-Up Start TSP ROTH Contfribution

Vet Status & Prefarence

=
[J1085-C

[CMisceilaneous Contributions
[ Pref ces Plan Name Per Pay Period

Time Manager FEDERAL THRIFT SAVINGS PLAN 10%
[ILinks

Pending Self-Service Requests

Current Thrift Savings Plan Contributions

The total of your regular and Roth contributions to TSP for the year may not exceed the IRS limit of $18,000.
BEMEFEDS Home
TSP Home

[ =3

Figure 67: TSP Self-Service Request Page

3. Click Sstart TSP Roth Contributions for Roth transactions. The Enter Roth TSP Self-Service
Request page is displayed.
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OR

Make the applicable selection on the Pending Self-Self Requests box for TSP transactions.

-
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

Sl Home
[=Financial Disclosure
[COLeave Calculator
[Benefits Statement
[ElPersonal Into
[ Debt Management
[ Direct Deposit
[JE&L Statements
CJERI, Gender, & Disability
[ Financial Allotments
[ Federal Tax (\W-4)
[ Flex Spending Accounts
[ Heaith Insurance
[JHealh Savings Account
[ Life Insurance
ClLeave
[IResidence Address
[ State Tax

B/iEd

TSP Catch-Up
[EVet Status & Preference
Ew-2
[D1095-C
[ Miscellanecus
[HPreferences
[Time Manager
[Links

Fl H
TSP Home

[powered by [3

~

1. Enter 2. Submit 3. Print

Enter Roth TSP Self-Service Request
Your cument Thrift Saving Plan information is shown below. Enter changes and click “Continue™. You will be given a
chance to review this request before it is accepted.

Roth TSP Sall-Service Request
Plan Name FEDERAL TSP ROTH PLAN
Type of Election Start/Change Roth Coniribution
Contributions Per Pay Period

Dollar Amount |70 |

Percent of Basic Pay

Effective Pay Period, Year (|22, 2015 | Pay Period Calendar

ﬂ Continue

This Thrift Savings Plan transaction allows you to specify a percentage of pay (up fo 100%) or whole dollar amount 1o
contribute to your TSP each pay period. Your total contributions for the year may not exceed the IRS limit of $18,000.

FERS employees should refer to the TSP Fact Sheet "Annual Limit on Elective Deferrals” available on the Official TSP
Home Page to ensure your contribution will receive the maximum agency matching.

Figure 68: Enter Roth TSP Self-Service Request Page

Complete the TSP and/or Roth fields as follows:

Field Instruction
Type of Select the applicable type of action to be taken. Valid values are
Election Start Contributions, Change Contributions, and

Stop Contributions.

Dollar Amount

Enter the dollar amount to be contributed if Change
Contributions is selected for Type of Election.

Note: If this field is completed, leave the Percent of Basic Pay field
blank.

Percent of
Basic Pay

Enter the percent of basic pay to be contributed if Change
Contributions is selected for Type of Election.
Note: If this field is completed, leave the Dollar Amount field blank.
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Field Instruction

Effective Pay | Select the pay period and year the action is to be effective.
Period, Year

5. Click continue. The Submit TSP Self-Service Request page is displayed.

OR

Click Exit to cancel the action. The Thrift Savings Plan (Federal and Non-Federal) page is

/

displayed.

( o
Joseph Q. Harley 1. Enter 2. Submit

OFC OF THE CHIEF FIN OFFC Submit Roth TSP Self-Service Request

JHome Your new Self-Senice request is shown balow.
[ Financial Disclosure
[Leave Calculator * Click "Back” to change what you have entered.
[]Benefits Statement = Click "Exit™ to exit without submitting this request.
[ Personal Info

[JDebt Management Your request will not be accepted until you click " Submit®,
[]Direct Deposit

[JE&L Statements Roth TSP Self-Service Request

EIE_RI- G_emer- & Digabibty Plan Name FEDERAL TSP ROTH PLAN
[Financial Allatments Type of Election Start'Change Roth Contribution

Federal Tax (W-4
gpm ;Br:nl; Mi e Contributions Per Pay Period 70

Effective
Health Insurance . )
Eueann Savings Account Pay Period, Year 22,2015
[]Life Insurance
[JLeave
[JResidence Address
[JState Tax

nES
B[rrSP Calch-Up Exit
[IVet Status & Preference
w2
[11095C
[OMisceltaneous

[ Preferences

[]Time Manager

[JLinks

TSP Home

powerd o3

\

Figure 69: Submit TSP (or Roth TSP) Self-Service Request Page

6. The fields are as follows:

Field Instruction
Type of Displays the type of election that was selected on the Enter TSP
Election Self-Service Request page.
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Field Instruction

Dollar Amount | Displays the dollar amount that was entered on the Enter TSP
Self-Service Request page.

Contributions | Displays the percent of basic pay that was entered on the Submit
Per Pay TSP Self-Service Request page.
Period

Effective Pay | Displays the effective pay period/year that was selected on the
Period, Year Enter TSP Self-Service Request page.

7. Click Submit to submit the changes entered. The TSP Self-Service Request Confirmation
page is displayed.

OR

Click Back to return to the Enter TSP Self-Service Request page.
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OR

Click Exit to cancel the action. The Thrift Savings Plan (Federal and Non-Federal) page is
displayed.

A

-
Joseph Q. Harley

OFC OF THE CHIEF FIN OFFC

[ElHome
[ Financial Disclosure
[JLeave Calcutator
[1Benefits Statement
ElPersonal Info
[]Debt Management
[JDirect Deposit
[]E&L Statements
[ERI, Gender, & Disability
[]Financial Allotments
[]Federal Tax (W-4)
[Flex Spending Accounts
[]Health Insurance
[JHeaith Savings Account
[JLife Insurance
[Leave
[Residence Address
[State Tax

ISP

[ITSP Calch-Up
[JVet Status & Preference
[IW-2
[]1095-C
CMiscellangcus
EPreferences
[ Time Manager
[ Links

BENEFEDS Home
TSP Home

o
Pay Period Calendar m Contact Us A Log out
—— . ——————

AEY

1. Enter 2. Submit 3. Print
Roth TSP Self-Service Request Confirmation

Your Self-Service request has been acceplad. An e-mail confirming this request Rag been sent to
“John.Q.Harley@U SDA.GOV™. You will also receive an e-mail when this request has been processed.

If you need fo make changes fo this reguest, click "Self-Service” at the top of the Thrift Savings Plan page. Do not enter a

mew change request. Entening multiple reguests will cause duplcates and will prevent your request from processing
successhully.

If your Seli-Service request is free from emrors and duplication, it will be:

+ Effective on 11/01/2015, the first day of pay period 22.

+ Processed in the Pay Period 22 processing cycle that begins on 1182015,

» Reflected on your Pay Period 22 E&L Statement (official pay date 11726/2015).
This Self-Service request should be reflected on your Employee Personal Page (sample page) (EPP) within two business
days. Please retumn to your EPP and verify this change. If vou do not see this change request reflected on your EPP after
wo business contact your PersennelHuman Resources Office to determine the status of this request. Remember

days,
to check your Pay Period 22 Eamings and Leave Statement closely to verify that your Self-Service request achieved the
desired result.

Please pant ihis pagefor your records.

Roth TSP Self-Service Request
Type of Election

Contributions Per Pay Period 7D

Effective
Pay Period, Year

Date
Enterad

=

22, 2015

11052015

Figure 70: Roth TSP Self-Service Request Confirmation Page

8. Click Exit. The Thrift Savings Plan (Federal and Non-Federal) page is displayed.

TSP Catch-Up

TSP catch-up contributions are supplement tax-deferred employee contributions that employees
can make to TSP beyond the maximum amount they can contribute through regular contributions.
In 2015, employees could contribute up to $6,000 in catch-up contributions. The 2016 limit for
catch-up contributions remains at $6,000.

To be eligible to make catch-up contributions, the following conditions must apply:
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e The employee must be at least age 50 years or older during the calendar year in which the
catch-up contributions are made (even if the employee becomes age 50 on December 31 of
that year).

e The employee must be currently employed and in a pay status (TSP catch-up contributions
are made through payroll deductions).

e The employee must be making regular contributions to a civilian or uniformed services
TSP account (or both) and/or an equivalent employer plan (401(k) 403(b), or 408 plan) that
equals the maximum allowed by IRS, which is $18,000 for 2016.

Note: The employee is not eligible to make catch-up contributions or regular contributions within
6 months of making a financial hardship withdrawal from TSP.

Eligible employees can contribute up to the annual maximum dollar amount allowed by the IRS
elective deferral limit. Catch-up contributions have an annual IRS limit of $6,000 for 2016, which
are subject to annual increases for inflation.

Since catch-up contributions are supplemental, they do not count against the IRS elective deferral
limit. However, the combination of regular and catch-up TSP contributions cannot exceed the total
IRS contribution limit for the year. For example, for 2015, TSP contributions cannot exceed
$24,000 (i.e., the $18,000 elective deferral limit on regular TSP contributions, plus the

$6,000 catch-up contributions limit).

Catch-up contributions apply to the year during which they are made, even if they are posted to the
TSP account in the following year (i.e., employee contributions for the last pay date in December
may not be posted until January, but will be counted toward the limit in December).

Catch-up contributions can only be made from the employee’s basic pay. Bonuses or special pay
and incentive pay for members of the uniformed services, cannot be applied towards catch-up
contributions.

Note: Matching contributions do not apply to catch-up contributions.

For more information see:

Enter TSP Catch-Up Contributions ... 110
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Enter TSP Catch-Up Contributions

1.

Select the TSP catch-Up component. The Thrift Savings Plan Catch-Up (Federal and
Non-Federal) page is displayed. The user’s existing TSP catch-up data that is stored in the
Payroll/Personnel System as of the last effective pay period is displayed.

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[ElHome
[EFinancial Disclosure
[CLeave Calculator
[JBenefits Statement
EPersonal Info
[1Debt Managamant
[)Direct Deposit
[1E&L Statements
CIERI, Gender, & Disability
[JFinancial Allatments
[CIFederal Tax (W-4)
CFlex Spending Accounts
[JHealth Insurance
[JHealth Savings Account
[Life Insurance
[ClLeave
[JResidence Address
[1State Tax
TSP
CfiSeCaentp
Vet Status & Preferance
aw-2
[11095-C
[CIMisteltaneois
[F]Preferences
[Time Manager
[Links

 /

Thrift Savings Plan Catch-Up (Federal and Non-Federal)

Plan Name Payroll Deduction
FEDERAL THRIFT SAVINGS PLAN CATCHUP $60.00

“You must be contributing the maximum amount aliowed into your TSP (bath regular and Roth combined) or some other
«eligible employer plan to be eligible to parficipate in TSP Catch-Up. The maximum amount aliowed is the percentage of
pay or dollar amount which will result in total contributions of $12,000 (the IRS limit) by the end of the tax year.
Contributions 1o yeur TSP Calch-Up (Both regular and Reth combined) are limited to 56,000 annually.

:mmMTSPCH:C“—UDHM.HHHWTSPFIIM'C&MMWMMMME
EACT Sheet.

Sell-Service History (Federal TSP Only)
Effective

Pay Contributions
Date Period, | Type of| Per Pay
Processed| Year |Reguest Period Status
11052015 22,2015 Change $25.00|Panding

Sell-Service Status Descriptions:
Pending: The Change Reguest has not been processed.
It can be modified or deleted.

Processed/Complete: The Change Request has been
processed and updated successfully.

Figure 71: Thfift Savings Plan Catch-UP (Federal and Non-Federal) Page
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2. Click self-Service. The TSP Catch-Up Self-Service Request page is displayed.

Current Information

Contributions
Plan Name Per Pay Period

FEDERAL THRIFT SAVINGS PLAN CATCHUP/ &0

Figure 72: TSP Catch-Up Self-Service Request Page
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3. Click start, Change or Stop (if applicable) TSP or Roth TSP Catch-Up Contribution. The Enter
TSP Catch-Up (or Roth Catch-Up) Self-Service Request page is displayed.

7/

1. Enter 2. Submit

'
Joseph Q. Harley

‘OFC OF THE GHIEF FIN OFFC Enter TSP Catch-Up Self-Service Request

EHome Enter your new information below and cick “Continue”. You will be given a chance to review this. request before It s
[Financial Disclosure aceepted.

