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Latest Update Information

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

Section Description of Change

Due to enhanced security features,
employees using User ID and Password to
access EPP will not be allowed to add/
change banking or financial information such
Logging in as direct deposits, financial allotments or
other financial actions that include a change
or modification to banking information. To
Logging In Using ID and Password make banking changes, users must log in
using PIV/Login.Gov or contact their
servicing Human Resources office for
assistance.

Logging in to EPP for the First Time

Registering Your Two-Step Authentication

Login Instructions Using eAuthentication

Login Instructions Using Login.gov
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Accessibility for Users of Assistive Technology

The National Finance Center (NFC) is committed to providing applications that may be used
with assistive technology.

To meet this commitment, NFC will comply with the requirements of the United States Access
Board.

NFC must ensure that users with disabilities be provided with access to have the same
options within an application as those with no disability, unless an undue burden would be
imposed upon NFC.

Help for Users of Assistive Technology

Online help utilizes HyperText Markup Language (HTML) frames which display help in a
separate browser. Each Help page contains a Table of Contents with links and Help content.
Some Help topics include one or more Related Topics.

Navigation with Keyboard Shortcuts/Commands

» To move forward from link to link or to interactive elements, select the Tab key.

» To move backward from link to link or to interactive elements, select the shift + Tab
keys.

* To select hyperlinks, select the Enter key.

* To select buttons, select the Enter key.

» To navigate and select radio buttons, select the Up and Down Arrow keys.

» To select and deselect check boxes, press the Space bar.

» To navigate and select options from a selection box, select the Up and Down Arrow
keys.

Contact Information for Users of Assistive Technology

If you experience an issue due to accessibility as defined by the United States Access Board,
please contact your Agency Servicing Personnel Office for assistance. Authorized Agency
Contacts (AACs) listed in Table Management System (TMGT) Table 063, Department/Agency/
Bureau Contact, Contact Type 04, should call the NFC Contact Center at 1-855-NFC-4GOV

Page 13
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(1-855-632-4468). \When contacting the applicable person, please include all information
regarding the function that you are trying to use within the application.
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Getting Started in EPP

This section includes information for getting started in EPP.

» Signing Up for EPP

* Logging in to EPP for the First Time

* Registering Your Two-Step Authentication
* Logging In

* Login Instructions Using eAuthentication
* Login Instructions Using Login.gov

Page 15
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Signing Up for EPP

The New User Sign Up 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 (e.g., john.doe@usda.gov) you must
complete the signup process in EPP.

1. To sign up for EPP, connect to the NFC Home page.
2. Select the Applications tab. The Application Launchpad is displayed
3. On the Application Launchpad, select My EPP. A Warning page is displayed.

You are accessing a U5, Government information system, which includes (1) this computes,
(2 this compatar netwerk, (3) all compulers connected Lo this natwark, and (4) all devices
and slorage media allached to this nefwork or to a compuder on this natwork. This information
systam is provided for U.S. Governmant-authorized use only.

Unavihorized or impraper use of this system may result in disciplinary action, as well as civil
and eriminal panalties,

By using this information system, you understand and consent to the following:

= ‘You have no reasonable expectation of privacy regarding any communicalions or data
transiting or stored on this information system. At any time, the govarnment may for any
lawtul govarnmant purpose monites, infercegd, search and seize any communication or data
transiting or stored on this information sysiem,

s Any communications or data iransiting or slored on this infermation Syatem may be disclosed
or used for any lawiul governmant purpose,

= ‘Wour consant ig final and irrevoeable. You may not rely on any statements of informal policies
purporting bo provide you with any axpectation of privacy regarding communications on this
system, whethar oral or written, by your supervisor or any other official, except USDA's Chiaf
Information Officer

Terms and Conditions for Use:
To usis this sile, you must adhare bo all requiraments for accass. Unauthadized use of this site
andior aur systams, including but ned limited 1o misuse of any information posted on tha site
or unautharized entry into any of cur systems is strictly prohibited. In addition, you may not
aither directly or through the use of any device, software, Internet site, web-based sarvice, or

ather means incorporate the content on this site inte, or stream of ratransmil the content via
any hardwane or software application or make i available via framaes or in-ling links

Figure 1: Warning Banner Page

4. Selectthe I Agree button. The My Employee Personal Page login page is displayed.
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Choose a Sign in Option

National Finance Center MYEPP allows users the option of choosing to sign in with their normal
MyEPP credentials or their eAuthentication account ifthey have one.

My Employee Personal Page

Providing employees self-service access to their personal information and the ability to view and l
make changes to their salary and benefit information without having to submit changes requests to
their Agency personnel office.

Sign in with PIV/Login.gov

News and Announcements

Have you moved recently?
A
"f
o —

e —

When Should Your Paycheck Keep Your Address Current. Even

(Direct Deposit) Be In Your If You Leave Federal Employment!

Figure 2: EPP Launch Pad Page

Note: To obtain help on the My EPP login page, select the Need Assistance? link.
The Need Assistance? page is displayed.

Select the Need Help? link. The EPP User ID/Password Quick Reference guide is
displayed.

Then, follow the instructions as per the EPP User ID/Password Quick Reference
Guide.
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Need Assistance?

Need assistance with accessibility?
See the accessibility section of the MyEPP

Procedure Manual.

Need assistance with logging in?
J/(‘ Need Help?

= Have questions about your payroll or benefits?
Contact your Personnel or HR Office.

'{,é:; Experiencing difficulty using the app?

Call the NFC Contact Center at 1-855-632-4468
during the hours of operation of 06:30 am to 5:00 pm
Central time, Monday through Friday (except on
Federal Holidays).

Close

Figure 3: Need Assistance Page

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.
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Logging in to EPP for the First Time

Note: Employees must log in to EPP using PIV/Login.Gov when making banking
changes.

The Login page allows the user to log in to EPP for the first time.

1. To log in to EPP for the first time, connect to the NFC Home page.
2. Select the Applications tab. The Application Launchpad is displayed.
3. On the Application Launchpad, select My EPP. The Warning Banner page is displayed.

Home Healp

You are accessing a U.S, Government information system, which includes (1) this computer,
12) his eompaitar network. (3) all computers connected to this natwork, and (4) all devicas
and storage media attached 1o this network of to 8 computar on this natwork. This information
system is provided for U.S. Governmant-authorized use only.

Unautharized or imprapar use of this system may result in dissiplinary action, as wall as civil
and criminal penalties,

By using this information system, you understand and consant to the following:

= ‘You have no reasonable expectation of privacy regarding any communications or data
lransiting or slorad on this information system. At any lime, the govamment may for any
lawtul govarnmant purpose monitos, infercepd, search and seize any communication or data
teansiting or slored on this infermation system,

= Any communications of data lransiting of slored on this information system may be disclosed
or used for any lawlul governmant purpose,

= ‘Your consent is final and irrevecable. You may not rely on any slatements o informal policies
purporting to provide you with any expectation of privacy regarding communications on this
system, whether oral or written, by your supervisor or any other official, excepl USDA’s Chief
Infarmation Cficer

Terms and Conditions for Usa:
To use this site, you musi adhere bo all requirements lor access. Unauthorized use of this site
andier gur syslams, including bul ned limited 1o misuse of any infermation posted on the site
or unaulhorized entry info any of our systems is sirictly prohibited. In addition. you may not
aither directly or through the use of any device, software, Internet site, web-based sarvice, or

other means incorparate the content on this site inte, or stream or retransmit the contant via
any hardwane or software application or make i available via framaes or in-line links

Figure 4: Warning Banner Page

4. Selectthe I Agree button. The My Employee Personal Page page is displayed.
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Mational Finance Cenler

My Employee Personal Page

Presiseting armsipses sed sarcom scoeen b e personal siommaton se the sk by vew snd
make charger 10 ther sslery and brenelt inkermation st hiring io subewit hanges retuests 0
thair Agancy perssnnal ofica

News and Announcements

N -

2024 W2 Statements Now RN $50a8 Tour Payshecs
AV FDIF#CE DHDOME) B In Your
Avcant?

Choose a Sign in Option

EHp YOUT A00rEss el Even
Yo Leawe Facier sl Emgacyment!

Be murw thst o have provised pour

avaiabic tr empioyres slecironcaly Dhnci Deagomail st b, el Curent mading Badress o you
nera sicn = Bresn

comvenent Loms bnancal
o mrw reogiving any mad
Satonal Firmrce Contes may send
ut. You cen uedaie your oddreas vis
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Bage Trplzya Sl ervon featurs
whie amployed, o you can subesd 8
farm AZ 340, Cmpioyen Asdross, i
v serang pesssnrel alice before
or afir wegaratng om your Agency

Bt date of reeord

Dot Dopont payrents mem mowed

5 P Monciay Koltresng the
cormpietan of the PAYADLL prozoss
or Tuesdary for those pay penods
wher Wanday s an el Feders:

oy, Satrday is not the ofical
papmant dsis

Figure 5: My Employee Personal Page Page

5. From the Choose a Sign In Option menu, select a sign in option in accordance with the
information provided in your EPP sign up letter. The My EPP Log In page with the
security reCAPTCHA is displayed.

Note: The security reCAPTCHA message is only displayed when the Sign In
with EPP Account button is chosen.
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Sample Page

Log In

User ID: —
'_ MyEPPUserD

TEEETTES

im
=®NFC Home | Accessibility Slaterent | Security | Privacy Folicy | Contact Us

Figure 6: Log In Page

6. Enter the User ID and Password information in accordance with the EPP sign up letter
provided.
7. Select the reCAPTCHA checkbox that reads, I'm not a robot.

Note: The security reCAPTCHA message is only displayed when the Sign In with
EPP Account button is chosen.

Note: In most cases, a checkmark will appear, and you may proceed with your
request; however, in some cases, further verification may be needed, and you may
be required to solve an additional challenge. If prompted, follow the on-screen
instructions to complete your verification. Once the additional challenge has been
passed, a checkmark will appear, and you may proceed with your original request.

8. Select the Log In button. The Security Measures for Your Employee Personal Page is
displayed.
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Logout |

Figure 7: Security Measures for Your Employee Personal Page
9. Complete the fields as follows:
New User ID (EPP) Field Instruction
Confirm New User ID (EPP) Field Instruction
New Password (EPP) Field Instruction
Confirm New Password (EPP) Field Instruction

10. Select the save button. The Enter Your Work E-mail Address page is displayed.
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4

Pay Period Calendar m

Enter Your Work E-mail Address

Items marked with an asterisk * are required.

Please verfy the email address listed below as your current work email address. If your email is not
digplayed or is incormect, please enter a valid, current work email address.

“Work E-mail: | |

100 ot Have a Work E-mail Address | Submit |

Figure 8: Enter Your Work E-mail Address Page

Note: To change/modify your email address, refer to the EPP Preferences menu
option for guidance.

11. Complete the Enter Work E-mail Address Field Instruction.

Note: If the employee has a work email address on IRIS Program IR119,
Employee Personnel Data, it will be displayed in this field. The user may edit this
field if desired. If the user does not have a work email address, they should select
the I do not have a work email address button and follow the

instructions that are displayed.

12. Select the submit button. The Verify Your Work E-mail Address page is displayed.

Pay Period Calendar m ContactUs N
— "

& >4

Verify Your Work E-mail Address

Please enfer the code we sent to ******i@usda.gov. You have 10 minutes to complete the request. If
you have nol received an email after 10 minutes, o if you leave this page before you enter the code,
you must kog in again.

! Back [ Suhmil_l

Figure 9: Verify Your Work E-mail Address Page
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13. Enter the verification code sent to your work email address in the Verification Code field.
14. Select the submit button. The Enter Your Personal E-mail Address page is displayed.

y

-

Enter Your Personal E-mail Address

Items marked with an asterisk * are required.

Please verify the e-mail address listed below as your current personal e-mail address. If your e-mail is
not displayed or is incomrect, please enter a valig, mmmm I you do not have a
personal e-mail address, you may enter an atternate work e-mail address

“Personal E-mail: | |

Figure 10: Enter Your Personal E-mail Address Page

15. Enter your Personal Email address in the Personal E-mail field.

Note: If the user does not have a personal email address, they may reenter their
work email address in this field.

16. Select the submit button. The Two-Step Authentication page is displayed.
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Sample Page

Two-Step Authentication

Toiﬂuﬁﬂw??mﬂmwmﬂﬂmm‘nmh
or pext {SMS) as the second

What is text message (SMS)7

Each time you 0g intd your ocount With your password, wa'll 36nd & one-tine USE CO0E Vil it
m(ﬂlﬁ]bmwMMYwﬂmmMMbwmmw
Message and data rates may apply.

What is an authentication app?

Authenticstion apps generate security codes for signing in fo sites that require 3 high level of security.
\'nuunmm apps to get securty codes even i you don't have an intemet connection of motde
service. A mobde mmuhww an authentication app, but othes forms exist.
inchudi tions for browser extensions, and physical hardware.

Any based Lirme nd (TOTP) dard and can use a3
aamauw.nmuymmnmm

L li 1 o work with the registrar, you wall be able to receive
mmwmmmm suthenfication apps include:

= Android: Googie Authenscator, Authy, LastPass, 1Password
* 10S: Google Auhenticator, Authy, LasiPass, 1Password

= Windows: Microsoft Authenficator, 1Password, Gnelogin OTP
+ Mac: 1Password, OTP Manager

Please note that some authentication apps have a cost.

|
=% NEC Home | Accessibility Staternent | Security | Privacy Palicy | Contact Us

Figure 11: Two-Step Authentication Page

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.

17. On the Two-Step Authentication page, choose an option to verify your access.
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Valid values are:

Option

Text Message (SMS)

Authentication Application

Phone Call

Description

Select this radio button if you would like to
receive the authentication verification code
in the form of a text message (SMS). The
message will provide a verification code.

Select the Continue button. The Two-Step
Authentication Phone Number page is
displayed.

Select this radio button if you would like to
use the Authentication Application.

Select the Continue button. The Two-Step
Authentication Phone Number page is
displayed.

Select this radio button if you would like to
receive the Authentication verification code
via an automated phone call.

Select the Continue button. The Two-Step
Authentication Phone Number page is
displayed.

To utilize these options the user will have to provide a United State (U.S.) telephone number.
Each time you log in to your account with your password, a one-time use code via text
message will be sent to your verified phone number.

Note: If you are outside of the U.S., you must use the Authentication application option.
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Two-Step Authentication

ltems marked with an asterisk © ane requined.
Enter your phone number below. The phone number must be able to accept SMS (text) messages.

*Fhone Nember: ]

By entering my phone number, | understand that each time | log inte my EPP account with my
password, a verification code will be sent to the phane number listed above. | will need to enter that
code on EPP ags part of the login process to access my account. Message and data rales may apply.
See gur Privacy Act Notice below,

Back || Submit |

Privacy Act Notice

We are asking for your persanal contact information, including your phone number and email address,
in order 1o send copfirmation notices to you about online transactions. We- use and refain your personal
informaticn only for this purpose and only a5 long as needed, as authonized by Law. We will not share.
the information you provide 1o us other than as provided by aw.

Figure 12: Two-Step Authentication Phone Number page

Text Message (SMS) Option:

1. Enter your phone number in the Phone Number field.

Note: The phone number must be able to accept text messages (SMS). If you
have lost your phone or changed your phone number, please see
Miscellaneous menu option for guidance.

2. Select the submit button. The Two-Step Authentication (with Verification Code) page is
displayed.
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Sample Page

Two-Step Authentication

Please enter the code sent to (555) 555-5555. You have 10 minutes to complets the request. If you
have not received a code after 10 minutes. or if you leave this page before you enter the code. you
must log in again.

| Sand newcode

Figure 13: Two-Step Authentication - Verification Code

3. Enter the verification code received via text message (SMS) in the Verification Code
field.

Note: If you do not receive the code within 10 minutes, select Send new code.

4. Select the submit button. You will receive a text message on your phone confirming 2-
Factor enabled. You are now logged in to EPP.

Authentication Application Option:

To utilize the Authentication application option, the Authentication applications generate
security codes without requiring internet connection or mobile service. User will need to
download an authentication app to their computer or phone.

1. Open your Authentication app. In EPP, the Two-Step Authentication (Key Code or Scan
Code) page is displayed.

Page 30



,Qi[—)— : Employee Personal Page

et Ty S
_“; 1 ..L;I |
&l | > 1

Two-Step Authentication

Get your code from an authenticaiton app.

1. Open your authenticaiton app
2 Enler this key in the app GAITENRVGAYDCNIU Copy

or

Scan code

3 Enter the code from the app|

Back Submit

Figure 14: Two-Step Authentication App Page

2. Enter or copy the key code from the app into the space provided under item number 3.
OR
Scan the code.

3. Select the Submit button.

Phone Call Option:

To utilize the phone call option you will have to provide a U.S. telephone number. Each time
you log in to your account with your password, a one-time-use code will be sent to your
verified phone number via an automated phone call.

Note: If you are outside of the U.S., you must use the Authentication application option.
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Two-Step Authentication

Items marked with an asterisk * are required.
Enter your phone number below. The phone number must be able lo accept voice calls.

By entering my phone number, | understand that each time | log into my EPP account with my
password, a venfication code will be sent to the phone number lsied above. | will need to enter that
code on EFF as part of the login process 1o access my accouni. See our Privacy Act Notice below.

| Back | | Submt |

Privacy Act Motice

We are asking for your personal contact mformation; including your phone number and email address,
i order to send confirmation notices 1o you about enine transactions. We use and retain your personal
mformation only for this purpose and only as long as neaded, as authonzed by law. We will not share
the information you provide 1o us other than as provided by law

Figure 15: Two Step Authentication - Enter Phone Number

1. Enter your phone number in the Phone Number field.
2. Select the submi t button. The Two-Step Authentication (verification code) page is

displayed. You will receive an automated phone call providing a verification code.

Two-Step Authentication

Piease enter the code sent to{123)466-7890. You have 10 minutes to complete the request. If you
have not received a code after 10 minutes, or if you leave this page before you entér the code, you
must log in again,

i

Venfication Code: | | |

Resend code

Figure 16: Two Step Authentication - Enter Verification Code

Note: If you do not receive the code within 10 minutes, select Resend Code.

3. Enter the verification code provided in the Verification Code field.
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4. Sel

ect the submi t button. The My EPP Main Menu page is displayed.

Note: By selecting the Phone Call option to receive the verification code, each
time you log in to your account, a one-time use code will be sent via an automated
phone call to the verified phone number. Enter the code to access your account.
Message and data rates may apply.

Note: To change the selected two-factor authentication option to another option, go
to Preferences, and select Change Two-Step Authentication.
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Registering Your Two-Step Authentication

Note: Employees must log in to EPP using PIV/Login.gov when making banking changes.

The Registering Your Two-Step Authentication page allows the user to choose how they
would prefer to receive the Two-Step Authentication verification code.

1. To register your two-step authentication, connect to the NFC Home page.
2. Select the Applications tab. The Application Launchpad is displayed.
3. On the Application Launchpad, select My EPP. The Warning Banner page is displayed.

Home Healp

You are accessing a U,S, Governmant information system, which includaes [1) this computer,
(2) this compaiter network, (3) all computars connectad 1o this netwark, and (4) all devices
and st::rags media altached 10 this network or to a EOﬂ‘.PIﬂEI‘ on thig natwark. Thig information
systam is provided for U.S. Government-authorized use anly.

Unauthorized ar imprapar use of thig system may resull in dissiplinary action, as wall ag civil
and crifminal panaltias,

By using this information system, you understand and consant to the following:

= ‘You have no reasonable expectation of privacy regarding any communications or data
transiting or storad on this information system. At any time. the govarmmant may for any
lawtul govarnmant purpose monitos, infercepd, search and seize any communication or data
transiting or stored on this information system,

= Any comdmunications of data lransiting of stored on this infarmation syatem may b disclased
or used for any lawlul governmant purpose,

= ‘Your consent is final and irrevecable. You may not rely on any slatements o informal policies
purporting to provide you with any expectation of privacy regarding communications on this
system, whethar oral or written, by your supervisor o any other official, except USDA's Chief
Infarmation Cficer

Terms and Conditions for Usa:
To use this site, you musi adhere bo all requirements lor access. Unauthorized use of this site
andier gur syslams, including bul ned limited 1o misuse of any infermation posted on the site
or unaulhorized entry info any of our systems is sirictly prohibited. In addition. you may not
aither directly or through the use of any device, software, Internet site, web-based sarvice, or

other means incorparate the content on this site inte, or stream or retransmit the contant via
any hardwane or software application or make il available via frames or in-ling links

Figure 17: The Warning Banner Page

4. Selectthe I Agree button. The My Employee Personal Page page is displayed.
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National Finance Center

My Employee Personal Page

Providing employees self-service access to their personal information and the ability to view and
make changes to their salary and benefit information without having to submit changes requests to
their Agency personnel office.

News and Announcements

Have you moved recently?
A0
\ ¢
o —

S —

When Should Your Paycheck Keep Your Address Current. Even

(Direct Deposit) Be In Your If You Leave Federal Employment!
Figure 18: My Employee Personal Page Page
5. From the Choose a Sign In Option menu, select a sign in option.

Valid values are:

Option Description

Takes the user to the eAuthentication Login
page.

Sign In with PIV/Login.gov

Sign In with EPP Account Takes the user to the My EPP Login page.

If the Sign In with EPP Account button was selected, the My EPP Log In page is
displayed with the reCAPTCHA security measure.

Note: The security reCAPTCHA message is only displayed when the Sign-in
with EPP Account button is chosen.
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Sample Page

Log In

UseriD:
[ MyEPPUserD

TEEETTES

|
=®NFC Home | Accessibility Slaterent | Security | Privacy Folicy | Contact Us

Figure 19: Log In Page
6. Complete the fields as follows:
User ID Field Instruction
Password Field Instruction

7. Select the reCAPTCHA checkbox that reads, I'm not a robot.

Note: In most cases, a checkmark will appear, and you may proceed with your
request; however, in some cases, further verification may be needed, and you may
be required to solve an additional challenge. If prompted, follow the on-screen
instructions to complete your verification. Once the additional challenge has been
passed, a checkmark will appear, and you may proceed with your original request.

8. Select the Log In button. The Enter Your Work E-mail Address page is displayed.
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Enter Your Work E-mail Address
Items marked with an asterisk * are required.

Please venfy the e-mai address listed below as your current work e-mail address, If your e-mail is not
displayed or is incomect, please enter a valid, curment work e-mail address.

*Work E-mail: | lohn.Doe@usda.gov |

| 10 nothave a work E-mail Adaress | submit |

Figure 20: Enter Your Work E-mail Address Page - With Name Filled

9. Verify that the email address displayed is your correct work email address by selecting
the submi t button. The Verify Your Work Email Address (with Verification Code) page is
displayed.

\4

4)'

Verify Your Work E-mail Address

Please enter the code we sent to " ri@usda gov. You have 10 minutes to complete the request. If
you have not recenved an e-mail after 10 minutes, or if you leave this page before you enter the code,
you must log in again.

“Verfication Code: | Resend Code

Submit |

Figure 21: Verify Your Work E-mail Address Page - Verification Code Entry

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.

10. Enter the verification code that was sent to your work email in the space provided.
11. Select the submit button. The Enter Your Personal E-mail Address page is displayed.
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Enter Your Personal E-mail Address

Items marked with an asterisk * are required.

Please venfy the e-mail address listed below as your current personal e-mail address. If your e-mail is
net displayed o is incommect, please enler a valid, cument personal e-mail address. If you do not have a
personal e-mail address, you may enter an altemnate work e-mail address.

“Personal E-mail;| IDee19808yahas.com |

Figure 22: Enter Your Personal E-mail Address (with Personal E-mail displayed) Page

12. Verify that the email address displayed is your correct personal email address by
selecting the submi t button. The Verify Your Personal Email Address (with Verification
Code) page is displayed.

/

Verify Your Personal E-mail Address

Please enler the code we sentto *B0@Yyahoo.com  You have 10 minules to complete the request
If you have not received an e-mail after 10 minutes, or if you leave this page before you enter the code,
you must log m again.

"Verification Code:| | Resend Code

| Back | Submit
Figure 23: Verify Your Personal E-mail Address Page - Verification Code

13. Enter the verification code that was sent to your personal email in the space provided.
14. Select the submit button. The Two-Step Authentication page is displayed.
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Two-5Step Authentication

To help pratect your EPP aceount fram fraudulent activity and add exira secunty, we are adding two-
step authentication. You can use an Authentication Application, text message (SMS) or phone call as
the second step.

Text message (SMS) and phone call are avalable in the US onty. If you are outside of the US, you must
use the Authentication application option.

Cheose an option to verify your access:
O Text Message (SMS)
() Authentication Application

) Phone Call

What is text message (SMS)?

Each time you 1og into your account with your password, we will send a one-time use code via text
message (SMS) to your verified phone number. You will then enter that cede to verify your account
access. Message and dala rales may apply.

What is an authentication app?

Authentication apps generate security codes for signing in (o sites that require: a high level of security.
You can use these apps to get secunty codes even if you don't have an internat connection or mobile
service. A mobile phone app is the typical example of an authentication app, but other forms exist,
including applications for desktops, browser extensions, and physical hardware.

Any application that implements the time-based one-time password (TOTP) standard and can use a
OR code or accept a manually entered key will also work.

After installing and configuring the application to work with the registrar, you will be able to receive
security codes for your account. Some options for authentication apps include:

= Android: Google Authenticator, Authy, LastPass. 1Password
» 105: Goggle Authenticator, Authy, LastPass 1Pazsword

+ Windows: Micrasofl Authenticator, 1Password, Onelogin OTP
= hiac: 1Password, OTR Manager

Please note that some authenticatlon apps have a cost.

What is phone call?

Each time you lo4g into your acceunt with your password, we will send a one-time use code via a phone.
call to your verified phone numbar. You will then enter that code to venfy your account access.
ge and dala rales may apphy.

Figure 24: Two-Step Authentication page

15. On the Two-Step Authentication page, choose an option to verify your access.

Valid values are:

Option Description

Select this radio button if you would like to
Text Message (SMS) receive the authentication verification code
g in the form of a text message (SMS). The

message will provide a verification code.
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Option

Authentication Application

Phone Call

Description

Select the Continue button. The Two-Step
Authentication Phone Number page is
displayed.

Select this radio button if you would like to
use the Authentication Application.

Select the Continue button. The Two-Step
Authentication Phone Number page is
displayed.

Select this radio button if you would like to
receive the Authentication verification code
via an automated phone call.

Select the Continue button. The Two-Step
Authentication Phone Number page is
displayed.

16. To utilize the text message (SMS) option, enter your phone number in the Phone

Number field provided.

Note: The phone number must be able to accept text messages (SMS).
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Figure 25: Two-Step Authentication Phone Number Page

Note: If you have lost your phone or changed your phone number, please refer to
the EPP Miscellaneous menu option for guidance.

17. Select the submit button. The Two-Step Authentication (with Verification Code) page is
displayed.

Your phone will receive a verification code via text message (SMS).

! Log Out

Figure 26: Two-Step Authentication Page - Verification Code Sent to Phone
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18. Enter the Verification Code in the field provided.

Note: If you do not receive the code within 10 minutes, select Send new code.

19. Select the submi t button. You will receive a text message on your phone confirming 2-
Step Authentication enabled. You are now logged in to EPP.

The EPP Main Menu page is displayed.

Pay Period Calendar m

Sample Page
Joseph Q. Harley News and Announcements!
OFC OF THE CHIEF FIN OFFC If you have af:umipn about this data or believe it has ermors, please contact your senvicing Human Resources
Elfiome ] ! '
[F]Financial Disclosure The Employee Personal Page has been modified fo include the link for the Combined Federal Campaign donor pledging
[CLeave Calculatar system for employees interested in workplace giving. Visit cfegiving.opm.goy
£ o
ersona o
Effective
Eger::‘;::iimem Type Pay Period, Year| Siaius
I
CIEAL Statements Heaith Insurance 01, 2019 | Pending
[IERI, Sex, & Disability Direct Deposit 20, EGTEIPendmg
[IFinancial Allotments
S
[EJFlex Spending Accounts Effective
[OHealth insurance Type Pay Period, Year
[lHealth Savings Account Direct Depaosit 10, 2017
[Life Insurance: Federal [ax W-4)| 04_ _20_1 5.
ClLeave Financial Alltment 185, 2015
g::ms"’i::e Address State Tax 22, 2015
[ Third Party Debts TSP Traditional 22,2015
TSP TSP Traditional Catchup 22, 2015
TSP Catch-Up
[OVet Status & Preference
w2
[1095-C
[CMiscellaneous
Preferences
O Time Manager
[Links
BENEFEDS Home
TSP Home
CFC Give Back

Figure 27: News and Announcements page

20. To utilize the authentication application option, on your phone, open your Authentication
app. The Two-Step Authentication (Key Code or Scan Code) page is displayed.
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Two-Step Authentication

Get your code from an authenticaiton app.