[JLeave Calcutator
[]Benefits Statemant TSP Catch-Up Self-Service Request

[ Personal Info Type of Election
[JDebt Management

[JDirect Deposil () Cnange Contributions
tat
[C]EL Statements ) Stop Contributions

CJERI, Gender, & Disability
[Financial Allotments Contributions Per Pay Period

[]Federal Tax (W-4) Dollar Amaunt || 25
[JFiex Spending Accounts
[OHealth Insurance
[JHeaith Savings Account
[JLife Inswrance Continue |
[Leave
[JResidence Address

Effective Pay Period, Year| 22. 2015 V| Pay Period Cakendar

[State Tax
[Tse

[TSF Catch-Up

[JVet Status & Prefarence
[Iw-2

[J1095-C
[Misceliansous

You must be contributing the maximum amount aliowed into your TSP (both regular and Rath combined) or some other
eligible employer plan to be eligible to participate in TSP Catch-Up. The maamum amount allowed is the percentage of
pay or doltar amount which will result in total contributions of $18,000. (the IR'S limit) by the end of the tax year.

Contributions lo your TSP Catch-Up are limited to $5,000annually. If the Commenwealih of Puerto Rico is your taxing
state, your contributions to TSP Catch-Up are subject to different limits. The Puerto Rico limit for the year is $5,000.

For more information on TSP Cate h-Up rules, refer to the TSP Fact Sheet “Caich-Up Contributions* available on the
Official TSP Home Page.

[z Preferences
D Time Manager To start o change your TSP Catchup contribution, enter the whole dollar amount to be deducted each pay period and

- click "
[Links

BEMEFEDS Home
TSP Home

powered by [

L

Figure 73: Enter TSP Catch-Up (or Roth TSP) Self-Service Request Page

4. Complete the TSP and/or Roth Catch-Up fields as follows:

Field Instruction

Change (start) | Select this option to change (or start) the amount of the
Contributions | contributions.

Stop Select this option to stop all contributions.
Contributions

Dollar Amount | Displays if the Change Contributions field is selected. Enter the
dollar amount of the contribution.

Effective Pay | Select the pay period and year the action is to be effective.
Period, Year
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5. Click Continue. The Submit TSP Catch-Up Self-Service Request page is displayed.
OR

Click Exit to cancel the action. The Thrift Savings Plan Catch-Up (Federal and
Non-Federal) page is displayed.

= =
=
L

1. Enter 2. Submit

-
Joseph Q. Harley

‘OFC OF THE CHIEF FIN OFFC

ElHome
[ Financial Disclosure
ClLeave Calculainr
[1Benefits Statement
[CJPersonal Info

D Debt Management

C) Direct Deposit

[CJE&L Statements

CIERI, Gender, & Disability
[IFinancial Allotments
ClFederal Tax (W-4)

Submit TSP Catch-Up Self-Service Request
Your new Self-Service request is shown below.
+ Chick "Back” Io change whal you have entered.
« Click "Exit” fo exit without submitting this request.

Your request will not be accepted until you click “Submit”.

TSP Catch-Up Self-Service Request

Type of Election Change
Contributions Per Pay Period | $25.00
Effective Pay Period, Year |22 2015

[ Flex Spending Accounts
[1Health Insurance

[LJHealth Savings Account Back Submit

[CLife Insurance
OLeave If your Seif-Service request is free from ermors and duplication, it will be:

[Residence Adaress + Effective on 11/01/2015, the first day of pay peniod 22.
] State Tax

OTsP + Processed inthe Pay Peniod 22 processing cycle that begins on 11/8/2015.

TSP Caten-Up + Refiecled on your Pay Period 22 EBL Statement (official pay date 11/26/2015).

C)Vat Status & Preference

w-2

[J1095-C Exit

[ Miscellaneous —I
[l Preferences
[JTime Manager
[Links

FEDS H
TSP Home

fpomered o0 I

Figure 74: Submit TSP Catch-Up Self-Service Request Page

6. The fields are displayed as follows:

Field Instruction

Type of
Election

Populates with the type of election selected on the Enter TSP
Catch-Up Self-Service Request page.

Contributions
Per Pay
Period

Populates with the contributions per pay period entered on the
Enter TSP Catch-Up Self-Service Request page.
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o

Field Instruction

Effective Pay
Period, Year

Populates with the effective pay period/year selected on the Enter
TSP Catch-Up Self-Service Request page.

7. Click Submit to submit the changes entered. The TSP Catch-Up Self-Service Request

Confirmation page is displayed.

OR

Click Back to return to the Enter TSP Catch-Up Self-Service Request page.

OR

Click Exit to cancel the action. The Thrift Savings Plan Catch-Up (Federal and
Non-Federal) page is displayed.

.

Joseph Q. Harley
OFGC OF THE CHIEF FIN OFFG

EHome
[*) Financial Disclosure
[JLeave Calcutator
[]Bensfits Statement
[E Personal Info
[]Debt Management
[DDirect Deposit
[CJEAL Stataments
[JERI, Gender, & Disability
CFinancial Allotmenis
[JFederal Tax (W-4)
[OFlex Spending Accounts
[CIHealth Insurance
[JHealth Savings Account
[Life Insurance
[Leave
[OResidence Address
[ State Tax

[OVet Status & Prefarence
[w-2
C08s-c
[IMiscellaneous

[#] Preferences

[ Time Manager

[JLinks

BENEFEDS Home
TSP Home

powered by

y

Pay Period Calendar m

2. Submit

1. Enter

TSP Catch-Up Self-Service Request Confirmation

‘Your Self-Service request has been accepted. An e-mail confirming this request has been sent to
“John.Q.Harley @USDA.GOV". You will also receive an -mail when this request nas been processed.

If you need to make changes fo this request, click "Self-Service™ at the top of the TSP Catch-Up page. Do not enter a new
change request. Entering multiple requesis will cause duplicates and will prevent your request from processing
successfully,

if your Self-Service request is free from ermors and duplication, it will be:
* Effective on 110172015, the first day of pay period 22.
» Processed in the Pay Penod 22 processing cycle that begins on 11/8/2015.
» Reflected on your Pay Period 22 E&L Statement (official pay date 11/26/2015).

This Seff-Service request should be reflected on your Employee Personal Page (sample page) (EPP) within two business
days. Please retum to your EPP and verify this change. i you do not see this change request reflec
wo business days, contact your Personnel/Human Resources Office to determine the status of this request. Remember
IocpeckrmlnF'ar Period 22 Eamnings and Leave Statement closely to verify that your Seff-Service request achieved the
desired result,

Please pont this pagefor your records.
Type of Election Ghange
Contributions Per Pay Period | $25.00
Effective Pay Period, Year 22, 2015
Date Entened 11/05/2015

=1

Figure 75: TSP Catch-Up Self-Service Request Confirmation Page

8. Click Exit. The Thrift Savings Plan Catch-Up (Federal and Non-Federal) page is displayed.
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Veteran Status and Preference

The Vet Status & Preference option provides current Veterans Status, Veterans Preference, and
Veterans Preference for RIF, if applicable.
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Select the Vet Status & Preference component. The Veteran Status and Preference page is displayed.

Y

g Joseph Q. Harley ) Veteran Status and Preference
OFC OF THE CHIEF FIN OFFC _ _
Brint-Friendly
ElHome
[HFinancial Disclosure
[Leave Caiculator
[]Benefits Statement Veteran Status Veterans Preference | Veterans Preference for RIF
[E]Personal Info N MNone MNon-valaran
[]Debt Management
[Direct Deposit UPDATE INSTRUCTIONS
[JE&L Statements. Your HR Ofice values your help in commectly identifying those who have served, or are continuing 1o senve in the military.
[JERI, Gender, & Disability Flease review your Velerans Status, F . and F RIF codes as they appear in our
[]Financial Allotments system. Please refer to definitions balow.
[OFederal Tax (W-4) If the information ks accurate no action is neaded.
[Flex Spending Accounts
[Health incurance If the information s inaccurate, please contact your Human Resourses point-of-contact immediately to update this
[JHealth Savings Account information. You will be required to provide a copy of your service discharge farm (DD-214) o other separation _
) g documentation and. if applicable a DD-1300, death, birth and/or mamiage certificates. (If you are a Veteran with a service
[JLife Insurance connected disability, include a copy of your disability rating letter from the Vietarans Administration (VA) and SF15.)
[Leave
[JResidence Address
o T
[ITsP
[]TSP Calch-Up Code Description
[fvet Status & Preference B Pre-Vietnam-era vet | A veteran whose service ended before the Vietnam era (i.e., before August 5, 1954).
[Jw-2 Employees may or may not be a veteran, but is not a veteran of the Vietnam era (ie.
[J10es-C N Not a Vieinam-era vat employee did not serve during the period August 5, 1964 through May 7, 1975).
[Miscellaneous P Posi-Vieinam-era vet | A veteran whose sesvice began after the Vietnam era (i.e., May 7, 1975).
:ral‘eranoas V Vietnam-era vet Aveteran who served during the Vietnam era (i.e., from August 5, 1964 through May 7, 1975).
L X Not a Veleran Employee is not a veleran,
[ILinks
BENEFEDS Home
TSP Home Veterans Preference
Code Description
[powered by [T3 1 None Employee has no veterans preference
L 2 5-point Employee has a 5-point veterans preference.
e
3 10-point disability Employee has a 10-point veterans preference due to disability.
. Employee is eniitied to a 10-point preference due to a compensable
4 10-pointcompensable service-connected disability of less than 30%.
Persons entitied o a 10-point preference in this category:(1)Both the:
5 10-paint ot Spouse and mother of veterans occupationally disabled because of a
service-connected disability, and (2)the widowiwidower and mother of
a deceased wartime veteran.
- Veteran is entitied to 10-point preference due to a compensable
6 10-poin/30% compensable service-connected disability or 30% or more
T No Points/Sole Survivorship Preference (SSP) | Veteran is not entitied to preference

Veterans Preference RIF

Code Deseription

1 30% or more Disadle Employee is a veteran with 30% or more disability.
2Veteran Employee is a veteran.

3 Non-veteran Employee is a non-vateran

4Veteran (No Relention Righis) |Employee is a veleran with no retention rights.
§ Non-Veteran (Retention Rights) | Employee is a non-veteran with retention rights.

Figure 76: Veteran Status and Preference Page

The fields are displayed as follows:
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Veterans Status Code

Description

B Pre-Vietnam-era vet

A veteran whose service ended before the Vietnam era (i.e., before
August 5, 1964).

N Not a Vietham-era vet

Employee who may or may not be a veteran, but is not a veteran of the
Vietnam era (i.e., employee did not serve during the period August 5,
1964, through May 7, 1975).

P Post-Vietnam-era vet

V Vietnam-era vet

through May 7, 1975).

X Not a Veteran

Employee who is not a veteran.

Veterans Preference
Code

Description

1 None

Employee has no veterans preference.

2 5-Point

Employee has a 5-point veterans preference.

3 10-point disability

Employee has a 10-point veterans preference due to disability.

4 10-point/compensable

Employee entitled to a 10-point preference due to a compensable
service-connected disability of less than 30%.

5 10-point other

Persons entitled to a 10-point preference in this category: (1) Both the
spouse and mother of veterans occupationally disabled because of a
service-connected disability and (2) the widow/widower and mother of a
deceased wartime veteran.

6 10-point/30%
compensable

Veteran entitled to 10-point preference due to a compensable
service-connected disability of 30% or more.

7 Dishonorable discharge

Veteran not entitled to preference.

Veterans Preference RIF
Code

Description

1 30% or more Disable

Employee is a veteran with 30% or more disability.

2 Veteran

Employee is a veteran.

3 Non-Veteran

Employee is a non-veteran.

4 Veteran (No Retention
Rights)

Employee is a veteran with no retention rights.

5 Non-Veteran (Retention
Rights)

Employee is a non-veteran with retention rights.
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W-2

The w-2 option allows users to view and print their current or prior year Wage and Tax Statement
(W-2). The W-2 cannot be changed. It is generated by the Internal Revenue Service. To make
changes to your exemptions/withholdings, see Federal Tax (W-4) (on page 64) or State Tax (on

page 96).