1. Open your authenticaiton app
2 Enler this key in the app GAITENRVGAYDCNIU Copy

or

Scan code

3 Enter the code from the app|

Back Submit

Figure 28: Two-Step Authentication App Page

21. Enter or copy the key code from the app into the space provided under item number 3.
OR
Scan the code

22. Select the Submi t button.

To utilize the phone call option you will have to provide a U.S. telephone number. Each time
you log in to your account with your password, a one-time-use code will be sent to your
verified phone number via an automated phone call.

Note: If you are outside of the U.S., you must use the Authentication application option.
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Two-Step Authentication

ltems marked with an asterisk © ane requined.
Enter your phone number below. The phone number must be able to accept SMS (text) messages.

*Fhone Nember: ]

By entering my phone number, | understand that each time | log inte my EPP account with my
password, a venfecation code will be sent to the phone number listed above. | will need to enter that
code on EPP ags part of the login process to access my account. Message and data rales may apply.
See gur Privacy Act Notice below,

[ Back || Submit |

Privacy Act Notice

We are asking for your persanal contact information, including your phone number and email address,
in order lo send confirmation notices to you about onkine fransactions. We use and retain your personal
informaticn only for this purpose and only a5 long as needed, as authonized by Law. We will not share.
the information you provide 1o us other than as provided by aw.

Figure 29: Two-Step Authentication Phone Number page

23. Enter your phone number in the Phone Number field.
24. Select the submit button. The Two-Step Authentication (verification code) page is
displayed. You will receive an automated phone call providing a verification code.

Two-Step Authentication

Please enter the code sant to (1077) S0 . You have 10 minutes to complate the requast. If you

have not received a code after 10 minutes, of if you leave this page before you enter the code, you
must lag in again.

| Back | | Submit

Figure 30: Two-Step Authentication Phone Number Verification page

Note: If you do not receive the code within 10 minutes, select Resend Code.
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25. Enter the verification code provided in the Verification Code field.
26. Select the submi t button. The My EPP Main Menu page is displayed.

Note: By selecting the Phone Call option to receive the verification code, each
time you log in to your account, a one-time use code will be sent via an automated
phone call to the verified phone number. Enter the code to access your account.
Message and data rates may apply.

To change the selected two-factor authentication option to another option, go to
Preferences, and select Change Two-Step Authentication.
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Logging In

Note: Employees must log in to EPP using PIV/Login.Gov when making banking
changes.

The Log In page allows you to log in to EPP.

1. To log in to EPP, connect to the NFC Home page.
2. Select the Applications tab. The Application Launchpad is displayed.
3. On the Application Launchpad, select My EPP. The Warning Banner page is displayed.

Warning

You are accessing a U.S. Governmaent information system, which inchudes (1) this computer,
12) this computar network, (3) all computers connected to this natwork, and (4) all devices
and storage media attached 1o this network or to 3 compuler on this network. This information
systam |s provided for U_S. Government-authorized use only.

Unautherized of imprapar use of this system may resull in diseiplinary action, a8 well as civil
and criminal pmmllius.

By using this information system, you understand and consent to the following:

= Wou have no reasonable expectation of privacy ragarding any communications or data
transiting or slored on this information system. At any time, the government may for any
lawful government purpose monitor, intercepd, search and seize any communication or data
transiting of slored on this information system,
« Any communications or dala lransiting of slored on this infermation system may be disclosed
of used for any lawlul govermment purpase,
= Your consent is final and irrevocable. You may not rely on any slatements or informal policies.
purporting to provide you with any expectation of privacy regarding communications an this
system. whether oral or written, by your supervisor or any other official, excep! USDA's Chief
Information Officer,
Terms and Conditions for Use:
To use this site, you must adhede 1o all raquirements for access. Unauthorized use of his site
andicr our aystams, inclsding but not limited 1o misuse of any information posted on the site
or unauthorized entry into any of our systems is sirictly prohibited. In addition, you may not
aither directly or through the use of any device, software, Internet site. web-based service, or
other means incorporate the content on this site into, or stream o retransmit the content via
any hardware or software application or make it available via frames or in-line links.

Figure 31: Warning Banner Page

4. Selectthe I Agree button. The My Employee Personal Page page is displayed.
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MyEPP 2

National Finance Center

My Employee Personal Page

Providing employees self-service access to their personal information and the ability to view and
make changes to their salary and benefit information without having to submit changes requests to
their Agency personnel office.

News and Announcements

Have you moved recently?

S e

— T —

Keep Your Address Current. Even

When Should Your Paycheck

(Direct Deposit) Be In Your If You Leave Federal Employment!

Figure 32: My Employee Personal Page Page
5. From the Choose a Sign In Option menu, select a sign-in option.

Valid values are:

Option Description

Takes the user to the eAuthentication Login
page.
Sign In with EPP Account Takes the user to the My EPP Login page.

Sign In with PIV/Login.gov

6. If Sign In with EPP Account was selected, Complete the fields as follows:
User ID Field Instruction
Password Field Instruction

7. Select the reCAPTCHA checkbox that reads, I'm not a robot.

Note: The security reCAPTCHA message is only displayed when the Sign In
with EPP Account button is chosen.

Note: In most cases, a checkmark will appear, and you may proceed with your
request. In some cases, further verification may be needed, and you may be
required to solve an additional challenge. If prompted, you should follow the on-
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screen instructions to complete the verification. Once the additional challenge has
been passed, a checkmark will appear, and you may proceed with your original
request.

8. Select the Log In button.

Note: When registering your Two-Step Authentication, if you chose to receive the
verification code via text message/SMS, your phone will receive the text message
code at this time. If you chose Authentication Application, proceed to the
Authentication Application option. If you chose Phone Call your phone will receive
a call at this time. The Two-Step Authentication (verification code) page is
displayed.

Text Message (SMS) Option:

If the Text Message Option was chosen, the Two-Step Authentication page Verification Code

is displayed.

>

e

"

&l

e

Two-Step Authentication

Please enter the code sent 1o 123-456-7890, You hawe 10 minutes to complete the request. if you
have not received a code after 10 minutes, or i you leave this page before you enter the code, you
must lag in again.

“Verification Code: | | Resend code

| Back | | Submit |

Figure 33: Two-Step Authentication Page - Verification Code Sent to Phone
Your phone will receive a verification code via text message/SMS.

1. Enter the verification code via text message (SMS) in the Verification Code field.

Note: If you do not receive the code within 10 minutes, select Send new code.
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2. Select the submit button. You will receive a text message on your phone confirming 2-
Step Authentication enabled. You are now logged in to EPP.

Authentication Application Option:

If the Authentication Application Option was chosen, the Two-Step Authentication (Key Code
or Scan Code) page is displayed.

&

/i

4 -- = |
y t\_m-..:; '-'
—yE,
e fod " ]
oD
e G
&1 )

Two-Step Authentication

Get your code from an authenticaiton app.

1. Open your authenticatton app
2 Enter this key in the app | GAITENRVGAYDCHIU Copy

or

Scan code

3 Enter the code from the app

Back Submit

Figure 34: Two-Step Authentication App Page

1. Open the Authentication app on your cell phone.

2. Enter or copy the key code from the app into the space provided under item number 3.
OR
Scan the code.

3. Select the submi t button. You are now logged in to EPP.
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Phone Call Option:

If the phone call option was chosen, each time you log in to your account with your password,
a one-time-use code will be sent to your verified phone number via an automated phone call.

Note: If you are outside of the U.S., you must use the Authentication Application option.

4

Two-Step Authentication

Please enter the code sent 1o 123-456-7890, You hawe 10 minutes to complete the request. if you
‘have not received a code after 10 minutes, or if you leave this page before you enter the code, you
must lag in again.

“Verification Gode:| | Resend code

Figure 35: Two-Step Authentication Page - Verification Code Sent to Phone

1. Enter the verification code in the field provided.

Note: If you do not receive the code within 10 minutes, select Resend code.

2. Select the submit button. You are now logged in to EPP.

Page 51



QS/D— é Employee Personal Page

Page 52



y—i[—)i—é‘ Employee Personal Page

Login Instructions Using eAuthentication

Note: Employees must log in to EPP using PIV/Login.Gov when making banking
changes.

If the Agency accesses the application using the eAuthentication Login, follow the steps
below.

Logging in Using PIV/Login.gov

Note: Employees must log in to EPP using PIV/Login.Gov when making banking
changes.

1. To log in to EPP, connect to the NFC Home page.
2. Select the Applications tab. The Application Launchpad is displayed.
3. On the Application Launchpad, select My EPP. The Warning Banner page is displayed.

Warning

You are accissng & U 5. Govemmant infpmabon sysiem, which inchudes (1) ihis compuier
(21 Ihis Corfgnibil abwrk, (1) &8 Compubits coneciied 1 IS Fatwark, ahd (4] a8 devicis
And $hengn Mede Aachad bo Bes notenri of 10 8 Computer on thig natwerk This infomabon
system m prowided for U S Governmenl-authoried use ony

Unutherized o improper ui of ths syl may resull in discelinary ackon, as wall a3 il
a0 crvieial panafsrs

By using thes infommation Syshem, you ederstand and consent 1o the following

= You v o reasonable expecinbon of prvacy regacdsy sy commenscations or dats
BARENNG of SH6red n 1 infarmABGD Sysam AL Aay me, 10 GOVEHMEN! Mivy 14 any

o Ui lor ANy Lawlul grwninmant purpos)
« Wour comsent is fnal and imevocable. You may not refy on any statements of informal policas
PUNPOENgG 10 Provedo Yo wilth Sy aepectation of prvecy reperding [ommunications on this
systam, whathar oral of wailon, by your supenssot or ANy offes offitial, mmcopt SOA'S Chist
Information OMces
‘lierme and Cenditions for Use:
Tor ersar i 5i10, Fou must achere 10 all Fequesments for Bocess Lnauihorized ww of s sit
andior cur syslems, inchading bul not listed 15 Sisuse o asy inlemalion posted on thi it
or unauthonizad enlry NID any of DU Systams i sinctly profebiod. in addiion, you may not
aithee dinecily oc thisugh e ws of any divice, softwars, intetnel e wobibased sarvice. of
oiher means mcompoento the conlont on thes sile into, or siream or retransmil the conlent via
any haedwnre o software applicalion or make 1| avadable Wa frames of nbng ks

Figure 36: The Warning Banner Page

4. Selectthe I Agree button. The My Employee Personal Page page is displayed.
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Choose a Sign in Option
National Finance Center

MyEPP allows users the option of choosing to sign in with their normal

My Employee Personal Page

Providing employees self-service access to their personal information and the ability to view and l
make changes to their salary and benefit information without having to submit changes requests to
their Agency personnel office. [

Sign in with PIV/Login.gov

News and Announcements

Have you moved recently?
A0
\ ¢
o —

S —

When Should Your Paycheck

Keep Your Address Current. Even

(Direct Deposit) Be In Your If You Leave Federal Employment!

Figure 37: My Employee Personal Page Page

5. From the Choose a Sign In Option menu, select a sign-in option. The Agency
Selection popup appears.

Agency Selection o

Please select your agency to continue.

<>

Note: A selected agency automatically saves for future logins. To change an
agency login, choose it from the list and click the Continue button to save.

Figure 38: Agency Selection popup

6. Select the applicable Agency.

7. Select the Continue button. The Save Agency popup appears.
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Save Agency?
You have selected U.S. Department of Agriculture. Do you want to save this as your default agency for all future logins?

Note: If you need to change your default agency in the future, you will need to delete your browser cookies

Figure 39: eAuthentication Save Agency Popup

8. Select the Yes button. The eAuthentication Log In page is displayed.

USDA eAuthentication
Lol eAuth
ol /S DEPARTMENT OF AGRICULTURE @

HOME CREATE ACCOUNT  MANAGE ACCOUNT~  HELP v
We'll take you to your destination in just a moment.

in o USDA eAuthentication. F S8 log In or
nt

Lag In with Loy In wath
PIVICAC : Password

User ID

B Show P

Log In with Password

Update Find
Help

Warning
Upon login You Agree to the Following Information
+ You are accessing a U.S. Governmeant information system, which includes (1) this computar, (2) this computer network, (3) all
computers connacled o this network, and (4) all devices and slorage media attached o this network or to a computar on this
network, This information system is provided for U S. Government-authorized use only
+ Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties

+ By using this information system, you understand and consent to the following

1. You have no reasonable expactation of privacy regarding any communications or data transiting or stared on this
infermation system, Al any time, the govermmant may for any lawiul govermment purposa manitor, inlercapl, search and
saize any communication or data transiting or stored on this information system

2. Any communications or data transiting or stored on this information system may be disclosed or used for any lawful
government purpose

W

Your consent is final and irrevocable. You may nol rely on any statements or informal policies purporting o provide you
with any expectation of privacy regarding communications on this system, whether oral or written, by your supenisor or
any other official, except USDA's Chief Information Officer

Figure 40: eAuthentication Login Page
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9. Selectthe Log In with PIV/CAC button to log in. The Windows Security Select a
Certificate page is displayed.
10. Select the applicable certificate. The applicable Windows Security Smart Card popup
will appear.

Note: Prior to selecting the OK button, ensure that the credential information
displayed on the Certificate page is correct. If not, select the More choices option,
select the correct credentials, then select the OK button.

11. Enter your PIN.
12. Select the OK button. You are connected to EPP.
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Logging In Using ID and Password

Note: Employees must log in to EPP using PIV/Login.Gov when making banking
changes.

1. To log in to EPP, connect to the NFC Home page.
2. Select the Applications tab. The Application Launchpad is displayed.
3. On the Application Launchpad, select My EPP. The Warning Banner page is displayed.

i 818 SLCessg & LS. Govommant information systom, which inchsdas (1) this comguter
121 this computer network, {1) &% Compateds connected 10 this rtwork, and (4) 88 devices.
and shnge Mede Atiachad b0 B notwor of 10 8 Computer on this netwerk This informaton
St o pioeidid 1of 1) S, Gowid el authoritid use oy

Unauthorized of impoper use of Bhs system may resull in drciplnary acton, as well as civil
and crieranal panatss

By usenwy thes information syshem you uadersiand and conset 10 tha follwing

= You Rave no reasonabie expectabion of prvacy regacds) any COmmunCEtons of dats
Eansiting of stored on fhs information syslem AL asy ime, ihe gaveenmen may ke any
lawful governmunt purpose Monace, siedCepA, Search and Souw any CommuUNICAton o data
Erangiiing or siored o i mabon system

< Any communicabons of ansiling o siored on this infomation system may be distkesed
o Ui o ANy Wil GOVEIMmANt pUTposa

© Your consent it fnal and imevocable You may not rety on any stalements or nformal polioes
PUTPOMNG 13 ProvidD Yo with Yy BARCIANON of BVECY Mgarting COmMUNICRLOns on this
system, whather ol of wiillon, by your sepervisor o any offee official, except USOA's Cheed
Indormation Gificee

‘lerme and Conditions for Use:

To wsa s 50, pou must adnene 10 Bl FqUERTENTS Br BoCess Unuthorized wso of his sila
Andior our systees, incheding but not limited 1 misuss of asy infrmabion possed on This s
or unauthorized eniry info any of our Systems & sinclly protsbiled. In addition, you may not
withes direcily o¢ thiough e w3i of any device, softwate, Isbenel ste. wib.based saros, of
other means incorpednin the conlent on ths sita into, or sineam o retransmi the conlont vis
any hacdware of software application of meke it avalable via rames of ndne ks

Figure 41: The Warning Banner Page

4. Selectthe I Agree button. The My Employee Personal Page page is displayed.

Choose a Sign in Option
National Finance Center MYEPP allows users the option of choosing o sign in with their normal

My Employee Personal Page

Providing employees self-service access to their personal information and the ability to view and
make changes to their salary and benefit information without having to submit changes requests to
their Agency personnel office.

Sign In with PIV/Login.gov

Sign in with EPP Accoun

Need assistance?

News and Announcements

Have you moved recently?
AL
\ &
£

— T —

When Should Your Paycheck

Keep Your Address Current. Even

(Direct Deposit) Be In Your If You Leave Federal Employment!
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Figure 42: My Employee Personal Page Page

5. From the Choose a Sign In Option menu, Select Sign in with EPP Account. The

7

My EPP Log in page appears.

Sample Page

Log In

User ID: =
'_ MyEPPUserD

TEEETTES

im
=®NFC Home | Accessibility Slaterent | Security | Privacy Folicy | Contact Us

Figure 43: Log In Page
6. Complete the fields as follows:
User ID Field Instruction
Password Field Instruction

7. Select the reCAPTCHA checkbox that reads, I'm not a robot.

Note: The security reCAPTCHA message is only displayed when the Sign In
with EPP Account button is chosen.

Note: In most cases, a checkmark will appear, and you may proceed with your
request. In some cases, further verification may be needed, and you may be
required to solve an additional challenge. If prompted, you should follow the on-
screen instructions to complete the verification. Once the additional challenge has
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been passed, a checkmark will appear, and you may proceed with your original
request.

8. Select the Log In button. You are now logged in to EPP.

Note: When registering your Two-Step Authentication, if you chose to receive the
verification code via text message/SMS, your phone will receive the text message
code at this time. If you chose Authentication Application, proceed to the
Authentication Application option. If you chose Phone Call your phone will receive
a call at this time. The Two-Step Authentication (verification code) page is
displayed.

Text Message (SMS):

If the Text Message was chosen, the Two-Step Authentication page Verification Code is

/

displayed.

—"1

e

e

ct,:"..'-

Two-Step Authentication

Please enter the code sent 1o 123-456-7890, You hawe 10 minutes to complete the request. if you
have not received a code after 10 minutes, or i you leave this page before you enter the code, you
must lag in again.

“Verification Code: | | Resend code

| Back | | Submit |

Figure 44: Two-Step Authentication Page - Verification Code Sent to Phone
Your phone will receive a verification code via text message/SMS.

1. Enter the verification code via text message (SMS) in the Verification Code field.

Note: If you do not receive the code within 10 minutes, select Send new code.

2. Select the submit button. You are now logged in to EPP.
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Phone Call Option:

If the phone call option was chosen, each time you log in to your account with your password,
a one-time-use code will be sent to your verified phone number via an automated phone call.

Note: If you are outside of the U.S., you must use the Authentication Application option.

4

- _‘

Two-Step Authentication

Please enter the code sent 1o 123-456-7890, You hawe 10 minutes to complete the request. if you
have not received a code after 10 minutes, or i you leave this page before you enter the code, you
must lag in again.

“Verification Gode: | | Resend code
| Back | | Submit |
Figure 45: Two-Step Authentication Page - Verification Code Sent to Phone

1. Enter the verification code in the field provided.

Note: If you do not receive the code within 10 minutes, select Resend code.

2. Select the submit button. You are now logged in to EPP.

Following the selection of either the Text Option or Phone Option, you will receive a text
message on your phone confirming 2-Step Authentication enabled. The Welcome to
EPP Page displays.
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Figure 46: Welcome to EPP Confirm Address Page

3. Select ves or No to confirm your mailing address. The EPP Main Menu Page displays.
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Cont | Log out

g
i~

Figure 47: EPP Main Menu Page
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Login Instructions Using Login.gov

Note: Employees must log in to EPP using PIV/Login.Gov when making banking
changes.

If the Agency accesses the application using login.gov, follow the steps below.

1. To log in to EPP, connect to the NFC Home page.
2. Select the Applications tab. The Application Launchpad is displayed.
3. On the Application Launchpad, select My EPP. The Warning Banner page is displayed.

Warning

¥iou ane sCoessing @ LS Gow
G2} this computer network. {31

ration systom which includes (1) thes comgates
connecied 1o this setwork_ and (4) a8 devices

oF 45 8 COMPUlEF On This Nabwsak This infoimalion
systom m prowided for 115 Govesnment.authorited Use ony

Unauthonzed of improper use of the system may resull in decphnary acon, as well & canl
and thmsal panalls

By whing This. information syshem, you urderitand and conset 1o the foliwing

= Yo hurvr N roasonable axpectabion of prvacy egandeng any oommunicatons or dats
mpRLnAg oF Shored O thes INFOrmAaBon sysim AL gy 1, The GEvlenmi muy foe any
Enwtisl QoW IHMONL PUIPOS MONAGK, L0IpA, SAarch and SHLE Ay COMMUNKAbON of data
Eanuhing of shored on ihis informabon sysiom

* Afy communcations of dab nsting of slofed of the inlormalion system Say be disciosed
o e or ANy vl gEaRITmInE purpesh

« Your consent is fnal and irevocabie. You mary not roly o any stalements of nformal polioes
PAUPOIBNG b3 prOvida You Wil Sy SKPECEANON Of pIVICY Megading Communications on this
sysbem, whatfuer oral o wiitlon, by your supervisor or sy ctier olfitial, axcepl UISOAS Chat
niemation Offoss

Terms and Conditions for Use:
To s thes site, you must achere o all requissments for access. Unmushorized s of ihis sio
SOAGT S Syl iNckaing bul ol hitebed 1 Sxduie of Ay ifHIMAtON POSMEE of B 3ils
oF unsuPorizad antry mio any of our systoms s sinclly profebiled In addicn, you may nol
it rectly o INMOuG B wse of ANy 0Eice, SORwWaT, Inbernl S0, wot-hased Sorvice, o
othar masans incorporatis the conlant on this $ilo into, or siream of retransmil the conen va
any handwarg o soltwane soplicabon of maks i avalable na ramas of ining leks.

(50t vortiralby gu buvired
Figure 48: The Warning Banner Page

4. Selectthe I Agree button. The My Employee Personal Page page appears.
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Choose a Sign in Option

National Finance Cenler

My Employee Personal Page

o et e vt s iy | . ]
MG SN R 10 S TG
thait Agency pornnel offica | - S |

Mews and Announcements

Eetp Your Address Cumead Even
Yo Leaws Fesersl Empaoyment!

2038 W2 Stabements How
Lvallatiat

B ware that you have prowded your
Currenl makng BRIES 15y

Thw 3034 W-F Siatemend v now
aualalic Ve emplnpres HlaIACEl
through e Employer Parsamai Page
(PP Direst Dmgonit i ast usfe,
and convesend. Fie, rec

e T T
Matanal Finarce Conter may serd

. Yo £e Lpedle ot aadress vis
NFCs Crployes Personal

Dage Trployen Bodl Serae featrs

whie arployed, o you ten s

farm AL 140, Cmployen Asdress. 1o

i sereng persserel olice befoe
Br afier eeparatng bom your Rgensy

Marday lolimrg NIz b wveably
payiol processing I 1954 wah

Bopoei, the peifiamant daio on 21
Dieect Dopost papmants mes meved
5 P Miociny Rolising this
carpivian of the PAYRTLL procees
s Tuesitay fow thivse pay parioeds
wher Monday i a0 offcial Feders
oty Gakrday s Hot ihe sMurial
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Figure 49: My Employee Personal Page Page

5. From the Choose a Sign In Option menu, Select the Sign in with PIV/
Login.gov. The Agency Selection popup appears.
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Agency Selection @

Please select your agency to continue.

U.S. Department of Agriculture -

U.S. Department of Agriculture -

Login.gov - Separated Employees 5,

U.S. Department of Homeland Security - Auth Portal

U.S. Agency for International Development -
U.S. Department of Justice

Peace Corps

Federal Deposit Insurance Corporation
U.S. Department of the Treasury
Commodity Futures Trading Commission

Federal Election Commission

e folle

National Endowment for the Arts
J.S. Gt AmeriCorps (CNCS) computer ne
twork ) »mputer on t
spal Patent and Trademark Office (USPTO)

woper Occupational Safety and Health Review Commission (OSHRC) riminal pena

ition ¢ Court Services & Offender(CSOSA)/Pretrial Services (PSA)
asonable expectation of privacy regarding any communications or data transiting or stored

Figure 50: Agency Selection popup

6. Select Login.gov - Separated Employees from the drop-down menu. The
Customer Login page is displayed.
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BE Anofficial webdate of the United States government Here's how you know +

USDA eAuthentication
S .S DEPARTMENT OF AGRICULTURE @Eﬁum

CREATE ACCOUNT | MAMAGE ACCOUNT ~ | HELP ~

«a» Customer Login

Meed an account?
Mot aCustomer? Chanpe user type

Login.gov
Enter Login.gov Email Address and Password

NN A

Warning
Upon login you agree to the following information:

* You are accessing a U.5. Government information system, which includes (1) this computer, {2) this computer network, [3) all computers
connected to this network, and (4] all devices and storage media attached to this network or to a computer on this network. This
information system is provided for U.5. Government-authorized use only.

#» Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information
system. At any time, the government may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system.

2. Any communications or data transiting or stored on this information system may be disclosed or used for any lawful government
purpase.

3. Your consent is final and irrevocable. You may not rely on any statements or informal policies purporting te provide you with any
expectation of privacy regarding communications on this system, whether oral or written, by your supervisor or any other official,
except USDA's Chief Information Officer.

Quick Links Other Links

Home Accessibility Statement

Create Account Privacy Policy

Update Account Publi rden ment

EADs Non-Discriminatign Statement

Ein i nfer USDA goy

ContactUs Ush.pov

usba eAuthentication ° o @ - @
U.5. Department of Agriculture

Figure 51: Customer Login Page

7. Select Login.gov. The Link with Login.gov popup appears.
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gﬁ_[lé eAuthentication @e Auth

@l U.s. DEPARTMENT OF AGRICULTURE

Link with Login.gov @

Login.gov must be linked to an eAuth account to use it with USDA applications.
O Use an existing eAuth account to link to my Login.gov account.

Continue without linking to an existing eAuth account.

Figure 52: Link with Login.gov Popup

8. Select Continue without linking to an existing eAuth account.
9. Select the Continue button.
10. Follow the prompts to complete the login process.
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Exiting EPP

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

Figure 53: EPP Log Out Page
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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 includes announcements for all employees, and
messages targeted to specific groups of employees. Organizations can request that
messages be posted in the News and Announcements section of the Home page by
specifying either Department, Agency, or Department and Agency, and personnel office
identifier (POI). From the Log In page, select the Log In button. The EPP Home page is
displayed.

Note: Separated employees have access to EPP for 18 months from the date of
separation. Separated employees will use Login.gov with multi-factor authentication
(MFA). A Login.gov account must be created the first time a separated employee logs in
with Login.gov. Users will no longer have an option to use an EPP user ID and
password. Employees cannot make self-service change requests once they separate.
This also includes changing printing options. The employee records will also display in
IRIS for 18 months.
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Financial Disclosure

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

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

{ = '\

= T

[ Home Profile  Schedule A Schedule® ScheduleC  ScheduleD Print  Instructions ]

OGE-278 On-Line - Version 2

Welcome to On-Line Reporting
Process/instruction
‘We beligve you wil find completing the weab-based report easier and neatar than the paper farm.

The substantive instructions on what to report have been broken down by schedule 5o 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 regulalions da not aliow electronic filing. When electronic fiing is
allowad, we (and you) will ba 95% thare_ When you are ready to file, selact the print option from the menu

bar. Then print out your final copy, sign i, and submil it 1o the address below. The Office of Ethics will send
wou an e-mall receipt for your records.

USDA Office of Ethics

1400 Indepandence Ave, SW

Stop 0122 (room 348W)

Washington, D.C. 202500122
Online Reporting: Feedback

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

Figure 54: OGE-278 On-Line Page
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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.

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.
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Entering Leave Data

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

1. To enter leave data, select the Leave Calculator component. The Leave Calculator
page is displayed.

Welcome to the Leave Calculator.
Click hare for info on getting started
Don't forget fo click the Save buton when you make changes.

Year 2025 v | PayPeriod | 11 v | Cuent Pay Peiod

rey. 52025 500-1

Figure 55: 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:

Starting Balance Field Instruction

Annual Field Instruction
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Sick Field Instruction

Comp Field Instruction

My Leave Field Instruction

My Leave Field Instruction

My Leave Field Instruction

PP Total Field Instruction
Accrued Field Instruction
Ending Balance Field Instruction

5. Select save to save the leave data entered.
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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.

Page 81



QS/D— é Employee Personal Page

Page 82



gél_)ﬁ Employee Personal Page /

Create Leave Slip

The Create Leave S1ip option on the Options drop-down list allows users to create leave
slips as PDF files.

1. To create a leave slip, 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. Select Go. The Leave Calculator with Make Leave Slip page is displayed.

——— SAVINGGS
PLAN

Options | Go

Dcuﬂg

Figure 56: Leave Calculator with Make Leave Slip Page

Page 83



,Qi[—)/—: Employee Personal Page /

4. Select 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
Select 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.

1. To print a pay period calendar, 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. Select Go. The Employee Personal Page Leave Calendar page is displayed for the
selected year.

2025
Employee Personal Page Leave Calendar
As Of 6/13/2025
Sty Mo T W Thas e e Tus ] Ths ra InGirg
Belsecs VM) UM 18 WM WY 1@ A V32 WD 104 Totsl  Acoued  Baiance
A I | | | ] | | i | | l. " l
Sich | | ] a4
Wy Lawes l [ ] 1 ]
Birted oy of Martin Luther King, Jr, ) : : . . : " Aciesi Totam arc Dalarcas

Figure 57: Leave Calculator Page
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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.

1. To print an annual leave summary, 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 Annual Leave Summary from the Options drop-down list.