1. Select the w-2 component. The W-2 (Wage and Tax Statement) page is displayed.

P
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[F]Home

[ Financial Disclosure

[JLeave Calculator

[1Benefits Statement

[ElPersonal Info
[ Dabt Management
[JDirect Deposit
[JE&L Statements
[JERI, Gender, & Disability
[JFinancial Allatrments
[JFedaral Tax (W-4)

v

W-2 (Wage & Tax Statement)

W2 Slatements Summary

Federal Tax, Wages, Tips and
Year| Withheld Other Compensation

2013 $6,775.32 $41563.29

Employing Organization
U.S. DEPARTMENT OF AGRICULTURE

E

2012 $3.792.02 $40.836.36

U.S. DEPARTMENT OF AGRICULTURE

B

Print-Friendly View Doc (Word) ) View Xis (Excei)

2013 W2 Statement Details

b

[lFlex-Spending Accounts 1. Wages, tips, and other compensation 4156329
[OHealth Insurance 2. Federal income tax withheld 6775.32
[IHealth Savings Account 3_Social security wages 41563.29
[JLife Insurance 4_ Social sacunty tax withneld 2576.94
E"-ea‘."‘? 5. Medicare wages and tips 4156220
g:ﬁ"’f“e PR 6 Medicare tax withneld 80264
Oree 12.0- 401K TSP 5560.62
TSP Cateh-Up 14. NT Health SBenefits (]
[JVet Status & Preference 15. State/Employer's State 1D# LA 1369123001
ow-2 16. State wages, tips, tc. 41563.29
LIWESE 17. State income fax 2666
[OMiscelanecus

[] Preferences
[]Time Manager
[ILinks
BENEFEDS Homa
TSP Home
powered vy |03

Figure 77: W-2 (Wage & Tax Statement) Page

2. Click the view details icon next to the applicable W-2 to display the selected statement.

3. The following options are available:
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Click View Pdf Displays a PDF version of the selected W-2

Click View Doc (Word) Displays the selected W-2 in a Word document.

Click View Xls (Excel) Displays the selected W-2 in an Excel document.

1095-C

The 1095-C option provides users with their Employer-Provided Health Insurance Offer and
Coverage Statement. This report includes information about the health insurance coverage offered
by an employer.

To View 1095-C Statement:

1. Select the 1095-C component. The 1095-C page is displayed.

N Logout

Figure 78: 1095-C Page
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2. Click the PDF icon. The Employer-Provided Health Insurance Offer and Coverage
Statement is displayed.

[Jvoo L0011k
--1095-C Employer-Provided Health Insurance Offer and Coverage OME No. 1585 2251
m;f;:{b?skﬁw * Information about Form 1085-C and its separate instructions Is at www.irs. gov/form 1095¢ D S s 2'@' 1 5
3N Employes Applicable Large Employer Member [Employer)
1 Name of smployes 2 Bocial security numbser [S3H) T Mame of employer & Empioyer identification number EIN
JOSEPH A HARLEY BRI R R R 5. Department of Agriculture
3 Sireet address (nohuiding apanmant na ¥ Streat 000reSs INCLTING FoGM. o SURE NG 10 Contact telaphons numbar
1400 Independence Ave SW
4 City or 10wn 5 Stats or provincs 8 Country and ZIP ov fonedn postal code | 11 City or town 12 State or provincs 43 Counfry and ZIP or farsign postal code
| l WASHINGTON oc 20250
Il Employee Offer and Coverage Plan Start Month (Enter 2-digit number):
Al 12 Monihs Jan Feb Mar Apr May June July Aug Sept Oct Now Dec
14 Ofor of
O (B 1A
Fisisinge] O8]
3 o
Framim
far Saif-Oniy
v =g H § $ s § $ § $ $ $ s $
16 Applicabis
Harbor |erter code,
¥ applicable)
Covered Individuals
If Employer provided self-insured coverage, check the box and enter the information for each cowered individual. |:|
. [ 1o} Marths of Ca
e — e “'m'l:‘ssg: ’ “"ﬂ‘zcmg Jan | Feb | Mar | Apr | May \Jure= T Juh‘w’w-‘\w Sept | Oct | Nov | Dec
w O |[gjoja(jgo|jo|jojgo(ajg|oja
1 O |ooooo|ojo|oigio|o|o
" O |ggoojojo|jojo|bojo(o|g|.
» O |O00|0|ojo|jojg|ojo|g|g|d
2 O |Og|g|oja|ao|jao|ojgo|(ojo|o
2 O (OojO0|0|jog|ojg|oo(ofb|b
For Privacy Act and Paperwork Reduction Act Notice, see separate inatructions. Cat. Mo, BOTOSM EPP Print Form 1095-C 2015)

Figure 79: Employee-Provided Health Insurance Offer and Coverage Statement

Miscellaneous

The Miscellaneous option provides users with their basic personnel information.
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To View Miscellaneous Data:

1. Select the Miscellaneous component. The Miscellaneous page is displayed.

Figure 80: Miscellaneous Page

Preferences

The Preferences option allows users to customize their EPP. Users are able to enter an email
address to receive replacement passwords, verification of self-service actions, and other email
notifications. This menu also allows users to change their user password, security questions, user
ID, as well as create or change their W2 password to be used in conjunction with importing their
Form W2 information into tax filing software such as TurboTax or At Home.
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To Set Your Preferences:
Select the Preferences component. Valid values are:

e Change Email Addresses

e (Change Paper W-2 & 1095-C
e Change Password

e Change Security Questions

e Change User ID

e Change W2 Password

Note: All of these options are available when using an EPP user ID and password. The options below are
available when using eAuth.

e Change Email Addresses
e Change Paper W-2 & 1095-C
e Change W2 Password

For more information see:

Change EMail AQArESSES ....ccooiuiiiiiiiiieei ettt e e 122
Change PASSWOIA .......cocuiiiiiiiiie ettt 125
ChangE USEIE ID...coooiiiiieiee ettt ettt et e e e e e et ee e e e e e e e aaees 126
Change Security QUESTIONS.........ccuiiiiiiiiieiiiee ettt 128
Change W2 PaSSWOIA .........coouiiieiiiiie ittt e e 129
Change PaperieSS E&L ......oooo ittt 130

Change Email Addresses

The Change Email Addresses option allows the user to change their email address(s).
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To Change Your Email Address:

1. Onthe EPP Home page (with Preferences folder expanded), select Change Email
Addresses to change your email address(s).

Log out

Figure 81: Change E-mail Addresses Page

2. Complete the fields as follows:
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Field Instruction

Additional 1 Enter the applicable email address to receive notifications from

E-mail EPP.

Address

Confirm Reenter the applicable email address to receive notifications from
Additional 1 EPP.

E-mail

Address

Additional 2 Enter the applicable secondary email address to receive

E-mail notifications from EPP.

Address

Confirm Reenter the applicable email address to receive notifications from
Additional 2 EPP.

E-mail

Address

Agency Work | Enter the applicable Agency work email address to receive

E-mail notifications from EPP.

Address

EPP Work Enter the applicable EPP work email address to receive
E-mail notifications from EPP.

Address

Confirm EPP | Reenter the applicable EPP work email address to receive
Work E-mail notifications from EPP.
Address

3. Click change E-mail Address to save the data entered.
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Change Password

[posered by [T

The
Change Password option allows the user to change their password.

To Change Your Password:

1. Onthe EPP Home page (with Preferences folder expanded), select Change Password to
change your password.

2. Complete the fields as follows:
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Field Instruction

Current Enter the current password.
Password

New Enter the new password.
Password

Confirm New | Reenter the new password.
Password

3. Click Change Password to make the password change.

Change User ID

The Change User ID option allows the user to change their user ID.
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S

To Change Your User ID:

1. Onthe EPP Home page (with Preferences folder expanded), select Change User ID to
change your user ID.

Log out

Change User 1D

Figure 82: Change User ID Page

2. Complete the fields as follows:

Current User
ID

Enter the current user ID.

New User ID

Enter the new user ID.

Confirm New
User ID

Reenter the new user ID.
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3. Click change User ID to change the user ID.

Change Security Questions
The Change Security Questions option allows the user to change their security questions.
To Change Your Security Questions:

1. Onthe EPP Home page (with Preferences folder expanded), select Change Security
Questions to change your security questions.

What is the street number of the house you grew up in?
1010

What year did you graduate High School?
1988

What city were you born in?
New Orleans

In what year was your father born?
1932

What is the name of the High School you graduated from?

Figure 83: Change Security Questions Page

2. Select the applicable question(s) to be changed.
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3. Enter the applicable answer(s).

4. Click Change Security Questions.

Change W2 Password
The Change W2 Password option allows the user to change their W-2 password.
To Change Your W-2 Password:

1. Onthe EPP Home page (with Preferences folder expanded), select Change W2 Password to
change your W-2 password.

Figure 84: Change W2 Password Page
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2. Complete the fields as follows:

Field Description/Instruction

W2 Password | Enter the W-2 password to be used to import W-2 data into a tax
filing software.

Confirm W-2 Enter the W-2 password for confirmation.
Password

3. Click Change W2 Password.

Change Paperless E&L

The Change Paperless E&L option allows the user to change their statement of earnings and leave
from a paper statement to an electronic version.
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To Receive Your E&L Electronically:

1. Onthe EPP Home page (with Preferences folder expanded), select Change Paperless E&L to
begin receiving your E&L electronically.

"- 23

Calendar
by

N

powered by ]

Figure 85: Change Paperless E&L Option Page

131



w Publication Category: Research and Inquiry
2

Employee Personal Page (EPP)

2. Click stop Paper to begin receiving your statement electronically. The Stop Paper button
changes to Start Paper after you click Stop Paper.

e g

ict
-
1| i

Joseph Q. Harley Change Paperless E&L Option
e The "Paperiess E&L Option” sllaws you to chaose whether or nat your ESL Statements are
mailed to you {i.e. Paperless).
[ElHome
[FFinancial Disclosure
[JLeave Calculator “You do not cumently receive paper E&L Statements by mail
[]Benefits Statement
To Start statements, click the button below.
[E]Personal Info ° paper . & * o
[ClDebt Management { Start Paper
LIk ===

[JEBL Statements
[CJERI, Gender, & Disability
CIFinancial Allotments
[JFederal Tax (W-4)
[JFlex Spending Accounts
[JHealth Insurance
[JHealth Savings Account
[ClLife Insurance
CLeave
[JResidence Address
[)State Tax
aTsk
TSP Catch-Up
[]vet Status & Prefarence
aw-2
085G
[IMisz elianeous
ClPrefarences
[OChange E-mail Addresses
[IChange Password
[JChange User D
[lChange Security Questions
[OChange W2 Password
CJ[Changs Papariess EAL |
[CTime Manager
CLinks

TSP Home

Figure 86: Change Paperless E&L Option Page (Start Paper Button)

Note: You can click Start Paper to resume receipt of your paper E&L statement.

Time Manager

The Time Manager option, if applicable, allows users to enter T&A data which can be submitted to
a timekeeper for certification and submission. Users can enter T&A data on a daily basis and use a
default schedule as a starting point each pay period. Each Agency must elect to offer their

employees the daily entry options through the System for Time and Attendance Reporting (STAR)
before they can begin using this feature of EPP. This option is activated at the contact-point level.
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For more information see:

ACCOUNLING FAVOIITES ...ttt s 133
Default SChedule..........c.ooo i 136
Pay Period SChedUIE ...........ooiiiii e 139

Accounting Favorites

The Accounting Favorites option allows users to select their most commonly used accounting
codes, add their own description, and add it to a list of favorites to use when the default schedule is
updated or pay period schedule is entered.

Each Agency uses its unique accounting codes and formats. The accounting data is validated when
the accounting table is updated. The accounting data entered on the T&A is edited for validity and
field length. Each employee’s record maintained by NFC contains the appropriation and
accounting information used to disburse and charge the employee’s pay and related expenditures
to the proper accounting records.

The accounting codes assigned to the employee’s organization are usually set up by an
administrator assigned to that organization. The accounting codes are displayed on the Accounting
Favorites option.

For more information see:

Adding ACCOUNEING FAVOIITES ... ..uuiiiiiiiiiiiii e 133
Deleting ACCOUNTING FAVOIITES ......ocuviiiiiiiieiiiiee e 135

Adding Accounting Favorites

The Accounting Favorites option allows users to select their most commonly used accounting codes
and add to a list of favorites to use when entering T&A data.
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To Add Accounting Favorites:

1. Select the Accounting Favorites component. The Accounting Favorites page is displayed.

4

Pay Period Calendar m

[ Heme  Leave Calculator [ Accounting Favorites | Default Schedule

Pay Period Schedule }

Select an accounting code, enter your own Project number, description, or other userful
information and click "Add to Favorites".

Delete Favorites

Accounting Cd/Description Project

002ABC2ED1S ABC ABC PROJECT Delete |

00S0ONED231X One ©One Two Three Delete |

O09FFFEXYZ01 XYZ Delete |

+[ 019999000 Dir Staff V| Add to Favorites |

Accounting codes must be added fo your Accounting Favorites before you can use them on
your Default and Pay Period Schedules.

The Accounting list displays the Accounting Codes andfor Descriptions available for you to
use These are usually set up by an administrator assigned lo your organization, Select
accounting codes that you most commonly use, add your own description in "Project” and
chck "Add to Favorites”. You will then be able to choose from these "Favontes" when you
enter or update your Default Schedule or any Pay Period Schedule.

Fields with * are required.

Figure 87: Accounting Favorites Page

Complete the fields as follows:

Print-Friendly

Field Instruction

Accounting Select the accounting code from the drop-down list. The valid
Cd/ values will vary based on the user’'s Agency.

Description

Project Enter the project number or description for the accounting code

selected in the previous field.

Click Add to Favorites to add the selected accounting code to the favorites list.

OR

Click Delete to delete the selected accounting code from the favorites list.
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Deleting Accounting Favorites

The Accounting Favorites option allows users to simultaneously delete their most commonly used
accounting codes stored in their list of favorites.

To Delete Accounting Favorites:

1. Select the Accounting Favorites component. The Accounting Favorites page is displayed.

Pay Period Calendar m

( Home Leave Calculator | Accounting Favorites I Default Schedule Pay Period Schedule )

Select an accounting code, enter your own Project number, description, or other userful
information and click "Add to Favorites".

Print-Friendly
Delete Favorites
Accounting Cd/Description Project
009ABC2E019 ABC ABC PROJECT Delete |
00S0ONED231X One ©One Two Three Delete |
009FFFEXYZ01 XYZ Delete |
+[019996000 Dir Staff v| Add to Favorites |

Accounting codes must be added to your Accounting Favorites before you can use them on
your Default and Pay Period Schedules.
The Accounting list displays the Accounting Codes andfor Descriplions available for you to
use. These are usually set up by an administrator assigned lo your organization. Select

ing codes that you most commonly use, add your own description in "Project” and
click "Add to Favorites”. You will then be able to choose from these "Favorites” when you
enter or update your Default Schedule or any Pay Period Schedule.

Fields with * are required.

Figure 88: Accounting Favorites Page

2. Click Delete Favorites to delete all of the accounting codes stored in the favorites list. A
confirmation is displayed on the page.

Click Delete to delete the entire favorites list.
OR

Click cancel to cancel the action and return to the Accounting Favorites page.
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Default Schedule

The Default Schedule option allows users to customize their work schedule for the accounting
codes, projects, hours of work, and leave that they most commonly work. The default schedule will
be generated each pay period as a base schedule for the employee to enter their T&A data. The
default schedule can be modified or deleted as needed by the employee by selecting the Pay Period
Schedule option to make changes applicable for that particular pay period or by selecting the
Default Schedule option to make changes applicable for all future pay periods.
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To Create a Default Schedule:

1. Select the Default Schedule component.

Default Schedule

The Default Schedule page is displayed.

0.00

8.00

8.00

8.00 o

8.00

8.00

00:00

08:00

08:00

08:00

08:00

00:00 | 00:00

00:00

08:00

0&:00

08:00

08:00

0e:00

00:00

00:00

End Time

04:30

04:30

04:30

REGULAR TIME (--01-) v

Figure 89: Default Schedule Page

2. Complete the fields as follows:

04:30

04:30 | 00:00

00:00

04:30

04:30

04:30

04:30

04:30

00:00
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Field Instruction

Accounting Populates based on the selections from the Accounting Favorites

Project Type | and Type of Work (Transaction Code) fields. For each line of

Work/Leave accounting, enter the applicable number of hours worked or leave
used for the corresponding day.

Line Total Populates with the total hours entered for each line of accounting.

Daily Total Populates based on the values entered for each accounting favorite

on each day of the work schedule.

Tour of Duty

Enter the total number of tour of duty hours for the corresponding
day.

Start Time Enter the time the tour of duty begins for the corresponding
workday.

End Time Enter the time the tour of duty ends for the corresponding workday.

Accounting Select the applicable accounting code for the drop-down list.

Favorites Note: Accounting codes/projects must be saved in the employee’s
accounting favorites before they can be used on the default or pay
period schedules.

Type of Work | Select the applicable transaction code for the type of work entered

(Transaction
Code)

or leave used from the drop-down menu.

Work
Descriptor

Select the applicable (if any) work descriptor. Valid Values are
FMLA, OWCP (Illness), and OWCP (Injury).

Click Add to add the selected T&A data to the default schedule.

OR

Click Delete to delete the selected T& A data from the default schedule.

4. At this point, the following options are available:

Step Description
Click Save. To save the default schedule.
Click Cancel. To cancel the action. A confirmation popup appears asking the user if they

want to reset the current default schedule.

Click Delete Schedule.

To delete the default schedule.
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Pay Period Schedule

The Pay Period Schedule option allows users to update their schedule each pay period with the
accounting codes/projects stored in their favorites, types of work, and hours worked during the pay
period. The pay period schedule can also be submitted to the timekeeper for verification and

processing.

A pay period schedule with a status of "Owned by Employee" can be updated. A pay period
schedule with a status of "Owned by Timekeeper" can no longer be updated by the employee.
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To Enter a Pay Period Schedule:

1. Select the Pay Period Schedule component. The Pay Period Schedule page is displayed. If
the user has a default schedule saved, the T&A data saved on the default schedule will
appear on the pay period schedule.

[ tars ] Oancel J Submitic Tnm Keeper | Pay Period 22, 2011 ¥
Pay Peried Schedule
Tue Thu Fri Sat
Type WorkiLeave| 10i23 = 10/24 | 10/26 | 10/26 = 10/27 | 10/28  10/28  10/30 10/31  11/01 | 1102 | 11/03 | 11/04 | 11/06  Total
00SABCZEDTS
01 REGULAR TIME 900 | 200 | 900 | 9.00 4.00 900 | @00 | 900 67.00 | Delel
{no Accounting)
-61- ANNUAL LEAVE .00 Jebet
{no Accounting)
-66- OTHER LEAVE 000 | Delet
{no Accounting)
_62- SICK LEAVE 4.00 9.00 13.00 | Delet
Daily Total, 0 0 9.00 | 9.00 | 900 | 9.00 o 0 800 | 900 @ 9.00 | 9.00 | 9.00 o 80.00
Tour of Duty, 0.00 000 .00 9.00 9.00 9.00 000 | 000 B8.00 9.00 9.00 B.00 9.00 0.00

140



Publication Category: Research and |
Employee Personal Page (EPP)

nquiry

e o

Figure 90: Pay Period Schedule Page

Select the applicable pay period from the drop-down list.

Complete the fields as follows:

Field Instruction

Accounting Populates based on the selections from the Accounting Favorites
Project Type | and Type of Work (Transaction Code) fields.

Work/Leave

Daily Total Populates based on the values entered for each accounting favorite

on each day of the work schedule.

Tour of Duty

Enter the total number of tour of duty hours for the corresponding
day.

Accounting Select the applicable accounting code for the drop-down list.

Favorites Note: Accounting codes/projects must be saved in the employee’s
accounting favorites before they can be used on the default or pay
period schedules.

Type of Work | Select the applicable transaction code for the type of work entered

(Transaction
Code)

or leave used from the drop-down menu.

Work
Descriptor

Select the applicable (if any) work descriptor. Valid Values are
FMLA, OWCP (Illness), and OWCP (Injury).

Click Add to add the selected T&A data to the pay period schedule.

OR

Click Delete to

delete the selected T& A data from the default schedule.

At this point, the following options are available:

Step Description
Click Save To save the pay period schedule.
Click Cancel To cancel the action.

Click Submit to
Timekeeper

To submit the T&A data to the timekeeper for validation and processing.

Click Reset to Default

schedule.

To reset the T&A data to the pay period schedule to the data on the default

Click Print-Frien

dly. To display a printable version of the pay period schedule.
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Links

The Links option provides users with useful links to various Web sites that contain information

regarding career, retirement, taxes, etc. for Federal employees.

1. Select the Links component. The Useful Links page is displayed.

g

'
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[E]Home
[HFinancial Disclosure
[[Leave Calculator
[Benefits Statement
ElPersonal Info
[JDebt Management
[JDirect Deposit
[IE&L Statements
[JERI, Gender, & Disability
[Financial Allotments
[Federal Tax (W-4)
[IFlex Spending Accounts
[Health Insurance
[Health Savings Account
[Life Insurance
[JLeave
[JResidence Address
[State Tax
TSP
[ITSP Cateh-Up
[Jvet Status & Preference
[Ow-2
1085
[Miscelaneous
[ElPreferences
[IChange E-mail Addresses
[IChange Password
[JChange User ID
[OChange Security Guestions
[]Change W2 Password
[JChange Paperiess E&L
[Time Manager

[inks

BENEFEDS Home
I

Figure 91: Useful Links Page

~

Useful Links

These are some of the Internet sites that we have found that contain useful information or fools. These sites may be non-
govermnmental andior commercial. \We make no representations, guarantees, of warranties as to the accuracy or
completeness of information on the accessed web site. We do not endorse any products, services or views which may be

Pay Period Calendar ﬂ

e

referenced on the site.
Career-Related Links

Benefits |Health Federal Employees Health Benefits Program (FEHEB)
Dental Federal Employee Dental Benefits
Visicn Federal Employee Vision Benefils
Life Insurance Federal Employees Group Life Insurance Program (FEGLI)
Flexible Spending Aztounts  |Federal Flexible Spending Account Program (FSAFEDS)
Long Tem Care Federal Long Term Care Insurance Program (FLTCIF)

Health and ‘Wellness

OPM WorkiLife Programs

Federal Retirement

Federal Retirement Information and Services

Leave OPM Leave Fact Sheet
USAJOBS is the official job site of the US Federal Government.
Career USAJobs It's a one-stop source for Federal jobs and amployment
s =
USA gov The U.S. Government's official web portal
Obporunities Job listings with the Census Bureau, by ragion.
Congressional Budget Office | Congressional Budget Office
Department of Justice -
=] Career oppertunities with Department of Justice.
Management
Department of Justice This page provides links 10 sources of on-line information
Trainin niti tonceming job-related training
For Individuals: Are you looking for wark, seeking to improve
your skills, or nead to file for unemployment compensation?
Department of Labor Interested in the senvices available within America’s One-Stop
Traini Career Center System? For Employers: Services and tips to
Adminisiation help you find qualified employees, useful labor market

information, resources to help you improve the skilks of your
employees, and descriptions of America’s One-Stop Career
Center System.

Eederal Bureau of Prisons
Emplayment

The Federal Bureau of Prisons official site for employment
infarmatian,

E | munic ati

This is the current list of FCC Employment Vacancy

2. Locate the applicable subject and click the link for more information.
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EPP Field Instructions/Descriptions

This section includes the following topics:

Account Nbr Field INSTrUCHIONS ........c.uviiiiiiciiie e
Account Nbr (Allotment) Field INStrUCTIONS ..o
Account Nbr (Current) Field INStrUCtIONS ..........cooiiiiiiiiiiee e
Account Nbr (Displays) Field INStrUCtIONS ..........cccceeiiiiieiniiiieee e
Account Nbr (HSA) Field INStrUCTIONS........oooiiiiiiiiee e
Account Nbr (HSA Displays) Field INStructions ............ccccccvveeieiiiiiiieee e,
Account Nbr (New) Field INSTrUCHIONS ........ooiiiiiiiiiiee e
Accounting Cd/Description Field Instructions..............ccc........