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

2013 Annual Leave Summary as of 12/5/2012

= Wesk 1 Week 2
Pay Period
Sun | Tue | Wed | Thu | Fri | $at | Sun | Tue | Wed| Thu | Fri | Sat | Accrued| Used | Ealance |
1| 1n3ze1s - e Holiday B o |
2 172702013 - 2I2013 8 ] 278
3 Hodlday 8 o 286
4 [ ] 294
5 ] (] 302
& E [ 30
i ] 0 318
] B 0 32¢
3 '] ] 34
10 Hollday B ] 342
11 8 0 350
12 5 ] 0 358
13 | erseizons - TN Heliday| 8 ] £5
14 | TH412013 - TRTR013 8 o =
15 | 72802013 - 8102013 B 0 382
16 | 811112013 - BR4P013 8 0 330
17 | 825013 -3 Holiday B [ 333
18 | SBi2013 8 [ 406
19 | SPXIS - 1NS2013 g (] 414
20 | 100er2013 - 10152013 Hollday! 8 0 412
21| ynrmns - 11 B o .
23 | 112013 - 11116201 Hodlday B 0 438
23 | 1172013 - 110013 Holiday 5 0 445
24 | 121112013 - 1211412013 B 0 454
25 | 12152013 - 1242812013 Hollday ] 0 452
26 | 1202302013 - 1112014 Hollday ] 0 470

Projected Anmusl Leswe Use-or-Lose: T30 Howrs
[Py pariods 1 through 25 show projectsd totals and balances from the Leave Calculator.

211 dally valuss come from the Laave Calculator ss entsnsd by the smployes

From KPC Ermpicyes Pazsonal Pags Lagws Cakslmer

Figure 58: Annual Leave Summary Page
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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.

1. To print a sick leave summary, 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 Sick Leave Summary from the Options drop-down list.

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

2013 Sick Leave Summary as of 12/5/2012

& Week 1 Week 2
Pay Period

Sun | | Tue | Wed | Thu | Fri | $at | Sun | Tue | Wed| Thu | Fri | Sat | Accrued| Used | Balancs |

1 1132013 - V2Er2013 Heliday 4 0 311.50
2 4 o 315.50
3 Hodlday 4 0 313.50
4 4 0 323.50
5 4 0 327 50
& 3 4 ] 331.50
7 | amoi3 - amonois 4 ] 335.50
B | 4529/2013 - Si41201 4 ] 339.50
SS[2013 - 58201 4 0 343.50

10 |  SMS203 - 82013 Hollday 4 [ 347.50
11| e@Ro1s 2013 4 ] 351.50
12 | eMe/2013 - SI232013 4 0 355.50
13 | ers0i2013 - 23201 Heliday 4 o 355.50
14 | THA2013 - TETRMS 4 0 383.50
15 | 7r28/2013 - EMN2013 M 0 3E7.50
16| B11/2013 - BEYIN1S 4 0 I
17 | 852013 - Holiday 4 0 37550
18 | smm013 2013 4 0 379.50
13 | SPH3013 - 100572013 4 0 383.50
20 | 10er2013 - 101582013 Hollday 4 ] 367.50
21 | ynpuens - s1pens " 0 391.50
22 | 115312013 - 111612013 Hollday 4 0 395.50
23 | 110702003 - 11EH2013 Hellday 4 ] 353.50
24 | 431112013 - 1211402013 4 0 403.50
25 | 1211512013 - 1242812013 Hollday 4 0 407.50
26 | 1222013 - WI2014 Hollday 4 ] 411.50

Pay pariods 1 through 26 show projectsd totals and balancss from the Leave Calculator.
211 dally valuss come from the Laave Calculator 38 entsred by the employse

From WFC Ermpicryss Parsonal Pags Lasss Cakslmar

Figure 59: Sick Leave Summary Page
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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.

1. To print a comp leave summary, 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.

4. Select Go. The Comp Leave Summary page is displayed for the selected year.

2013 Comp Leave Summary as of 12/5/2012

Week 1 Week 2
Sun | | Twe | Wed | Thu | Fri | Sat | Sun | Tue | Wed| Thu | Fri | Sat | Accrued| Used | Balance |
1342013 - 1262013 Holiday!
112712013 - 282013

Pay Period

1
2

3 | aromots -zespos Hollday
4| apapns-
5

g

SHM203 - 3230
2420V - 4612013
4ITE2013 - 42012013

B | arzi0vs - surey
3 | sism013 - 511801
10 | SMMZMS - 6201 Hollday
11| erarz013 - 61152013

12 | snes2013 - 612502013
13 | ara0ia013 - TN Holiday|
14 | 742013 - TRTI013

15 | 712812013 - BHO2013
16 | 81142013 - BE4I2013
17 Bi2512013 - SITA013 Holiday
18 SFB2013 - S 12013

19 | 232093 - 10552013

claleclalealelec|lo(cla(c|leaplalalal alelclalalale |

20 | 10/S[2013 - 10152013 Hollday|

21 | promoe1s - 11EenS

22 116382013 - 111162201 Hodlday|

23 | 11HTI2013 - 11300013 Helliday
24 | 121112013 - 12142013

25 | 121562013 - 121282013 Holiday

26 | 12802013 - 112014 Hollday

Pay paniods 1 through 26 show projsctsd totsls and balancss from ihe Leave Calcutator,
&1 dally valuss come from the Leave Calculator as sntsred by the smployss

From KPS Empicyes Passonal Pags Lasws Cakcsision

Figure 60: Comp Leave Summary Page
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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.

1. To print a leave summary, 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.

4. Select Go. The My Leave Leave Summary page is displayed for the selected year.

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

Wesk 1 Week 2
Sup | ue | Wed | Thu Fri Sat Sun Tus | Wed| Thu Fri Sat | Accrued | Used | Balance |
V12013 - 1262015 Holiday! /]
172013 - 22013 ]

2203 - Hollday

Pay Period

3104201
242013 -
AITr2013 - 45012013

1
2
3
4 | amysors-am
5
&

B AP212013 - S[A1201
ISrPn13 - 5
10 |  SHS2013 - 6112013 Hollday
11| &P2R013 - 6H52013
12 | eneizoi3
13 | cram201s

14 | THAR2013 - TIZTI013

a P |l=lzlelalel=

Holiday,

15 | 713812013 - BHN2013
BH 172013 - BR42013
17 Br25/2013 - JT2013 Holiday
18 382013 - 5212013

19 | SENZ013 - TWS2013

20 | 10ErZ013 - 10132013 Hollday
1AM - 1101
22 | 111312013 - 11161201 Hollday'
23 | 1701 - 1150 Hodlday

24 | 1212013 -1
25 | 12152013 - 120282013 Hollday
26 | 12/2302013 - 1112014 Hollday

ela|lala|leloglale|lalea|la|le|lal el

Freen WO Empicrss Parsonal Pags Lasss Calcslmaor

Figure 61: My Leave Leave Summary Page
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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.

1. To switch to manual entry, from the Leave Calculator page, select Switch to Manual
Entry from the Options drop-down list.
2. Select 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 select Go.
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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.

The Benefits Statement option displays the employee’s compensation and benefits.
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T YOUR PERSONAL BENEFITS STATEMENT
FERS BASED ON YOUR ACCOUNT AS OF JANUARY 01, 2012

Social Security Mumber

Birth Date

Retirement SCD

Relirement Coverage
FERS (Code K)

GC/ECBPO Retirement SCD

Leave SCD

TSP Contribution Amount

TSP Calch—up Contribution Amount

As an employee of the Federal Government, your lotal compensation consisls of more than juslt the amount you are paic—il also includes
vour benefils peckage. This slalemenl has been prepsred lo inform vou sboul vour benefils coversges and cosls. U is provided annually
and is not available on request. If you have guestions concerning this statement or if you believe it does nol accurately reflect your
benefils coverages, please conlacl the appropriale office or individual as designated by your employing organization. Annual deduction
amounts shown throughout this document are the lotal amounts paid for the prior calendar year lpay period 01 through 2B).

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 used lo prepare this slatement is

4 s e pay; environmental pay; AUO and availability pay for law
Unless otherwise indicated, this is your base pay as of

enforcement officers; standby pay for firefighters, some law
lincluding pay for holidays and leavel. Base pay is the amounl on enforcement  officers and other employees, and  inspectional
which your benefil decuclions and coverages are based. Generally, overtime (COPRA) for Customs and Border Proteclion Officers.

it does not include overtime; however, it does include locality

Total Compensation And Costs

only costs paid by your present employing agency. If you were
nol employed for the full calendar year or if you transferred from
another agency during the year, cosls paid may nol be shown or
may nol reflect aclual amounts.

Leave

Your lolal comopensation (pay and benefits) for calendar year 2011
was Total compensation costs 1o you and the
Gowernment are shown throughout this stalement This includes

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

If you are unable lo work becsuse of illness or injury, vour

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

for the period of your sccumulated sick leave. As of Your annual leave balance zs of hours.

Federal Employees Health Benefits (FEHB) Program

You are covered by: To continue health insurance coverage in retirement you must relire
an an immediale annuity and have been covered for the 5 vears
Premium conversion is a lax benefil thal allows employees lo immediately before retirement, or since your first opportunity o
allot @ portion of salary back to the employer, which the enroll, if fewer thal 5 yesrs. (These coverage requirements also
employer then uses lo pay the employee's contribution for FEHB apply if you receive FECA benefits.) Coverage for your enrolled
coverage. This allolment 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 Security, or FECA benefits. Should your dependents lose their stalus as family
Federal income laxes. members, their participation in FEHE may continue for a limited
Premium Costs 2012 perinod of time under provisions for Temporary Continuation of
Bi—Weekly 2011 Annual Coverage (TCC). The affecled individual may also choose lo converl
coverage lo & nongroup conlracl
Employee
Agency Your FEHB Contributions are Tax Deferred.
Tolal

Figure 62: Your Personal Benefits Statement Page
Who Will Receive the Benefits Statement

The Benefits Statement will be available for each employee who is eligible for retirement
benefits and is covered by one of the retirement coverage codes listed below.
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Code Description

Civil Service Retirement System (CSRS)
Offset

CSRS Offset (Congressional) Federal

D
Insurance Contributions Act (FICA)

= FICA and CSRS - For law enforcement and
firefighter personnel

c FICA and Foreign Service Retirement and
Disability System (FSRDS)

R Federal Employees Retirement System

(FERS) (Congressional) FICA

Foreign Service Pension System (FSPS)
IF (Further Revised Annuity Employees
(FRAE)) - (Congressional)

FERS-RAE (Revised Annuity Employees)
IR (Congressional) (pending Office of
Personnel Management (OPM) approval)

K FERS and FICA

KF FERS (FRAE)

KR FERS-RAE and FICA

M FERS and FICA - Special

MF FERS (FRAE) - Special

MR FERS-RAE and FICA - Special
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Code Description

Customs and Border Protection Officers

@)
(CBPO) FERS Enhanced

OF FERS (FRAE) CBPO

OR FERS-RAE and FICA - Special (CBPO)

P FSPS and FICA

PF FSPS (FRAE)

PR FSPS-RAE and FICA

Q CBPO CSRS Offset

R FICA and CSRS (Full)

. FICA and CSRS - Special (Full) - For law
enforcement and firefighter personnel

0 CBPO Enhanced CSRS

1 CSRS

3 FSRDS

p CSRS - Special - For law enforcement and
firefighter personnel

7 CSRS (Congressional)

Each part-time employee, with one of the retirement plans listed above and one of the
following work schedules, will receive a Benefits Statement for his/her applicable retirement

plan:
Code Description
P Part-time
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= 3
Code Description
0 Part-time seasonal
S Part-time job sharer
T Part-time seasonal job sharer

Who Will Not Receive the Benefits Statement

Some employees may not receive the Benefits Statement for the following reasons:

* The employee's retirement coverage code is not displayed on the above list.

* The employee's retirement coverage code is not displayed on the above list.

* The employee's 6C Retirement Date identifies the service computation date for
employees appointed to law enforcement and firefighter positions or Customs and
Border Protection offices. This entails that a special retirement deduction rate
(Retirement Coverage Code 0, 6, E, M, O, O, or T) in the Information/Research Inquiry
System (IRIS) Program IR102, Dates & Misc Sal/Pers Data, is invalid. Invalid means
that the 6C Retirement Date is earlier than the retirement service computation date or is
later than the Benefits Statement date.

* The employee is not eligible for retirement benefits.

* The employee was separated in Pay Period 26 of the prior year or Pay Period 01 of the
current year.

* The employee is a Federal Deposit Insurance Corporation annuitant with FERS
annuitant indicator A or G or CSRS annuitant indicator 1 or 6.

* The employee's Agency has elected not to issue the Benefits Statement. (See those
Agencies below.)

At the Agency's request, the Benefits Statement will not be created for employees of the
following Agencies:

Architect of the Capitol

+ Commission on Security and Cooperation in Europe
» Congressional Budget Office

» Consumer Financial Protection Bureau

+ Office of the Comptroller of the Currency

» Smithsonian Institution (Trust)
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Treasury Technical Assistance
U.S. Botanic Garden

U.S. Capitol Police

U.S. Senate Restaurants

Also, the Benefits Statement will not be created for employees with the following work
schedule codes:

Code Description
I Intermittent
J Intermittent seasonal
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Personal Information

V)

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 either 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

Pending

In Process

Processed/Complete

Processed/Errors

Processed/Deleted, Duplicate Entry

Processed/Errors, Deleted

Page 103

Description

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

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.

The change request has been processed
and updated successfully.

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.

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

The change request has been processed,
but errors were found, and it was deleted by
your HR office. Contact your HR office for
more information.
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Any self-service request that was previously entered can be changed or deleted by selecting
Edit or Delete in the Pending Self-Service Request section of the selected Self-Service

page.
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Debt Management

The Debt Management option allows employees to view their current debt information. The
Debt Summary Statement is only available to those employees with debt(s).

: . 7

Nl
2= =
T € =T

™ >
e

]l

Sample Page

Joseph Q. Harley Debt Management
OFC OF THE CHIEF FIN OFFC

[FlHome 6 i
[FIFinancial Disclosure ~)Tu make an electronic payment, log onto Pay.gov at: hitps:pay, gov.

[-]Leave Calcutstor Summary Statement az of Pay Period 13 ending T/7/2018
[Benafits Statement
ElPersonal Info Below is a list of your current outstanding o cial, salary payments and/or Federal Employees Health
[2)Debt Management ] Benefits (FEHE) debls, Questions Smﬂﬂﬂ'meﬂmj'ﬂluwlmm I office.

[JDirect Deposit

[JERE Sex & Disshilty Hotification Original Current View
[JFinancial Allctments Bill Number and Type Date Balance Balance Details
[JFederal Tax (W-4) 1234567800 - FEHE 0416118 |$1670.79 $751.08 El

[]Flex Spending Accounts -
[JHeaith insurance 225336448 - PAYROLL ADJUSTMENT (MAJOR) - £175.00 $21.02 @

[JHealth Savings Account 1112223334 - VOLUNTARY COLLECTION o7r0iMe  |s1878.24 $1241.18 E)
[JLife Insurance
[Leave

[IGndhca finde * When the Hoiification Date i blank, a Debt Notice has not been issued because of

[JState Tax insufficient pay or non-pay status. Once eamings are sufficient, a Debl Notice will be issued. Salary
[ Third Parly Debis overpayment Debls of $50 or less will automatically be deducted from your next available pay check.

TSP
TSP Cateh-Up
[JVet Status & Preference
[w-2
[11085-C
[OMiscellanecus
[HPreferences
[1Time Manager
[Links

Figure 63: Debt Management Page

1. To view the summary statement, select the Debt Management link located beneath the
Personal Info menu on the EPP home page. The Debt Summary Statement will be
displayed with a list of debts.

2. Select the view Details icon for the applicable bill number and type to view the
specific details. The Debt Details page will be displayed with additional information
about the debt. This is a view - only page.
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Note: For more information on debts, see the Administrative Billings and Collection
System (ABCO) procedure.
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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).

Note: Employees must log in to EPP using PIV/Login.Gov when making all banking
changes.

Note: Only one direct deposit is allowed; however, up to 16 financial allotments may be
designated.

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 data that is stored in the
Payroll/Personnel System as of the last effective pay period is displayed.

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 data that is stored in the
Payroll/Personnel System as of the last effective pay period is displayed.

Note: Only 1 direct deposit is allowed; however, up to 16 financial allotments may be
designated.

Start a New Direct Deposit

The Direct Deposit option 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.

1. From the EPP main menu, select Direct Deposit. The Direct Deposit for Net Pay page is
displayed.
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/

Sample Page

'8 N\
Joseph Q. Harley Direct Deposit for Net Pay I.&'.'-EE!‘H‘:‘E ]
OFC OF THE CHIEF FIN OFFC -
Print-Friendly
ElHome
[JFinancial Disclosure The foliowing Pil data is masked. If you would like to view or print the Bank Routing Number(s) and Bank Account
[JLeave Calculator Numben(s) whera they appear on the page, go to the Home page and click the Change Pil link under the Preferences tab.
[JBenefits Statement = ;
EPGI'EOIIH info Current Information
[JDebt Managemant Bank Routing br / Mzme Account Mbr| Type of Account
E@m Deposit ]| [eeeesne BANK OF AMERICA NA | #=s=ssss Checking
[JEAL Statements
[JERI, Sex, & Dizability

[JFinancial Allstments Self-Service History

(JFederal Tax (W-4) Date Effective Type of
[JFiex Spending Accounts Proceszed | Pay Period, Year | Bank Routing Mbr / Mame | Accouni Mbr | Account Statuz

[JHeathinswrance: IR o e e

E]Heaith Savings A i 072018 13, 2018 BAMK OF AMERICA NA Checking | Processed'Complate
[Life Insurance oz R—
Citeave 012472015 01, 2015 CAPITAL ONE " Checking | Pracessed/Complete
[JResidence Address
[]State Tax
[]Third Party Dabts Sell-Service Status Descriptions:
CITSP Pri d/Complete: The Change Reguest has been
[JTSP Catch-Up processed and updated successfully.
[Vt Status & Preference
Cw-2
[J1095-C
[OMiscellaneous

[FPreferences

[ Time Manager

[Links

BENEFEDS Home

ISP Home

CFC Give Back

raered 4 133

L

Figure 64: Enter Direct Deposit Self-Service Request Page

2. To start a new direct deposit, from the Direct Deposit for Net Pay page, select the
Self-Service button. The Enter Direct Deposit Self-Service Request page is
displayed.

Note: Only 1 direct deposit is allowed; however, up to 16 financial allotments may be
designated.
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Logout |

elf-Service Re

(®I Checking () Savings
|[13. 2018 ] Pay Period Calendar

Figure 65: Submit Direct Deposit Self-Service Request Page

3. Complete the fields as follows:
Bank Routing Nbr/Name Field Instruction
Account Nbr Field Instruction
Confirm Account Nbr Field Instruction
Type of Account Field Instruction

Effective Pay Period, Year (DD/EFT) Field Instruction
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4. Select the Continue button. The Submit Direct Deposit Self-Service Request page is
displayed.

The fields are displayed as follows:

Bank Routing Nbr/Name (Displays) Field Instruction
Account Nbr (Displays) Field Instruction

Type of Account (Displays) Field Instruction

Effective Pay Period, Year (Displays DD/EFT) Field Instruction

&/ E
U =

- .
5 = .
A N
e afiatd

= ’ - —
y Logout |

Self-Service Request

Figure 66: Submit Direct Deposit Self-Service Request Confirmation Page
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5. Verify the information displayed is correct, then select Submit to submit the direct
deposit request. The Submit Direct Deposit Self-Service Request Confirmation page is
displayed.

OR
Select Back to return to the Direct Deposit Self-Service Request page.
6. Select Exit to return to the Direct Deposit page.

Change an Existing Direct Deposit

Direct deposits may be made on the Direct Deposit page.

1. To change an existing direct deposit, from the Direct Deposit page, select the Self-
Service button. The Pending Direct Deposit Self-Service Request page is displayed.
2. Select 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.
OR
Select 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.

Note: Only 1 direct deposit is allowed; however, up to 16 financial allotments may be
designated.
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Earnings and Leave Statements

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

1. To view earnings and leave statements, 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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Sample Page
<
Joseph Q. Harley Earnings & Leave Statements
OFC OF THE CHIEF FIN OFFC The following Pil data ts masked. If you would like 10 view or print the Social Security number where it appears on the
EJHome page, go fo the Home page and click the Change Pl link under the Preferences tab.
[FIFinancial Disclosure
[JLeave Caiculator Your latest salary is 540,084 at Grade 0T Step 02.
[DBenefits Statement Salect Year | 2018 « |
ElPersonal Info
[C]Debt Managament E&L Statement Summary
[JaeetDepoct pg!mp:“ PP PP Official
DAL Statements . =
CIERI Sex, & Disabilly Year, Pay Period Step Salary Grosz Pay | Met Pay Datez Covered Pay Date 3
[DFinancial Allotments 2018, 12 GS 07 03 | $41.377.00] $1586.40| 541593 06/10/2018 to 06/23/2018 | 07/05/2018 |[d)
[Federal Tax (W-4)
[JFlex Spending Accounts Eamings & 1 Deatail
[FIHealth insurance
[LIHealth Savings Account
[Life Insurance
[JLeave
[IResidence Address Pay Period E&L Details
[)State Tax PayxPlan
[ Third Party Debts Grade Rei Deducs
TSP Year, Pay Period Employing Agency Step Salary SCD for Leave | This Appt
TSP Catch-Up 2018, 12 - - e 1
ET0ck Sk & Petormiicn (06/10/2018 to 06232018) Sample *™* Sample GBS 07 03| 841.377.00 2102007 $856.10
aw-2 Eamings and Deductions
[J1095-C Hours | Hours Amount Amount
OMiscallaneous Code Description PP YTD PP YTD
[FlPreferences (11} REGULAR TIME 7925 130.00 1,571.53 257780
[ITima Manager 61 ANNUAL LEAVE 350 69.41
[JLinks 82 |SICKLEAVE 175 3470
BENEFEDS Home 64  |COMPENSATORY LEAVE 0.75 0.75 14.87 14.87
I%P_m 66 OTHER LEAVE 24.00 475.92
CFC Give Back
i === PAY PERIOD HOURS and GROSS PAY 80.00 1,586.40 3,172.80
s RETIREMENT 1269 25.38
(=
frowered by |18 75 TSP-FERS 126.91 253.82
. S 76 SOCIAL SECURITY (OASDI) 64.95 130.02
7 FEDERAL TAX EXEMPTS S01 163.12 326,68
78 ST TAX LAEXEMPTS 501 40,39 80,89
81 FEHBA - ENROLL CODE 314 3999 7o
85 CHARITABLE CONTRIBUTNS 962
83 SAVINGS ACCT == 200.00 400.00
&3 SAVINGS ACCT == 50.00 100.00
&8 SAVINGS ACCT wr=ree 450.00 900.00
a7 MEDICARE TAX WITHHELD 2242 4489
i eamtesins TOTAL DEDUCTIONS merwesness 1,170.47 23481
= wemeasseernns NET Y *reeereeeees 41503 224,49
o DD/EFT ROUTING NQ, ******

Balance m:?:ﬂ PT Hrs Unapp |Max Cammy-Over
Annual 6 4400 240 |
Sick 4 20125 Leave Caiegory
Compensatony 325 B
Credit Hourz By Pay Period
Religicus Comp By Pay Period
Travel Comp By Pay Period
Rdilitary 24
Time Off Award
BPAPRA Comp
BPAPRA Obligaied Debit
Disabled Veteran Leave 4 24
Type istYear |2nd Year | 3rd Year | Balance
REST AHM LV HRS

Remarks

Agency Contributions to Employee Benefits. this Pay Period
FICA/Social Security (OASDI)  |68.71

Page [Wedicare Tax 2a

|Retirement 1269

INon-Fedeﬂll Retirement 0
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2. Select the appropriate year you are trying to find from the drop-down. Select Year menu.
3. Selectthe view Details icon next to the applicable E&L Statement to display the
selected statement.

At this point the following options are available:

Step Description
Select Print- To display a printable version of the selected E&L
Friendly Statement.

Select view PDF To display a PDF version of the selected E&L Statement.

Select view Doc

To display the selected E&L Statement in a Word document.
(Word)

Select view X1s To display the selected E&L Statement in an Excel
(Excel) document.
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Ethnicity and Race Identification (ERI), Sex, and
Disability

The ERI, Sex, and Disability option allows users to add or change their Ethnicity and Race
Identification (ERI) code, as well as change their sex and disability code through EPP/ESS.

1. Select the ERI, Sex, & Disability component. The Ethnicity and Race |dentification
(ERI), Sex, and Disability page is displayed. The user’s existing ERI, sex, and disability
information that is stored in the Payroll/Personnel System as of the last effective pay
period is displayed.

Sample Page

e | Ethnicity and Race Identification (ERI), Sex, and Disability
OFC OF THE CHIEF FIN OFFC

[F]Home
[FFinancial Disclosure
[JLeave Calculator
[]Benefits Statement
[SPersonal info Sex Male
[E1Debt Management Disability | 05 - NO HANDICAP

[-1Direct Deposit

CIEAL Statements = .
CERI. Sex, & Disabiiity Self-Service History

[IFinancial Alloiments Datie Effective
[IFederal Tax (W-4) Processed | Pay Period, Year Code Change Status
[CIFiex Spanding Accounts 0310872018 10, 2012 | Disability: 05 - NO HANDICAP | Processed/Complete
[JHeaith Insurance
[Health Savings Account

[ClLife Insurance Self-Service Siaius Dezcriptions:
ClLeave Processed/Compleie: The Change Request has been processed and
[CIResidence Address updated successiully.
[C1State Tax
[:)Third Party Debts
TSP
[ITSP Catch-Up
Vet Status & Preference
Cw-2
O1085-C
[IMiscelianeous
[FPreferences
[ Time Manager
[Links

Brint-Eriendly

Current Information
ERI White

E H
TSP Home

Figure 68: Ethnicity and Race Identification (ERI), Sex, and Disability Page
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2. From the ERI, Sex, and Disability page select Self-Service. The Ethnicity Race

Identification (ERI), Sex, and Disability Self-Service page is displayed.

At this point the following options are available:

Step Description

Select Change o ) .
To add new or change existing ERI information.
next to ERI.

Select Change - . .
To change existing sex information.
next to Sex.

Select Change o L )
. . To change existing disability information.
next to Disability.

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, select Edit next to the ERI
information on the Ethnicity and Race (ERI), Sex, and Disability Self-Service
Update page, then follow the instructions listed below for Adding or Changing ERI
Information.

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

1. To add or change ERI information, select Change next to ERI. The Enter Ethnicity and
Race Ildentification (ERI) Self-Service Request page is displayed.
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* » .
y Pay Period Calendar
i
i

e el

Select one or more ERI code that 2

Effective Pay Period, Year: | Effective Pay Period, Year: |13, 2018 | Pay Period Calandar
| Continue |

Figure 69: Enter Ethnicity and Race Identification (ERI) Self-Service Request Page

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

e el

Select one or more ERI code that 2

Effective Pay Period, Year: | Effective Pay Period, Year: |13, 2018 | Pay Period Calendar
| Continue |

Figure 70: Enter Ethnicity and Race Identification (ERI) Self-Service Request Page
ERI Code Field Instruction
Effective Pay Period, Year Field Instruction

3. Select Continue. The Submit Ethnicity and Race Identification (ERI) Self-Service
Request page is displayed.
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ContactUs || Logout |

Review

Figure 71: Submit Ethnicity and Race Identification (ERI) Self-Service Request Page
The fields are as follows:

ERI Code Field Description
Effective Pay Period, Year Field Description

4. Verify the information displayed is correct, then select Submi t. The Ethnicity and Race
Identification (ERI) Self-Service Request Confirmation page is displayed.
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-

TArp, 3 = = L L
: _

&l |
Sample Page
7~ It . -
Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIH OFFC Ethnicity and Race Identification (ERI) Seif-Service Request Confirmation
[-]Home Your Setf-Service request has been accepted. An e-mail confirming this request has been sent to
[FFinancial Disclosure “John.Q.Harley@USDA.GOV". You will also receive an e-mail when this request has been processed.
Leave Calculat
gae ';ghmw i If you nead to make changes to his request. click “Sell-Service™ at the top of the Ethnicity and Race Identification (ERI),
foi i Sex, and Disability page. Do not enter a new changa request. Entaring multipla requests will cause duplicates and will
[IPersonal info prevent your request from processing successfully.
[ Deabt Managemant
[Direct Deposit If your Self-Service request is free from errors and duplication, it will be:
[JE&L Statements ¢ Effectiva on 6/24/2018, the first day of pay period 13

= o
ggan‘:f&ﬁ:” [ = Processed in the Pay Perlod 13 processing cycle that begins on 77272018,

[]Federal Tax (W-d) This Sel-Service request should be reflected on your Empioyee Personal Page (sample page) (EPP) within two business
[JFiex Spending Accounts days. Please return to your EPP and verify this change. If you do not see this change request reflacted on your EPP after
[Health Insurance two business days, confact your Personnel'Human Resources Office to determine the status of this request.