Accounting Favorites Field Instructions

Accounting Project Type Work/Leave Field Instructions

Accounting Project Type Work/Leave (Default) Field Instructions ..................... 149
Accrued Field INSIIUCTIONS ........oooi i 149
Additional Amount To Be Withheld Each Pay Period Field Instructions ............ 149
Additional Amount To Be Withheld Each Pay Period (State Tax) Field Instructions
...................................................................................................... ....150
Additional Deduction Amount Field Instructions ...150
Additional Deduction Amount (Displays) Field Instructions..............c.cccoecvvvennee. 150
Additional 1 E-mail Address Field INStrucCtionsS............cccccviiiiiiiiiiiieee e 150
Additional 2 E-mail Address Field INStruCtionS............ccuveviiiiiiiiiiiiiieee e 150
Advanced Balance Field INStrUCHIONS .........ccocciiiiiiiiiiiicce e 150
Agency PP Contribution Field INStruCtions ... 151
Agency Work E-mail Address Field INStructions ..........cccccceeiiiiiiiiieeee e 151
Allotment Amount Field INSTrUCLIONS .........cooiiiiiiiiiie e 151
Allotment Amount (Current) Field INStruCtionS...........cccvveiiiiiiiiiiiiiee e 151
Allotment Amount (Data) Field INStruCtions ............ccocccvvvieiiie i, 151
Allotment Amount (Displays) Field INStruCtions ...........cccccovveiiniiee e 151
Allotment Amount (HSA Displays) Field INStructions ............cccocceeevieee e 151
Allotment Amount (New) Field INStruCtions ..........ccccoccciiieeie e, 152
Amount Advanced Field INStrUCHIONS ..........cocoiiiiiiiiiiiee e 152
Annual Field INSTrUCTIONS .......coiuiiiiiiiiee e s 152
Answer 1 Field Instructions 152

152
...152
...152

Answer 2 Field Instructions
Answer 3 Field Instructions
Answer 4 Field Instructions
Answer 5 Field Instructions

Answer 6 Field Instructions

Authorization Nbr Field INStruCtioNS ............ovvviiiiiiiee e 153
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Authorization Nbr (Voucher) Field Instructions 153

Balance Field Instructions ............ccccceeeeeeeenen. ....153
Bank Routing Nbr Field Instructions

Bank Routing Nbr (Current) Field Instructions 153
Bank Routing Nbr/Name Field INStruCtions ............ccccoieieiiiic i 154
Bank Routing Nbr/Name (Displays) Field INStructions.............ccccoooiiiieiiininininnnns 154
Bank Routing Nbr/Name (HSA) Field INStruCtions ...........ccocvveiiiiiic e 154
Bank Routing Nbr/Name (HSA Displays) Field Instructions ...........c.ccccevvveenee 154
Bank Routing Nbr/Name (New) Field INStruCtions ...........cccueveeeiiiiiiiiiiieceee s 154
Basic Coverage Amount Field INStrucCtions...........ccccoeeiiiiiiieniee e 154
Change Contributions Field INStruCtioNS ...........coooiiiiiiiiiiiiiiiee e 154
City, State Field INSITUCTIONS..........uieiiiie e 155
Comp FIeld INSTTUCTIONS .....oviiii ittt e e e e e e e e eaes 155
Confirm Account Nbr Field INStrUCTIONS .........ccoiiiiiiiiiiic e 155
Confirm Account Nbr (Displays) Field INStructions.............cccccvveveeeeiiiiiiiienee e, 155
Confirm Account Nbr (HSA) Field INStruCtioNS ..........cooeeviiiieiieee e 155
Confirm Additional 1 E-mail Address Field INStructions............ccccocveeeviiieennnnee. 155
Confirm Additional 2 E-mail Address Field INStructions...........c.ccccocevevcviniicnnnnn. 156
Confirm E-mail Address Field INSrUCTIONS ........cccceoviiiiiiiiiieeiee e 156
Confirm E-mail Address (Secondary) Field INStructions............ccccccovviiieiieeennnn. 156
Confirm Enter E-mail Address Field Instructions ..156
Confirm EPP Work E-mail Address Field INStructions ............ccccceoviieeeiineee e, 156
Confirm New Password Field INStruCtions ..........ccccoviieiiiieiiee e 156
Confirm New Password (EPP) Field INStruCtionS..........cccoccvveiiiiee i 157
Confirm New User ID Field INStrUCTIONS ..........covoiiiiiiiiieiecce e 157
Confirm New User ID (EPP) Field INStruCtions .............cccoooiiiiiiiieiieeeiiieecee e 157
Confirm W-2 Password Field INStrUCIONS ............cccoviiiiiiiiiiiccceee e 157
Contributions Per Pay Period Field INStructions ..........cccccoiiiiiiiiiiiiiiieeeee e, 157
Coverage Description Field INStrUCLIONS .........cciiiiiiiiiiiiee e 157
Current Password Field INSrUCIONS ........c.ccooiiiiieiiiiiiecese e 157
Current User ID Field INStrUCTIONS ..........vviiiiiiiiiiiece e 158
Daily Total Field INSTrUCHIONS .........ooiiiiiiiiiiee e 158
Date of Birth (MM/DD/YYYY) Field INStruCtiONS.........c.ooiiiiiiiiiiiieeeiee e 158
Date Processed Field INStrUCLIONS ..........cccoiiioiiiiiiieiic e 158
Date Processed (Allotment) Field INStruCtions ..........cccoocvviiiiiieeiiiiie e 158
Date Processed (Travel) Field INSIrUCHIONS .........ccoocviiiiiiieeiniiiieeeee e 158
Date of Request Field INSIrUCTIONS ..........uuiiiiiiiiiec e 158
Dates of Travel Field INSTrUCLIONS .........oooiiiiiiiiiieeec e 159

Dates of Travel (Voucher) Field Instructions
Daytime Phone Field Instructions ...................... ....159
Daytime Phone (FEHB) Field INStruCtioNS ...........oooiiiiiiiiiieeie e 159
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Daytime Phone (User) Field INStruCtioNS ..........ccoiiiiiiieiiiiee e 159
Disability Field INSIIUCTIONS .........vveiiiiiie i 160
Disability (Displays) Field INStruCtiONS ...........cocoiieiiiiiiiice e 161
Dollar Amount Field INSTIUCHIONS .......c.viiiiiiieiiiee e 161
Dollar Amount (Catch-Up) Field INStruCtioNsS ..............oeiiiiiiiiiiiieeeeeieee e 161
Dollar Amount (TSP) Field INSTrUCTIONS .......c.cooiiiiiiiiiiieeiiieee e 161
Dollar Amount (Type Work) Field INStruCtions ............ccoovvveiiiiiiiniiice e 161
Effective Pay Period, Year Field INStruCtionS ..............ccoiiiiiiiiiiiiiiie e 161
Effective Pay Period, Year (Address) Field INStructions ............cccoccvvvvevieeeiiinnns 161
Effective Pay Period, Year (Catch-Up) Field INStructions..........cccccccevviiveeiineeen. 162
Effective Pay Period, Year (Catch-Up Displays) Field Instructions ..................... 162
Effective Pay Period, Year (Data) Field INStructions............cccccceeeveiiiiieeieec e, 162
Effective Pay Period, Year (DD/EFT) Field InStructions..........cccccooeiiiieeiieininininns 162
Effective Pay Period, Year (Disability) Field INStructions...........cccccccevvvvveeiiieeenne 162
Effective Pay Period, Year (Disability Displays) Field Instructions ..................... 162
Effective Pay Period, Year (Displays DD/EFT) Field Instructions ................c.e..... 162
Effective Pay Period, Year (ERI) Field INStruCtions............cccoooveeeiiiieiniiiee e 163
Effective Pay Period, Year (ERI Displays) Field Instructions ..163
Effective Pay Period, Year (FEHB) Field INStructions............ccccccooviiiieeieeeniniinns 163
Effective Pay Period, Year (Gender) Field INStructions.............cccocoeevviiee e 163
Effective Pay Period, Year (Gender Displays) Field Instructions ...............cc.o..... 163
Effective Pay Period, Year (Health) Field Instructions............ccccccooiiiiiiinininninns 163
Effective Pay Period, Year (History) Field INStructions ...........cccccoeiiieeieeinnninnnns 163
Effective Pay Period, Year (HSA) Field INStructions ............cccccveevveiiiiieeiiee e 164
Effective Pay Period, Year (HSA Displays) Field Instructions ..............ccccccoeeon. 164
Effective Pay Period, Year (New) Field INStructions ...........cccccceeeeveiiiiieeieee e 164
Effective Pay Period, Year (PP Calendar) Field Instructions .............ccccccceeeenee 164
Effective Pay Period, Year (Residence) Field INStructions............ccccceeveeeninnnnes 164
Effective Pay Period, Year (State Tax) Field InStructions..............cccccvvvvveeenininnns 164
Effective Pay Period, Year (Tax) Field INStructions ............cccccceeiiiiiiiieniiee s 164
Effective Pay Period, Year (TSP) Field INStructions...........ccccccceeeeieiiiiiieeiee e 165
Effective Pay Period, Year (TSP Displays) Field Instructions ............cccccceeeeeen. 165
Effective Pay Period, Year (W-4) Field INStruCtions ...........cccoooveeiiiieiniiee e 165
Effective Pay Period, Year (W-4 Displays) Field Instructions ..............cccceveieens 165
Employee PP Deduction Field INSIrUCHIONS .........cooiiiiiiiiiieeiiiec e 165
Employee YTD Deduction Field Instructions ..165
End Time Field Instructions..............cccoceeveiineen. ....165
Ending Balance Field INSIIUCTIONS ..........cooiiiiiiiiieeiiie e 166
Enter E-mail Address Field INStruCtions ...........ccccoviiiiiiiiiec e 166
Enter Secondary E-mail Address Field INStructions............ccccccoevveiiiienieeenenciins 166
Enter Work E-mail Address Field INStruCtioNS ...........cooiieeeiiiiii e 166
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EPP Work E-mail Address Field INStruCtionS ..........ccocvevviiiiieniic e 166
ERI Field INSTFUCHIONS .......ooiiiiiie ittt 166
Female Field INSIrUCHIONS ........ccciiiiiiiiie e 166
Filing Status Field INSTrUCTIONS........cooiiiiiiiiiie e 167
Filing Status (Displays) Field INStruCtiONS ..........ccoooviiiiiiieeiice e 167
Gender Field INSTrUCTIONS .......c.oooiiiiiiiiii e 167
Line Totals Field INSTrUCTIONS ........coocviiiiiiiieiiiee e 167
Street Address Line 1 Field INStruCtions ... 167
Street Address Line 2 Field INSIrUCtiONS ..........cocoveiiiiic i 167
Street Address Line 3 Field INStruCtions ............cccoovvviiiiiiiiiiicece e 168
Male Field INSTIUCTIONS ..ot 168
Married? Field INSIFUCTIONS ..........cuviiiiiiic e 168
Married? (FEHB) Field INSIrUCtIONS .........ovviiiii e 168
Married? (Value) Field INStrUCHIONS .........coccviiiiiiieciec e 168
Net to Traveler Field INSIrUCIONS .........ccociiiiiiiii e 168
New Password Field INSTrUCTIONS ..........oooiiiiiiiieeec e 168
New Password (EPP) Field INStrUCHIONS ...........cceeiiiiiiiiiiceceec e 169
New User ID Field INSIIUCLIONS .........oociiiiiiiiieii e 169
New User ID (EPP) Field INStrUuCtIONS ..........cvviiiiiieeiiicc e 169
Number of Exemptions Field INSrUCLIONS .........ooviiiiiiiiiiieiiee e 169
Number of Exemptions (Displays) Field INStructions .............cccccovviiiiieeieeeniniinnns 169
My Leave Field INSIFUCHIONS .........uveiiiiiiiciiece et 169
Password Field INSIFUCTIONS ...........ooiiiiiiiiie e 169
Pay Period Amount Field INStrUCHIONS ..........ocoiiiiiiiiiiicicc e 170
Percent of Basic Pay Field INStrUCLIONS..........oooiiiiiiiiiiiiiiee e 170
Contributions Per Pay Period (TSP) Field Instructions .............ccccccevviiiiiiienennn. 170
Plan Code/Description Field INSTrUCtIONS ...........cooiiiiiiiie e 170
Plan Code/Name Field INSrUCTIONS .........coccviiiiiiie e 170
Plan Code/Name (Displays) Field INStruCtions............ccccoeeiiiviiiiee e 170
Plan Code/Name (FEHB) Field INStruCtionS...........ccccvveiieeiiiiiiiieiieee e 170
Plan Field INSTIUCTIONS ......ooiiiii et 171
Plan Name Field INStrUCTIONS .........c.coiiiiiiiiiiiee e 171
PP Total Field INStrUCTIONS .......ccoiiiiiiiiii et 171
Premium Conversion Field INStrUCtiONS ...........ccoiiiiiiieiicic e 171
Project Field INSTrUCTIONS ........oooiiiiiiiiii et 171
Question 1 Field INSIIUCTIONS..........uviiiiiie et e e 171
QuESION 2 Field INSTrUCTIONS. ... 171
Question 3 Field INSIrUCIONS..........uiiiiiicc e 172
Question 4 Field INSIrUCTIONS..........uviiiiiee et e e 172
Question 5 Field INSTrUCTIONS........coiiiicce e 172
Question 6 Field INStrUCHIONS.........cuuiiiiiii e 172
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Residence Address Field INStrUCHIONS .........cccoviiiiiiiiiiciee e 172
Select One or More ERI Codes That Applies Field Instructions ............ccccccooueee.. 172
Select Year Field INSIrUCHIONS ........ccuiiiiiiiiieie et 173
SICK Field INSIIUCTIONS ...t 173
Social Security NO. Field INStruCtiONS.............cooiiiiiiiiiiie e 173
Start Time Field INSTrUCHIONS.........ocoiviii e 173
Starting Balance Field INStruCtIONS ..........cooiiiiiiiiiiee e 173
Status Field INSIMUCTIONS .......ocviiiiiiiee e 174
Status (Allotment) Field INStrUCHIONS .......oooiiiiiiii e 174
Stop Contributions Field INStrUCLIONS..........ccviiiiiiii e 175
Total Amount Field INSTIUCTIONS ........oeviiiiiieii e 175
Type of Account Field INSIrUCTIONS ........ooiiiiiiiiiiiii e 175
Type of Account (Allotment) Field INStruCtionsS ... 175
Type of Account (Current) Field INStruCtioNS ............ooiiiiiiiiiiiee e 175
Type of Account (Data) Field INStructions...........cccccooeciiiiiiie e, 175
Type of Account (Displays) Field INStruCtioNS ...........cccuvieiiieiiiiiiiiee e 175
Type of Account (New) Field INStruCtions ..........cccceeeiiiiee i 176
Type of Change Field Instructions ..176
Type of Election Field INSTrUCTIONS .........ceviiiiiiiiiiic e 176
Type of Election (Catch-Up) Field INStructions ..........ccccceeeiiiieiiniiiee e 176
Type of Election (TSP) Field INStruCtioNS ...........cooeiiiiiiiiiec e 176
Type of Request Field INSTrUCLIONS ........ccoooiiiiiiiiiieie e 176
Type of Request (Allotment) Field INStrUCtiONS ..........cccvviiiiiiiiiiiiee e, 176
Type of Request (HSA) Field INStruCtions ..........coccceeiiiiii i 177
Type of Request (New) Field INSIrUCLIONS ...........cooiiiiiiiiiiiiiieee e 177
Type of Work (Transaction Code) Field INStructions.............ccococvvvveeeeeeiicivinnennn. 177
User ID Field INSTIUCTIONS .......cooiiiiieiiiii et 177
Work Descriptor Field INStrUCLIONS ........c.ooiiiiiiiiiiiiee e 177
W2 Password Field INSIrUCIONS ..........cociiiiiiiiiiee e 177
Zip Code Field INSIIUCTIONS ......cooiiiiiiiiie et e e 177
Zip Code (Optional) Field INSTrUuCtiONS ..........cccvviiiie e 178

Account Nbr Field Instructions

Account Nbr

Enter the bank account number.
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Account Nbr (Allotment) Field Instructions

Account Nbr

Populates with the account number of the financial allotment.

Account Nbr (Current) Field Instructions

Account Nbr

Populates with the account number of the current financial
allotment.

Account Nbr (Displays) Field Instructions

Account Nbr

Populates with the account number entered on the Direct Deposit
Self-Service Request page.

Account Nbr (HSA) Field Instructions

Account Nbr

Enter the bank account number for the Health Savings Account.

Account Nbr (HSA Displays) Field Instructions

Account Nbr

Displays the bank account number for the Health Savings Account.

Account Nbr (New) Field Instructions

Account Nbr

Populates with the account number entered on the Enter Financial
Allotment Self-Service Request page.

Accounting Cd/Description Field Instructions

Accounting
Cd/
Description

Select the accounting code from the drop-down list. The valid
values will vary based on the user’s Agency.
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Accounting Favorites Field Instructions

Accounting
Favorites

Select the applicable accounting code for the drop-down list.
Note: Accounting codes/projects must be saved in the employee’s
accounting favorites before they can be used on the default or pay
period schedules.

Accounting Project Type Work/Leave Field Instructions

Accounting
Project Type
Work/Leave

Populates based on the selections from the Accounting Favorites
and Type of Work (Transaction Code) fields. For each line of
accounting, enter the applicable number of hours worked or leave
used for the corresponding day.

Accounting Project Type Work/Leave (Default) Field Instructions

Accounting
Project Type
Work/Leave

Populates based on the selections from the Accounting Favorites
and Type of Work (Transaction Code) fields.

Accrued Field Instructions

Accr

Displays the total amount of annual, sick, compensatory (comp),
and other leave accrued for the pay period. This field can be
changed for annual leave by clicking in the cell and entering the
applicable accrual amount in the field, then clicking Enter.

Additional Amount To Be Withheld Each Pay Period Field Instructions

Additional
Amount To Be
Withheld Each
Pay Period

Enter the additional dollar amount to be withheld each pay period.
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Additional Amount To Be Withheld Each Pay Period (State Tax) Field
Instructions

Additional Displays the additional amount to be withheld that was entered on
Amount To Be | the Enter State Tax Request page.

Withheld Each
Pay Period

Additional Deduction Amount Field Instructions

Additional Enter the amount, in dollars and cents, of additional money to be
Deduction withheld for Federal tax.
Amount

Additional Deduction Amount (Displays) Field Instructions

Additional Populates with the additional deduction amount entered on the
Deduction Federal Tax Certificate (W-4) Self-Service Request page.
Amount

Additional 1 E-mail Address Field Instructions

Additional 1 Enter the applicable email address to receive notifications from
E-mail EPP.
Address

Additional 2 E-mail Address Field Instructions

Additional 2 Enter the applicable secondary email address to receive
E-mail notifications from EPP.
Address

Advanced Balance Field Instructions

Advanced Displays the balance of the amount advanced.
Balance
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Agency PP Contribution Field Instructions

Agency PP
Contribution

Displays the amount the Agency contributes each pay period
towards the user's health benefits.

Agency Work E-mail Address Field Instructions

Agency Work
E-mail
Address

Enter the applicable Agency work email address to receive
notifications from EPP.

Allotment Amount Field Instructions

Allotment
Amount

Enter the allotment amount.

Allotment Amount (Current) Field Instructions

Allotment
Amount

Populates with the allotment amount of the current financial
allotment.

Allotment Amount (Data) Field Instructions

Allotment
Amount

Populates with the allotment amount entered on the Enter Financial
Allotment Self-Service Request page.

Allotment Amount (Displays) Field Instructions

Allotment
Amount

Populates with the allotment amount of the financial allotment.

Allotment Amount (HSA Displays) Field Instructions

Allotment
Amount

Populates with the allotment amount entered on the Enter Health
Savings Account (HSA) Self-Service Request page.
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Allotment Amount (New) Field Instructions

Allotment Enter the allotment amount in dollars and cents.
Amount

Amount Advanced Field Instructions

Amount Displays the amount the user was advanced prior to travel.
Advanced

Annual Field Instructions

Annual Select the amount of annual leave used for the applicable day from
the number box that appears after clicking in the cell.

Answer 1 Field Instructions

Answer 1 Enter the answer to the security question selected.

Answer 2 Field Instructions

Answer 2 Enter the answer to the security question selected.

Answer 3 Field Instructions

Answer 3 Enter the answer to the security question selected.

Answer 4 Field Instructions

Answer 4 Enter the answer to the security question selected.
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Answer 5 Field Instructions

Answer 5

Enter the answer to the security question selected.

Answer 6 Field Instructions

Answer 6

Enter the answer to the security question selected.

Authorization Nbr Field Instructions

Authorization
Nbr

Displays the travel authorization number.

Authorization Nbr (Voucher) Field Instructions

Authorization
Nbr

Displays the travel authorization number associated with the travel
voucher.

Balance Field Instructions

Balance

Displays the balance of Flexible Spending Account.

Bank Routing Nbr Field Instructions

Bank Routing
Nbr

Populates with the bank routing number of the financial allotment.

Bank Routing Nbr (Current) Field Instructions

Bank Routing
Nbr

Populates with the bank routing number of the current financial
allotment.
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Bank Routing Nbr/Name Field Instructions

Bank Routing
Nbr/Name

Enter the bank routing number. The bank routing number must be
nine digits.

Bank Routing Nbr/Name (Displays) Field Instructions

Bank Routing
Nbr/Name

Populates with the bank routing number/name entered on the Direct
Deposit Self-Service Request page.

Bank Routing Nbr/Name (HSA) Field Instructions

Bank Routing
Nbr/Name

Enter the bank routing number/name for the Health Savings
Account.

Bank Routing Nbr/Name (HSA Displays) Field Instructions

Bank Routing
Nbr/Name

Displays the bank routing number/name for the Health Savings
Account.

Bank Routing Nbr/Name (New) Field Instructions

Bank Routing
Nbr/Name

Populates with the bank routing number/name entered on the Enter
Financial Allotment Self-Service Request page.

Basic Coverage Amount Field Instructions

Basic
Coverage
Amount

Populates with the basic dollar amount of coverage.

Change Contributions Field Instructions

Change (start)
Contributions

Select this option to change (or start) the amount of the
contributions.
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City, State Field Instructions

City, State

Populates based on the ZIP Code entered. Note: The field will not
be updated until Continue is clicked.

Comp Field Instructions

Comp

Select the amount of compensatory (comp) leave used or earned
for the applicable day from the number box that appears after
clicking in the cell.

Confirm Account Nbr Field Instructions

Confirm
Account Nbr

Reenter the bank account number.

Confirm Account Nbr (Displays) Field Instructions

Confirm
Account Nbr

Populates with the account number entered on the Direct Deposit
Self-Service Request page.

Confirm Account Nbr (HSA) Field Instructions

Confirm
Account Nbr

Reenter the bank account number for the Health Savings Account.

Confirm Additional 1 E-mail Address Field Instructions

Confirm
Additional 1
E-mail
Address

Reenter the applicable email address to receive notifications from
EPP.
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Confirm Additional 2 E-mail Address Field Instructions

Confirm Reenter the applicable email address to receive notifications from
Additional 2 EPP.

E-mail

Address

Confirm E-mail Address Field Instructions

Confirm Reenter the EPP Work Email Address that you wish to use to
E-mail receive notifications from EPP.
Address

Confirm E-mail Address (Secondary) Field Instructions

Confirm Reenter the Additional 2 Email Address that you wish to use to
E-mail receive notifications from EPP.
Address

Confirm Enter E-mail Address Field Instructions

Confirm Enter | Reenter the Additional 1 Email Address that you wish to use to
E-mail receive notifications from EPP.
Address

Confirm EPP Work E-mail Address Field Instructions

Confirm EPP | Reenter the applicable EPP work email address to receive
Work E-mail notifications from EPP.
Address

Confirm New Password Field Instructions

Confirm New | Reenter the new password.
Password
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Confirm New Password (EPP) Field Instructions

Confirm New
Password

Reenter the password that you are creating for EPP.

Confirm New User ID Field Instructions

Confirm New
User ID

Reenter the new user ID.

Confirm New User ID (EPP) Field Instructions

Confirm New
User ID

Reenter the user ID that you are creating for EPP.

Confirm W-2 Password Field Instructions

Confirm W-2
Password

Enter the W-2 password for confirmation.

Contributions Per Pay Period Field Instructions

Contributions
Per Pay
Period

Populates with the contributions per pay period entered on the
Enter TSP Catch-Up Self-Service Request page.

Coverage Description Field Instructions

Coverage
Description

Populates with a brief description of coverage.

Current Password Field Instructions

Current
Password

Enter the current password.

157



Lo

Publication Category: Research and Inquiry
Employee Personal Page (EPP)

Current User ID Field Instructions

Current User
ID

Enter the current user ID.

Daily Total Field Instructions

Daily Total

Populates based on the values entered for each accounting favorite
on each day of the work schedule.

Date of Birth (MM/DD/YYYY) Field Instructions

Date of Birth

Enter your date of birth using the following format MM/DD/YYYY.