[JHealth Savings Account Please print this page: for your records.
[Life Insurance

[JLeave
[IResidence Address ERI Sell.Service Request

[State Tax EFRI Asian, Hawailan, Pacific Islander, White
[JThird Party Debts Effective Pay Period, Year: |13, 2018

LTS Date Entered: 071012018

[ITSP Calch-Up

[Ovet Status & Preference

o2

[11095-C

[Miscellaneous
[ZPreferences
[Time Manager
[Links

Figure 72: Ethnicity and Race Identification (ERI) Self-Service Request Confirmation Page

5. Select Exit to return to the Ethnicity and Race Identification (ERI), Sex, and Disability
page.

Sex

The Sex field displays your current sex information. You can make changes to your existing
sex information.

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

1. To change sex information, select the Change button next to the Sex option.

’
g%
y -

i

Pay Period Calendar B act Us | | Logout |
» , G :
AN,

Figure 73: Ethnicity and Race Identification (ERI), Sex, and Disability Self Service (Change
Sex) Page

The Enter Sex Self-Service Request page is displayed.
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Log out |

Selecta Sex

Figure 74: Enter Sex Self-Service Request Page
2. Complete the fields as follows:
Sex Field Instruction
Effective Pay Period, Year Field Instruction

3. Select Continue. The Submit Sex Self-Service Request page is displayed.
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- Y 9

| | Logout ._

Figure 75: Submit Sex Self-Service Request Page

4. Verify the information displayed is correct, then select Submit. The Sex Self-Service
Request Confirmation page is displayed.
5. Select Exit to return to the Ethnicity and Race Identification (ERI), Sex, and Disability

page.
Disability

The Disability field displays your current disability information. You can make changes to your
existing disability information.
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Note: To edit disability information on a pending request, select the Edit button next to

disability information on the Ethnicity and Race (ERI), Sex, and Disability Self Service
page, then follow the instructions listed below for Changing Disability Information.

To delete a pending disability request, select the Delete button, then select the OK button on
the Ethnicity and Race Identification (ERI), Sex, and Disability Self Service page.

1. To change disability information, select the Change button next to the disability

information.
£ &1 >

Sample Page
-
Joseph Q. Harley Ethnicity and Race |dentification (ERI), Sex, and Disability Seif Service
OFC OF THE CHIEF FIN OFFC e oEha P &= ;
[lHome
@Financial Disciosure
[JLeave Calculator z
[JBenafits Statement ERI White Change ||
[ElPersonal Info
[JDebt Management Sex Male
[ODirect Deposit
[JESL Statemenis Disability | 05 - NO HANDICAP
[CJERI, Sex, & Disability ] Change ||

[Financial ABolments
[COFederal Tax (W-4)
[JFlex Spending Accounts E
[CJHealth Insurance
[[IHeaith Savings Account
[CLife insurance
[ELeave
[Resigence Address
State Tax
[ Third Party Debts
arse
TSP Cateh-Up
Vet Status & Preference
IW-2
[D1095-C
[EOMiscellansous
[ZPreferences
[1Time Manager
[CLinks

NEF| Hi

CFC Give Back

ot o

b

Figure 76: Ethnicity and Race Identification (ERI), Sex, and Disability Self Service
(Disability Change button) Page

2. The Enter Disability Self-Service Request page is displayed.
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Select a Disability ©

[01-DoMNot Wish to identity =]

Figure 77: Enter Disability Self-Service Request Page
3. Complete the fields as follows:
Disability Field Instruction
Effective Pay Period, Year (Disability) Field Instruction

4. Select the Continue button. The Submit Disability Self-Service Request page is
displayed.
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Figure 78: Submit Disability Self-Service Request Page

5. Verify the information displayed is correct, then select the Submi t button.
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e )

Review

01 - Do Not Wish to Identify|

213, 2008

Figure 79: Submit Disability Self-Service Request Page

The Disability Self-Service Request Confirmation page is displayed.
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e )

Log out |

Figure 80: Disability Self-Service Request Confirmation Page

6. Select the Exit button to return to the Ethnicity and Race Identification (ERI), Sex, 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.

Note: Employees must log in to EPP using PIV/Login.Gov when making all banking
changes.

Note: A maximum of 16 financial allotments are allowed.
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View Current Financial Allotments

Users may view their current Financial Allotments. Information includes the bank routing
number, the account number, and the allotment amount. Self-service transactions that have
been entered are also displayed on this page, if applicable.

1. To view current financial allotments, 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.

-

= “
&

Sampie Page
r B’ "
Joseph Q. Harley Financial Allotments [ seit-service |
OFC OF THE CHIEF FIN OFFC
Print-Frigndly
[EHome
[EFinancial Disclosure The following Pil data is masked. If you would like to view or print the Bank Routing Mumber(s) and Bank Account
[Leave Calculator Number(s) where they appear on the page, go to the Home page and ciick the Change Pil link under the Praferencas tab.
[JEenefits Statement
S
[]Debt Management Bank Routing Mbr Account Mbr | Type oi Account | A t
[JDirectDeposit | [eesesses ** NODAFEDERAL CR UNION i Checking $200.00
LIEZL Statements seesssis CAPITAL ONE,NATIOMAL ASSOC | *=+sssst Savings $475.00
CIERL Soc &DGsbly (e * CAPITAL ONE NATIONAL ASSOC | =++=++=: Checking $80.00
[IFinancial ARotments

[CIFederal Tax (W-4)
e s e
[IHealth Insurance Effective

L1 ecsh s A cooins Date |Pay Period,| Typeof | BankRouting | Account [ Typeof | Allotment

[lLife Insurance Processed| Year Requesi Mbr | Mame Hbr Account Amouni Staiuz

Clleave | T e

gz:;?:‘;:“ Address 07/252018| 15, 2018 Stop EESQRAL G [re— Checking 50,00 Processed/Complete

[3Third Party Debls UNION

TSP

[ITSP Catch-Up

Vet Status & Preference Seli-Service Siatus Descriptions:

aw-2 Processed/Complets: The Change Request has been processed and

[1095-C updated successiuily.

[IMiscellaneous
[FlPreferences
[CTime Manager
[Links

MNEF| H

ISP Home
CEC Give Back

powerad by [0

Figure 80: Financial Allotments Page

The fields are displayed as follows:
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Bank Routing Nbr (Current) Field Instruction
Account Nbr (Current) Field Instruction

Type of Account (Current) Field Instruction
Allotment Amount (Current) Field Instruction

Date Processed (Allotment) Field Instruction
Effective Pay Period, Year (Data) Field Instruction
Type of Request (Allotment) Field Instruction
Bank Routing Nbr/Name (Displays) Field Instruction
Account Nbr (Allotment) Field Instruction

Type of Account (Allotment) Field Instruction
Allotment Amount (Displays) Field Instruction

Status (Allotment) Field Instruction
Start a New Financial Allotment

1. To start a new financial allotment, from the Financial Allotments page, select Sel£-
Service. The Financial Allotment Self-Service Request page is displayed.
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o f*
L —r
f s

Pay Period Calendar
5 SAVINGS. |
PLAN i

.

Current information

Figure 81: Financial Allotment Self-Service Request Page

2. Select start New Allotment. The Enter Financial Allotment Self-Service Request
page is displayed.
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Sample Page
[ Joseph G Haxley ) 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Enter Financial Allotment Self-Service Request
[JHome Your current Financial Allotment is shown balow. Enter your new allotm 1 and click "Continue™. You
[EIFinancial Disclosure will be given a chance to review this request before it is accepted.
[CLeave Calculator
[JBensits Statement Items marked with an asterisk * are required.
[EPersonal Info
C1Debt Management
2 b
[JESL Statements Type of Request Change
[JERI, Sex, &Disability | [ [smeeeeaee
[JFinancial Aliotments ] Bank Routing MOr/ Mame | 04 pi1a1 ONE NATIONAL ASSOC
[IFederal Tax (W-4) AcCoUntNDE |
E::ﬁm"'”'ﬁ'gnim”"‘ Confirm Account Hbr
[Health Savings Account VPSEOTHEE 0N, SN
[JLMe insuranca * Allotment Amount 80 |
g;‘:";m Ao * Effective Pay Period, Year || 13, 2018 | Pay Period Calendar
[State Tax
[Third Party Debts
TSP
ETSPCa‘lth—Up Financial Alliotments are voluntary deductions to financial institutions with direct deposit. This does not include such items
ol Siabie & ummmmmmmwm union, or other organizational dues. For these changes, see your
o] 5 & Frnlersrics personnel office
Ow-2
[1085-C You may
[CMiscaianeous 5 Start a new allotment,
Preferences
Ermmnw 2 Change an existing alloiment amount, or
[-]Links = Stop an existing aliotment.
BENEFEDS Home You may have up to 16 Financial Alotments.
ISP Home
CEC Give Back .
Exit
[powered by [
e A

Figure 82: Enter Financial Allotment Self-Service Request Page

3. Complete the fields as follows:

Type of Request (New) Field Instruction

Bank Routing Nbr/Name Field Instruction

Account Nbr Field Instruction

Confirm Account Nbr Field Instruction

Type of Account Field Instruction

Allotment Amount (New) Field Instruction

Effective Pay Period, Year (New) Field Instruction
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4. Select Continue. The Submit Financial Allotment Self-Service Request page is

displayed.
OR
Select Back to return to the Financial Allotment Change Request page.

B0 Y

Sample Page
-
Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Submit Financial Allotment Self-Service Request
[EHome Your new Self-Servica request is shown below.
[zJFinancial Disclosure
[JLeave Calculator o Chck "Back™ to change what you have entered.
[Benefits Statement o Click "Exit” fo exit without submitting this request.
ElPersonal Info
[IDebi Management
[Direct Deposit Your request will not be accapted until you click " Submit”.
[JEAL Statements
e, Se s D
[lFinandial Allotments | Type of Request Change
CIFederal Tax (W-4) e
[Flex Spending Accounts Bank Routing Hbr / Hame | c.opira) ONE,NATIONAL ASSOC
[lHealth Insqmnce AccouniMbr | |-
ElH.ealm Savings Account e ACookinE Checking
[ILife Insurance il
OlLesve Allotment Amount $80.00
[JResidence Address Effective Pay Period, Year | 13, 2018
[JState Tax
[ Third Party Debts | Back | Submit
CTSP
TSP Catch-Up If your Seti-Service request is free from errors and duplication, it will be:
g"’*‘%““‘"‘e‘““w o Effective on 06/24/2018, the first day of pay period 13.
W-2
D1085-C o Processed in the Pay Period 13 processing cycle that begins on 7/2/2018.
[IMiscellanecus = Reflected on your Pay Period 13 EAL Statement (official pay date 7/1972018).
[FlPreferences
[ Time Manager
[Links @
BENEFEDS Home
ISP Home
CFC Give Back

Figure 83: Submit Financial Allotment Self-Service Request Page
The fields are displayed as follows:
Type of Request (New) Field Instruction
Bank Routing Nbr/Name (New) Field Instruction
Account Nbr (New) Field Instruction

Type of Account (Allotment) Field Instruction

Page 136



y—ﬂ—)ﬁ‘. Employee Personal Page /

Allotment Amount (Displays) Field Instruction
Effective Pay Period, Year (Data) Field Instruction

5. Select Continue to submit the financial allotment request. The Financial Allotment Self-
Service Request Confirmation page is displayed.
OR
Select Back to return to the Submit Financial Allotment Self-Service Request page.

4

Sampie Page

i Jonegh O Harey i 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Financial Allotment Self-Service Request Confirmation
[iHoma " Your Seil-Service request has been accepled. An e-mail confirming this request has been sent to
[EFinancial Disclosure “John.C.Harley@USDA.GOV". You will also receive an e-mail when this request has been processed.
L Calculat:
ga::;sstammwm If you need to make changes to this request, click “Self-Service™ at the top of the Financial Allotment page. Do not enter &
new change request Entering multiple requests will cause duplicates and will prevent your request from processing
ElPersonal Infe successfully,
[JDebt Management
ClDirect Depost I your Self-Service request is Tree from errors and duplication, it will be:
D:::'z'ﬂ“::';. 2 Effective on 06/24/2018, the first day of pay period 13.
O FngaiAdoments —— = Processed n the Pay Period 13 processing cycie that begins on 7122015,
[JFederal Tax (W-4} = Reflected on your Pay Period 13 ESL Statement (official pay date 7192018).
LIFtex Spending Accounts This Seli-Service request should be reflected on
| on your Employee Personal Page (sample page) (EPP) within two business
[Heaith Insurance days. Please return to your EFP and verify this change. If you do not see this change request reflecled on your EFF after
[JHealth Savings Account two business days, contact your PersonnelHuman Resources Office to determine the status of this request. Remember
ClLife Insurance to check your Pay Period 13 Eamings and Leave Statement closely to verify that your Self-Service request achieved the
desired result.
[Leave
[JResidence Address Please print ihis page for your records.
[JState Tax
G e o
TSP Type of Request Change
[JTSP Calch-Up wrnern
[Vt Status & Preference Bank Routing Mbr | HaME | 0., p7a) ONE NATIONAL ASSOC
DW-Z Accountibr Erenrerrry
1095-C ™ :
: pe of Account Checking
EET;Z:;K“ Alloiment Amount $80.00
[ Time Manager Effective Pay Period, Year |13, 2018
[Links Date of Reguest 06/25/2018
BEMNEFEDS Home
et e et
[
A A

Figure 84: Financial Allotment Self-Service Request Confirmation Page

6. Select Exit to return to the Financial Allotments page.
OR
Select Enter Another Request to enter a new financial allotment request.
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Modify an Existing Financial Allotment

To modify an existing financial allotment, from the Financial Allotments page, select Change
Allotment. The Enter Financial Allotment Self-Service Request page is displayed. Locate
the fields to be modified and follow the Start a New Financial Allotment from the beginning of
this section for further instructions.

OR

Select Stop to terminate the financial allotment.
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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:
Change the number of exemptions

Change the filing status

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

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.

Entering and Modifying a W-4
Users may enter and/or modify their W-4 information in EPP. The filing status, number of

exemptions, and additional deductions may all be entered/modified. Self-Service transactions
that have been entered are also displayed on this page, if applicable.
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1. To enter/modify W-4 information, select Federal Tax (W-4) from the Personal Info menu.
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.