Date Processed Field Instructions

Date
Processed

Displays the date an action was processed for health benefits.

Date Processed (Allotment) Field Instructions

Date
Processed

Populates with the process date of the financial allotment.

Date Processed (Travel) Field Instructions

Date
Processed

Displays the date the authorization was processed.

Date of Request Field Instructions

Date of
Request

Displays the date a request was entered.
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Dates of Travel Field Instructions

Dates of Displays the dates of travel.
Travel

Dates of Travel (Voucher) Field Instructions

Dates of Displays the dates of travel associated with the travel voucher.
Travel

Daytime Phone Field Instructions

Daytime Enter the daytime phone number.
Phone

Daytime Phone (FEHB) Field Instructions

Daytime Displays the daytime phone number that was entered on the Enter
Phone FEHB Self-Service Request page.

Daytime Phone (User) Field Instructions

Daytime Displays the daytime phone number of the user.
Phone

159



é43 Publication Category: Research and Inquiry
C —

Employee Personal Page (EPP)

Disability Field Instructions

Disability Select the applicable disability code from the drop-down list. The
valid values are as follows:

01 — 1do not wish to identify my disability status
05 — | do not have a disability

06 — | have a disability, but it is not listed

13 — Speech impairments

15 — Hearing impairment/hard of hearing

18 — Total deafness both ears

21 - Blind

22 — Visual impairments

26 — Missing extremities - one hand or one foot
30 — Missing extremities - more than 1 hand or foot
40 — Mobility impairment

41 — Spinal abnormalities

44 — Non-paralytic orthopedic impairment

51 — HIV Positive/AIDS

52 — Morbid obesity

61 — Partial Paralysis - 1 hand, arm, foot, leg, or any part
69 — Partial paralysis - multiple body parts

70 — Complete paralysis of one hand

79 — Complete paralysis - more than 1 hand

80 — Cardiovascular/heart disease

82 — Epilepsy

83 — Blood diseases

84 — Diabetes

86 — Pulmonary or respiratory conditions

87 — Kidney dysfunction

88 — Cancer

90 — Severe intellectual disability

91 — Psychiatric disability

92 — Dwarfism

93 — Disfigurement of face, hands, or feet

94 — Learning disability

95 — Gastrointestinal disorders

98 — History of alcoholism
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Disability (Displays) Field Instructions

Disability

Displays the disability code selected on the Enter Disability
Self-Service Request page.

Dollar Amount Field Instructions

Dollar Amount

Enter the dollar amount to be contributed if Change
Contributions is selected for Type of Election.

Note: If this field is completed, leave the Percent of Basic Pay field
blank.

Dollar Amount (Catch-Up) Field Instructions

Dollar Amount

Displays if the Change Contributions field is selected. Enter the
dollar amount of the contribution.

Dollar Amount (TSP) Field Instructions

Dollar Amount

Displays the dollar amount that was entered on the Enter TSP
Self-Service Request page.

Dollar Amount (Type Work) Field Instructions

Dollar Amount

Enter the dollar amount when an applicable type of work is
selected.

Effective Pay Period, Year Field Instructions

Effective Pay
Period, Year

Displays the pay period and year the request will be effective.

Effective Pay Period, Year (Address) Field Instructions

Effective Pay
Period, Year

Select the pay period and year from the drop-down list for this
action to be processed.
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Effective Pay Period, Year (Catch-Up) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the action is to be effective.

Effective Pay Period, Year (Catch-Up Displays) Field Instructions

Effective Pay
Period, Year

Populates with the effective pay period/year selected on the Enter
TSP Catch-Up Self-Service Request page.

Effective Pay Period, Year (Data) Field Instructions

Effective Pay
Period, Year

Populates with the effective pay period selected on the Enter
Financial Allotment Self-Service Request page.

Effective Pay Period, Year (DD/EFT) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the direct deposit is to be effective.

Effective Pay Period, Year (Disability) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the disability change is to be
effective. The current processing pay period and year are populated
by default.

Effective Pay Period, Year (Disability Displays) Field Instructions

Effective Pay
Period, Year

Displays the effective pay period/year selected on the Enter
Disability Self-Service Request page.

Effective Pay Period, Year (Displays DD/EFT) Field Instructions

Effective Pay
Period, Year

Populates with the effective pay period/year selected on the Direct
Deposit Self-Service Request page.
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Effective Pay Period, Year (ERI) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the Ethnicity and Race Identification
change is to be effective. The current processing pay period and
year are populated by default.

Effective Pay Period, Year (ERI Displays) Field Instructions

Effective Pay
Period, Year

Displays the effective pay period/year selected on the Enter
Ethnicity and Race Identification (ERI) Self-Service Request page.

Effective Pay Period, Year (FEHB) Field Instructions

Effective Pay
Period, Year

Displays the effective pay period and year that was selected on the
Enter FEHB Self-Service Request page.

Effective Pay Period, Year (Gender) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the gender change is to be effective.
The current processing pay period and year are populated by
default.

Effective Pay Period, Year (Gender Displays) Field Instructions

Effective Pay
Period, Year

Displays the effective pay period/year selected on the Enter Gender
Self-Service Request page.

Effective Pay Period, Year (Health) Field Instructions

Effective Pay
Period, Year

Displays the pay period and year a health benefits action was
effective.

Effective Pay Period, Year (History) Field Instructions

Effective Pay
Period, Year

Populates with the pay period and year the financial allotment was
effective.
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Effective Pay Period, Year (HSA) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the request is to be effective.

Effective Pay Period, Year (HSA Displays) Field Instructions

Effective Pay
Period, Year

Populates with the effective pay period and year selected on the
Enter Health Savings Account (HSA) Self-Service Request page.

Effective Pay Period, Year (New) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the financial allotment is to be
effective. The current processing pay period and year is populated
by default.

Effective Pay Period, Year (PP Calendar) Field Instructions

Effective Pay
Period, Year

Select the applicable pay period and year from the drop-down list
that the change request is to be effective or click Pay Period
Calendar link to select a pay period and year.

Effective Pay Period, Year (Residence) Field Instructions

Effective Pay
Period, Year

Displays the pay period and year that was selected on the Enter
Residence Address Self-Service Request page.

Effective Pay Period, Year (State Tax) Field Instructions

Effective Pay
Period, Year

Displays the effective pay period and year that was selected on the
Enter State Tax Request page.

Effective Pay Period, Year (Tax) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the tax request is to be effective.
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Effective Pay Period, Year (TSP) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the action is to be effective.

Effective Pay Period, Year (TSP Displays) Field Instructions

Effective Pay
Period, Year

Displays the effective pay period/year that was selected on the
Enter TSP Self-Service Request page.

Effective Pay Period, Year (W-4) Field Instructions

Effective Pay
Period, Year

Select the pay period and year the W-4 is to be effective. The
current processing pay period and year is populated by default.

Effective Pay Period, Year (W-4 Displays) Field Instructions

Effective Pay
Period, Year

Populates with the effective pay period/year selected on the
Federal Tax Certificate (W-4) Self-Service Request page.

Employee PP Deduction Field Instructions

Employee PP
Deduction

Displays the amount deducted each pay period for health benefits.

Employee YTD Deduction Field Instructions

Employee
YTD
Deduction

Displays the amount deducted year to date (YTD) for health
benefits.

End Time Field Instructions

End Time

Enter the time the tour of duty ends for the corresponding workday.
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Ending Balance Field Instructions

Ending
Balance

Displays the ending balance of annual, sick, compensatory (comp),
and other leave for the pay period.

Enter E-mail Address Field Instructions

Enter E-mail
Address

Enter the Additional 1 Email Address that you wish to use to receive
notifications from EPP.

Enter Secondary E-mail Address Field Instructions

Enter
Secondary
E-mail
Address

Enter the Additional 2 Email Address that you wish to use to receive
notifications from EPP.

Enter Work E-mail Address Field Instructions

Enter Work
E-mail
Address

Enter the EPP Work Email Address that you wish to use to receive
notifications from EPP.

EPP Work E-mail Address Field Instructions

EPP Work
E-mail
Address

Enter the applicable EPP work email address to receive
notifications from EPP.

ERI Field Instructions

ERI

Displays the ERI code selected from the Enter Ethnicity and Race
Identification (ERI) Self-Service Request page.

Female Field Instructions

Female

Select this option if the gender is female.
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Filing Status Field Instructions

Filing Status

Select the applicable filing status. The valid values are:
Single
Married

Married but withhold at the higher single
rate

Exempt from withholding

Filing Status (Displays) Field Instructions

Filing Status

Populates with the filing status selected on the Federal Tax
Certificate (W-4) Self-Service Request page.

Gender Field Instructions

Gender

Displays the gender selected on the Enter Gender Self-Service
Request page.

Line Totals Field Instructions

Line Total

Populates with the total hours entered for each line of accounting.

Street Address Line 1 Field Instructions

Street
Address
Line 1

Enter the first line of the street address.

Street Address Line 2 Field Instructions

Street
Address
Line 2

Enter the second line of the street address, if applicable.

167



éi‘-$‘9 Publication Category: Research and Inquiry
I

Employee Personal Page (EPP)

Street Address Line 3 Field Instructions

Street Enter the third line of the street address, if applicable.
Address
Line3

Male Field Instructions

Male Select this option if the gender is male.

Married? Field Instructions

Married? Displays the marital status of user.

Married? (FEHB) Field Instructions

Married? Displays the marital status that was selected on the Enter FEHB
Self-Service Request page.

Married? (Value) Field Instructions

Married? Select the applicable marital status. The valid values are No and
Yes.

Net to Traveler Field Instructions

Net to Traveler | Displays the total amount disbursed to the user for the specified
travel dates.

New Password Field Instructions

New Enter the new password.
Password
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New Password (EPP) Field Instructions

New
Password

Enter the password that you are creating for EPP.

New User ID Field Instructions

New User ID

Enter the new user ID.

New User ID (EPP) Field Instructions

New User ID

Enter the user ID that you are creating for EPP.

Number of Exemptions Field Instructions

Number of
Exemptions

Enter the number of exemptions being claimed.

Number of Exemptions (Displays) Field Instructions

Number of
Exemptions

Populates with the number of exemptions entered on the Federal
Tax Certificate (W-4) Self-Service Request page.

My Leave Field Instructions

My Leave
My Leave 2

My Leave 3

Select the amount of other leave used or earned for the applicable
day from the number box that appears after clicking in the cell.
Change the name of the field from My Leave, My Leave 2, or My
Leave 3 to the applicable type of leave.

Password Field Instructions

Password

Enter the password. If unsuccessful, a message will appear stating
that the user ID or password entered is invalid.

Or

Enter the password provided in your EPP signup letter.
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Pay Period Amount Field Instructions

Pay Period
Amount

Displays the amount contributed to the Flexible Spending Account
in each pay period.

Percent of Basic Pay Field Instructions

Percent of
Basic Pay

Enter the percent of basic pay to be contributed if Change
Contributions is selected for Type of Election.
Note: If this field is completed, leave the Dollar Amount field blank.

Contributions Per Pay Period (TSP) Field Instructions

Contributions
Per Pay
Period

Displays the percent of basic pay that was entered on the Submit
TSP Self-Service Request page.

Plan Code/Description Field Instructions

Plan Code/
Description

Displays the name and code of the current health benefits.

Plan Code/Name Field Instructions

Plan
Code/Name

Displays the name and code of the health benefits.

Plan Code/Name (Displays) Field Instructions

Plan
Code/Name

Displays the plan code and name of the health benefits included in
the change request.

Plan Code/Name (FEHB) Field Instructions

Plan
Code/Name

Displays the plan code and name of the health benefits included in
the change request.
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Plan Field Instructions

Plan

Displays the name of Flexible Spending Account plan.

Plan Name Field Instructions

Plan Name

Displays the name of the life insurance plan.

PP Total Field Instructions

PP Total

Displays the total amount of annual, sick, compensatory (comp),
and other leave used for the pay period.

Premium Conversion Field Instructions

Premium
Conversion

Displays whether or not the user has pre-tax premiums.

Note: If the employee answers "no" in this field, there are tax
consequences resulting in their FEHB being taxed.

Project Field Instructions

Project

Enter the project number or description for the accounting code
selected in the previous field.

Question 1 Field Instructions

Question 1

Select a security question from the drop-down list.

Question 2 Field Instructions

Question 2

Select a security question from the drop-down list.
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Question 3 Field Instructions

Question 3 Select a security question from the drop-down list.

Question 4 Field Instructions

Question 4 Select a security question from the drop-down list.

Question 5 Field Instructions

Question 5 Select a security question from the drop-down list.

Question 6 Field Instructions

Question 6 Select a security question from the drop-down list.

Residence Address Field Instructions

Residence Displays the address that was entered on the Enter Residence
Address Address Self-Service Request page.

Select One or More ERI Codes That Applies Field Instructions

Select One or | Check the box(es) of the applicable race(s). Valid values are:

More ERI . . .
Code That Hispanicor Latino
Applies American IndianorAlaska Native

Asian
Black or African—-American
Native Hawaiian orOther Pacific Islander

White
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Select Year Field Instructions

Select Year

Select the appropriate year you are trying to find.

Sick Field Instructions

Sick

Select the amount of sick leave used for the applicable day from the
number box that appears after clicking in the cell.

Social Security No. Field Instructions

Social
Security No.

Enter your nine-digit Social Security number (SSN).

Start Time Field Instructions

Start Time

Enter the time the tour of duty begins for the corresponding
workday.

Starting Balance Field Instructions

Starting
Balance

Displays the starting leave balances at the beginning of the pay
period.
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Status Field Instructions

Status

Displays the status of the change for the health benefits. The valid
values are as follows:

Pending - The document has been entered into Employee
Self-Service (ESS) but has not been sent for editing by the
Personnel Input and Edit System (PINE). It can be modified or
deleted by the employee.

In Process - The document has been submitted to PINE and
will be edited in the next pass. It cannot be modified or deleted by
the employee.

Processed/Future - The document has been edited by PINE
and is in the future file. It cannot be modified or deleted by the
employee. The employee must contact their servicing personnel
office to have it modified or deleted.

Processed/Error - The document failed PINE edits and is in
suspense. The employee must contact their servicing personnel
office to have it corrected or deleted.

Processed/Complete - The document has been applied to
the Payroll/Personnel database. No action can be taken to change
or delete this document. The employee can verify the change in
EPP.

Status (Allotment) Field Instructions

Status

Populates with the status of the financial allotment. The valid values
are as follows:

Pending - The document has been entered into Employee
Self-Service (ESS) but has not been sent for editing by the
Personnel Input and Edit System (PINE). It can be modified or
deleted by the employee.

In Process - The document has been submitted to PINE and
will be edited in the next pass. It cannot be modified or deleted by
the employee.

Processed/Future - The document has been edited by PINE
and is in the future file. It cannot be modified or deleted by the
employee. The employee must contact their servicing personnel
office to have it modified or deleted.

Processed/Error - The document failed PINE edits and is in

suspense. The employee must contact their servicing personnel
office to have it corrected or deleted.

Processed/Complete - The document has been applied to
the Payroll/Personnel database. No action can be taken to change
or delete this document. The employee can verify the change in
EPP.
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Stop Contributions Field Instructions

Stop
Contributions

Select this option to stop all contributions.

Total Amount Field Instructions

Total Amount

Displays the total amount of contribution to the Flexible Spending
Account.

Type of Account Field Instructions

Type of
Account

Select the type of bank account. Valid values are Checking and
Savings.

Type of Account (Allotment) Field Instructions

Type of
Account

Populates with the type of account of the financial allotment.

Type of Account (Current) Field Instructions

Type of
Account

Populates with the type of account of the current financial allotment.

Type of Account (Data) Field Instructions

Type of
Account

Populates with the type of account selected on the Enter Financial
Allotment Self-Service Request page.

Type of Account (Displays) Field Instructions

Type of
Account

Populates with the type of account entered on the Direct Deposit
Self-Service Request page.
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Type of Account (New) Field Instructions

Type of
Account

Populates with New to reflect the action selected on the Financial
Allotment Change Request page.

Type of Change Field Instructions

Type of
Change

Displays the type of change that was made to the health benefits.

Type of Election Field Instructions

Type of
Election

Select the applicable type of action to be taken. Valid values are
Start Contributions, Change Contributions, and
Stop Contributions.

Type of Election (Catch-Up) Field Instructions

Type of
Election

Populates with the type of election selected on the Enter TSP
Catch-Up Self-Service Request page.

Type of Election (TSP) Field Instructions

Type of
Election

Displays the type of election that was selected on the Enter TSP
Self-Service Request page.

Type of Request Field Instructions

Type of
Request

Populates with the self-service action being taken which reflects the
action selected on the Health Savings Account (HSA) Allotment
Self-Service Request page.

Type of Request (Allotment) Field Instructions

Type of
Request

Populates with action taken on the financial allotment.
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Type of Request (HSA) Field Instructions

Type of
Request

Populates with the self-service action being taken which reflects the
action selected on the Health Savings Account (HSA) Allotment
Self-Service Request page.

Type of Request (New) Field Instructions

Type of
Request

Populates with New to reflect the action selected on the Financial
Allotment Change Request page.

Type of Work (Transaction Code) Field Instructions

Type of Work
(Transaction
Code)

Select the applicable transaction code for the type of work entered
or leave used from the drop-down menu.

User ID Field Instructions

User ID

Enter the user ID.
Or
Enter the user ID provided in your EPP signup letter.

Work Descriptor Field Instructions

Work
Descriptor

Select the applicable (if any) work descriptor. Valid Values are
FMLA, OWCP (Illness), and OWCP (Injury).

W2 Password Field Instructions

W2 Password

Enter the W-2 password to be used to import W-2 data into a tax
filing software.

Zip Code Field Instructions

Zip Code

Enter the five-digit ZIP Code.
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Zip Code (Optional) Field Instructions

Zip Code
(optional)

Enter the optional ZIP+4 Code.
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Instructions ¢ 149
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Accrued Field Instructions « 149
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Additional Amount To Be Withheld Each Pay Period
(State Tax) Field Instructions ¢ 150
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Field Instructions * 149
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Balance Field Instructions ¢ 153
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Bank Routing Nbr/Name (Displays) Field Instructions ©
154

Bank Routing Nbr/Name (HS A Displays) Field
Instructions * 154

Bank Routing Nbr/Name (HSA) Field Instructions ¢ 154
Bank Routing Nbr/Name (New) Field Instructions * 154
Bank Routing Nbr/Name Field Instructions * 154

Basic Coverage Amount Field Instructions « 154
Benefits Statement « 31

Browser Requirements ¢ 3

C

Cancel a Health Savings Account * 88
Change an Existing Direct Deposit * 39
Change Contributions Field Instructions * 154
Change Email Addresses ¢ 122

Change Paperless E&L « 130

Change Password * 125

Change Security Questions * 128
Change User ID * 126

Change W2 Password ¢ 129

City, State Field Instructions ¢ 155
Comp Field Instructions * 155

Confirm Account Nbr (Displays) Field Instructions *
155

Confirm Account Nbr (HSA) Field Instructions ¢ 155
Confirm Account Nbr Field Instructions ¢ 155

Confirm Additional 1 E-mail Address Field Instructions
* 155

Confirm Additional 2 E-mail Address Field Instructions
* 156

Confirm E-mail Address (Secondary) Field Instructions
« 156

Confirm E-mail Address Field Instructions ¢ 156
Confirm Enter E-mail Address Field Instructions ¢ 156

Confirm EPP Work E-mail Address Field Instructions
156

Confirm New Password (EPP) Field Instructions ¢ 157
Confirm New Password Field Instructions « 156
Confirm New User ID (EPP) Field Instructions * 157
Confirm New User ID Field Instructions * 157
Confirm W-2 Password Field Instructions * 157

Contributions Per Pay Period (TSP) Field Instructions ¢
170

Contributions Per Pay Period Field Instructions ¢ 157
Coverage Description Field Instructions ¢ 157

Create Leave Slip « 24

Current Password Field Instructions * 157

Current User ID Field Instructions ¢ 158

D

Daily Total Field Instructions « 158

Date of Birth (MM/DD/YYY'Y) Field Instructions * 158
Date of Request Field Instructions ¢ 158

Date Processed (Allotment) Field Instructions ¢ 158
Date Processed (Travel) Field Instructions ¢ 158

Date Processed Field Instructions * 158

Dates of Travel (Voucher) Field Instructions * 159
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Dates of Travel Field Instructions ¢ 159

Daytime Phone (FEHB) Field Instructions * 159
Daytime Phone (User) Field Instructions * 159
Daytime Phone Field Instructions ¢ 159

Default Schedule « 136

Deleting Accounting Favorites * 135

Dept Management * 35

Direct Deposit * 35

Disability « 51

Disability (Displays) Field Instructions ¢ 161
Disability Field Instructions « 160

Dollar Amount (Catch-Up) Field Instructions ¢ 161
Dollar Amount (TSP) Field Instructions * 161
Dollar Amount (Type Work) Field Instructions ¢ 161

Dollar Amount Field Instructions ¢ 161

E

Earnings and Leave Statements * 39

Effective Pay Period, Year (Address) Field Instructions ¢
161

Effective Pay Period, Year (Catch-Up Displays) Field
Instructions * 162

Effective Pay Period, Year (Catch-Up) Field
Instructions « 162

Effective Pay Period, Year (Data) Field Instructions ¢
162

Effective Pay Period, Year (DD/EFT) Field Instructions
« 162

Effective Pay Period, Year (Disability Displays) Field
Instructions ¢ 162

Effective Pay Period, Year (Disability) Field
Instructions * 162

Effective Pay Period, Year (Displays DD/EFT) Field
Instructions * 162

Effective Pay Period, Year (ERI Displays) Field
Instructions * 163

Effective Pay Period, Year (ERI) Field Instructions * 163

Effective Pay Period, Year (FEHB) Field Instructions ¢
163

Effective Pay Period, Year (Gender Displays) Field
Instructions * 163

Effective Pay Period, Year (Gender) Field Instructions ¢
163

Effective Pay Period, Year (Health) Field Instructions ¢
163

Effective Pay Period, Year (History) Field Instructions ¢
163

Effective Pay Period, Year (HSA Displays) Field
Instructions * 164

Effective Pay Period, Year (HSA) Field Instructions ¢
164

Effective Pay Period, Year (New) Field Instructions *
164

Effective Pay Period, Year (PP Calendar) Field
Instructions * 164

Effective Pay Period, Year (Residence) Field
Instructions * 164

Effective Pay Period, Year (State Tax) Field Instructions
* 164

Effective Pay Period, Year (Tax) Field Instructions * 164

Effective Pay Period, Year (TSP Displays) Field
Instructions * 165

Effective Pay Period, Year (TSP) Field Instructions ¢
165

Effective Pay Period, Year (W-4 Displays) Field
Instructions ¢ 165
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Effective Pay Period, Year (W-4) Field Instructions *
165

Effective Pay Period, Year Field Instructions * 161
Employee Personal Page (EPP) 3

Employee PP Deduction Field Instructions * 165
Employee YTD Deduction Field Instructions ¢ 165
End Time Field Instructions ¢ 165

Ending Balance Field Instructions * 166

Enter E-mail Address Field Instructions ¢ 166

Enter Secondary E-mail Address Field Instructions * 166
Enter TSP Catch-Up Contributions * 110

Enter Work E-mail Address Field Instructions « 166
Entering and Modifying a W-4 « 65

Entering Leave Data « 22

EPP Field Instructions/Descriptions * 143

EPP Home Page * 19

EPP Mobile « 13

EPP Work E-mail Address Field Instructions * 166
ERI 45

ERI Field Instructions * 166

Ethnicity and Race Identification (ERI), Gender, and
Disability « 42

Exiting EPP ¢ 12

F

Federal Tax (W-4) » 64
Female Field Instructions ¢ 166

Filing Status (Displays) Field Instructions * 167

Filing Status Field Instructions * 167
Financial Allotments ¢ 56
Financial Disclosure ¢ 20

Flexible Spending Accounts * 69

G

Gender * 48
Gender Field Instructions ¢ 167

Getting Started in EPP « 5

H

Health Insurance ¢ 71

Health Savings Account ¢ 80

L

Latest Update Information « 1
Leave » 90

Leave Calculator » 21

Life Insurance * 88

Line Totals Field Instructions ¢ 167
Links * 142

Logging In* 10

Logging In to EPP for the First Time * 6
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Male Field Instructions « 168

Married? (FEHB) Field Instructions * 168
Married? (Value) Field Instructions * 168
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