4

r

Sample Page
Rasenh @ Lhrey Federal Tax Certificate (W-4) eR Sermce
OF 08 THE CGHIEE FIN O
Print-Friendly
Home
Financial Disclosure [ —
Leave Calculator Clai i A
RET] ifior il el
Benefils Statement Viliney Sz Piependeniz | Tnceme | Vedasiiza | Daedueiion Amourd
P 1 Infi
ersonatinto Head OF tleusehola|  52,000.00]$1 20000 $100.00 $40.00
Debt Management

Direct Deposit
E&L Statements
ERI, Sex, & Disability

Financial Allotments Self-Service History

LA Nosest sl wiihh your WA Try the RS Withholding Calculator,

beardeeraal T (W-A) Fitteiive Additional

Flex Spending Accounts Vigie | Py Moo, | Vg | Mam Clairn axiher Visinesiion

Health Insurance HITEEE | e Snains | FEeangs| Dapendenis| Incoms (Dsdociiens|  Amount FE S
Heailth Savings Account 10132015 214, 2015 | Maniod i HA SO0 BH0D.00 L2500 SA0.00 [ rocassed/Cornplaic
Life Insurance

Leave

Residence Address Seli Sereine Siis Deseripiiang:

SRl ¢ Ther Chiangs Beauesst hiss boein drocaisad and updisi:ad

Third Party Debis

TSP

TSP Catch-Up
Vet Status & Preference
wW-2
1095-C
Miscellaneous
Preferences
Time Manager
Links

BENEFEDS Home
TSP Home
CFC Give Back

Figure 85: EPP Federal Tax Certificate (W-4) Page

2. Select the Self-Service button. The Enter Federal Tax (W-4) Self-Service Request
page is displayed.

Note: The Self-Service option is only available if your Agency has elected to use
this function of EPP. Please contact your personnel office with any questions.
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Sample Page
f N\
Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Enter Federal Tax (W-4) Seif-Service Request
EHome ‘Your current Federal Tax (W) information is shown below. Enter changes and click "Continue”. You wil be given a
[JFinancial Disclosure chance to review this request before it is accepled.
[JLeave Calculator
[IBenefits Statemant . ce F g
S
[]Debt Management 1®) single or Married filing seperately
[JDirect Deposit ~ 5 : :
[CJEAL Statements Step 4: : Married filing joinily (or Qualifying widow(er))
CJERI, Sex, & Disability ) '/ Head of household (Check only if you're unmarried and pay more than
ClFinancial A ents Filing 5Siatus ) half the costs of keeping up a home for yoursell and a qualifying individual)
[fFederal Tax (W-4) ' Exempt from withholding
[CIFiex Spending Accounts
[JHeaith Insurance Complete Steps 2-4 OMLY if they apply io vou; othenyise, sKip io Effective Pay Period, Year
[JHealth Savings Account Section. See Instructions on page 2 for more information oneach step, who can daim

[JLife insurance exemption from withholding, when to use the online estimator, and privacy.

[Leave Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly
[JResidence Address and your spouse also works. The comect amount of withholding depends on income earned
[IState Tax from all of these jobs.
I Third Party Debts Step2: Do only one of the following:
TSP (@) Use the estimator at www irs govW4Apn Tor most accurate withholding for this step
CITSP Cateh-Up Muliiple Jobs (and Steps 3 - 4) or
or Spouse
Vet Status & Preference Works (b) Use the Multipls .Jobs Worksheet on page 3 and enter the result in Step 4 (c) below
[IwW-2 for roughly accurate withholding. or
C]1085-C
[IMiscellanecus {c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the
[EPreferences other job. This option i accurake for jobs with similar pay; otherwise,
[Time Manager more tax than necessary may be withheld.
[ILinks TIP: To be accurate, submit @ Form W-4 for all other jobs. If you (or your spouse) have
self-amployment income, including as an indapendent contractor, use the estimator.
BENEFEDS Home
TSP Homa Complete Stepz 3-4(b) on Form W4 for only OME of iheze jobz. Leave those steps blank
CFC Give Back for the other jobs. (Your withholding will be most accurale if you complete Steps 3—4(b)
on the Form W-4 for the: highest paying job.)
Step 3: If your incorne will be 5200,000 or less (400,000 or less if married fiing jointly)
L ) sl Mutiply the number of quaifying chilgren under age 17 ny 52000  $[4000.00 |
Muttiply the number of olher dependents by $500 500.00 |
Total qualifying children and other dependents:  $ 4 0_|
{a) Other income {not irom jobs). If you want tax withheld for ether income you expect this year
that won't have withholding, enter the amount of ther income here. This may include
g interest, dividends, and retirement income.  §|600.00 |
(Optionsl) {b) Deductions. If you expect to ciaim deductions other than the standard deduction and
Other want to reduce your withholding, use the Deductions Worksheet on page 3 and enter the
Adjusimenis result here:  §|25.00
{c) Extra withholding. Enter any additional tax you want withheld each pay period.  §(1000 |
Effective Pay
Pafiod, Year 13, 2018 > | Pay Period Calendar
Here you may change
o your filng status,
= claim dependents,
= other income,
= deductions,
o Of axtra withholding.

You may also file your initial W-4 form of file Exempt from Withholding.
To determine if you can claim exempt from withholding on Form W-4, click here.

[Ext]

Figure 86: W4 Section 3 Change
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3. Complete the fields as follows:
Filing Status Field Instruction
Multiple Jobs or Spouse Works Field Instruction
Claim Dependents Field Instruction
(Optional) Other Adjustments Field Instruction
Effective Pay Period, Year (W-4) Field Instruction

4. Select the Continue button. The Submit Federal Tax (W-4) Self-Service Request page
is displayed.
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=
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

ElHome
[zIFinancial Disclosure
[Leave Calculator
[lBenafits Statement
[EPersonal Info
[JDett Managemant
[JDiract Deposit
[JESL Statements
[ERI, Sex, & Disabilty

/

Sample Page

1. Enter

2. Submit

Submit Federal Tax (W-4) Self-Service Request
Your new Sall-Senvice request is shown balow.

» Click "Back™ to change what you have entered.
= Click "Exit” to exit without submitfing this request.

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

Federal Tax (W-4) Self-Service Request

3. Print

[ClFinancial Alloiments Filing Siatus Singie or Married filing seperately

(JFederal Tax (W-2) Wultiple Jobs or Spouse Works | Y

g:t;:ﬁmg;mm Qualified Children Claimed 4000.00

[Health Savings Account Othes Dependents Claimed 500.00

Gt foacam, o

ClResitence Address Other Income G00.00

[ State Tax Other Deductions 25.00

[ Third Party Debis Extra Withholding 10.00

CITSP Effective Pay Period, Year 13, 2018

TSP Cateh-Up

[JVet Status & Preference Under penalties of parjury, | declare that | have axamined this cartificate

CIw-2 and 1o the best of my knowledge and belief it is true, comect and compiete

1085-C

Elsiate ]
[EPreferences
CJTime Manager I your Self-Service request is free from errors and duplication, it will be;
[Links o Effective on 062472012, the first day of pay period 13.
BENEFEDS Home « Processed in the Pay Period 13 processing cycle that begins on 7/2/2018.
mﬁ:ﬂﬁu_&_ﬁiﬁ = Reflected on your Pay Period 13 EAL Statement (official pay date 7/1972018).

et 8

Figure 87: EPP Submit Federal Tax W 4 Self Service Request Page

5. Verify that the information displayed is correct, then select the Submi t button to submit
the Federal Tax (W-4) request. The Federal Tax (W-4) Self-Service Request
Confirmation page is displayed.

Note: Select the Back button to return to the Enter Federal Tax (W-4) Self-Service
Request page to make any corrections.
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Log out

Figure 88: EPP Federal Tax W4 Self Service Request Confirmation Page

6. Selectthe Exit Self-Service button to return to the Federal Tax Certificate (W-4)
page.
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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 visiting the FSAFEDS Web site at https/www.FSAFEDS.com and clicking
Enrollment. Open season enroliments are effective January 1 of the following year. Current
enrollees must remember to enroll each year to continue participating in FSAFEDS.
Enroliment 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, select the Flex Spending Accounts component. The Flexible Spending
Accounts page is displayed.
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Figure 89: Flex Spending Accounts Page
The fields are as follows:
Plan Field Instruction
Total Amount Field Instruction
Pay Period Amount Field Instruction

Balance Field Instruction
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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 OPM’s website at www.opm.gov for more detailed
information.

View Current FEHB Coverage

1. To View Current FEHB Coverage, select Health Insurance from the main menu. The
Health Insurance page is displayed.
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Sample Page
Self-Service
|+
Plan Code ! Description Conversion | PP Deduction | PP Coniribution | ¥TD Deduction
104 BLUE CROSS AND BLUE SHIELD Y $86.39 $1.00 $267.05
.- - ¥ 32 s% ¥ = T - ;1-

Figure 90: Health Insurance Page
The fields are as follows:
Plan Code/Description Field Instruction
Premium Conversion Field Instruction
Employee PP Deduction Field Instruction
Agency PP Contribution Field Instruction
Employee YTD Deduction Field Instruction

Self Service History
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Modify FEHB Coverage

1. To modify FEHB coverage, from the Health Insurance option, select Self-Service.
The FEHB Self-Service Request page is displayed.

=
Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

CJERI, Sex, & Disabiiity
CIFinancial Allotments
[Federal Tax (W-4)
[FIFiex Spending Accounts

[C)Health Insurance

[JHealth Savings Account

Sample Page

FEHB Self-Service Self-Service Request

“Cancel Enroliment” change requests entered today will be effective the last day of Pay Period . Bacause # is now FEHB

[ElHome Open Season, all other requests will be effective the first day of Pay Period 01. If you are in a non-pay status, it
[FFinancial Disclosure will be effective the pay period that follows a pay period during any part of which you were in a pay status.
[JLeave Calculator
If you meet the criteria for @ “puglifying Ide avent” and wish to have your FEHE change effective on a different date,
LJBenaRis Statament please see yOUr SeTvicing personnel office.
[E)Personal Info It is your responsibility to ensure that the plan you select is available in the your area. Read plan brochures carefully
[1Debt Management before selecting a plan.
LDt Bapost Please select the tvpe of change you wizh io make:
[IEAL Statements

Change Plan |
Change Self-Only to Family
Change Seif-Only to Seif Plus One
Cancel Enroliment

Change Premium Conversion Status

[JLife Insurance
[lLeave
DlResidence Address < You cannot use EPP to claim more than 10 family members or add foster chil or add hildren age 26
or oider. If you need any of the above Health Benefits changes, please see your servicing personnel or payroll
[lState Tax office.
g:::]PanyDeh‘ls « To Start or Change your current enroliment, you will need the name or enroliment code for the plan you want lo
enroll in or change to.
LTGX Socin To envoll in or change to a family pian, it is required that have each family mamber's date of birth and
o or a you name,
g:ftzm BRI address(if different from your own).
[11095-C « Il you use EPP, do not submit paper forms for the same action.
[OMiscellaneous « To avoid a gap in your family member's coverage, this change should be coordinated with the effective date of
[FPreferencas their new coverage.
[ Time Manager = When changing to a new pan you do not have 1o Cancel of SIop YOUF CLMant coverage.
LItk < Enroiees and family members who are Medi ies should provide their Health Insurance Claim
BENEFEDS Home Mumber (HICN) to their FEHB Carrier, if requasted.
e For other types of changes, please see your servicing personnel office.

]

Figure 91: FEHB Self-Service Request Page

2. Select change Plan. The Enter FEHB Self-Service Request page is displayed.
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sample Page
-
Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Enter FEHB Self-Service Request
ClHome [ the enroliment below and click "Continue™. You will be given a chance to review this request before

[#Financial Disclosure
ClLeave Calculator

IBW

Items marked with an asterisk * are required.

[JBenefits Statement
[E]Personal Info
et Manaorar
L/ERRCt Dopost Effeciive Pay Period, Year |01, 2018
[JESL Statements
[JERI, Sex, & Disabilty * Plan Code / Mame 1314 | GEHAHEALTH BENEFIT PLAN
[IFinancial Allotments * Premium Coi fom @ ves CINo
[OFederal Tax (W-4)
[OFlex Spending Accounts * Marmied ®ves Mo
[Health insurance ;
[Health Savings Account * Preferred Phone 50# | 555 | i5_555 |
LIRS e _mail Address | Joseph O Harley@usda go
Clteave E-mai res: | ph Q. Harley @ gov
[JResidence Addrass It you are covered by Medicara, check all that apply.
[JState Tax .q
LTIty Bebts Medicare Coverage )
arse Up
[CITSP Catch-Up _
[Vet Status & Preference Medicare Claim Nbr | 789987
w-2 Are you covered by insurance other than Medicare?
E"?gs'c ®ves (Mo
LIMGcekahgos I yes, indicate below.
[Preferences Clricare
Other Inzurance COVETage | g,
L:1Time hanages [ Private Insurance
lLinks
NEF Plan Mame: !Humana
BENEFEDS Home
TSP Home Policy Hor: 456753
CFC Give Back

\,

[Ext]

Figure 92: Enter FEHB Self-Service Request Page
3. Complete the fields as follows:
Effective Pay Period, Year Field Description
Plan Code/Name Field Instruction
Premium Conversion Field Instruction
Married (FEHB) Field Instruction
Preferred Phone Field Instruction

E-mail Address Field Instruction
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Medicare Coverage Field Instruction
Other Insurance Coverage Field Instruction

4. Select continue. The Submit FEHB Self-Service page is displayed.

¥ - L h e
. Pay Period Calendar

—ry

Sample Page

Change Plan
01,2018
314 GEHA HEALTH BENEFIT PLAN

(504) 555-5555

Figure 93: Submit FEHB Self-Service Request Page

5. Verify the fields are correct.
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6. Select submit. The FEHB Self-Service Request Confirmation page is displayed.
OR
Select Back to return to the Enter FEHB Self-Service Request page.

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

4

Sampie Page
' R’ N, - -
Jozeph . Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC FEHB Self-Service Request Confirmation
[lHome Your Self-Service request has been accepted. An e-mail confirming this request has been sent to
[FEIFinancial Disclosure “John.Q.Harley@USDA.GOV™. You will also receive an e-mail when this request has been processed.
Leave Calculator
gse fits Statement If you need to make changes to this request, click “Self-Service” at the top of the FEHB page. Do not enter a new change
EPorsansl e request, Entering multiple requests will cause duplicates and will prevent your request from processing successfully.
[]Debt Management If your Self-Service request is free from errors and duplication, it will be:
BRIl 5 Effective on 01/10/2016, the first day of pay period 1.
[JEAL Statements
[JERI, Sex, & Disabilty = Processed in the Pay Period 1 processing cycle that begins on 1/18/2016.
[JFinancial Allstments = Reflected on your Pay Period 1 EL Statement (official pay date 2/472016).
1Esterst e (W-4) This Self-Service raquest should be reflected on your Employee Personal Page (sample page) (EPP) within two business
LJFlex Spending Accounts days. Please return to your EPP and verify this change. If you do not see this change request reflected on your EPP after
two business days, contact your Personnel/Human Resources Office fo determine the status of this request. Remembar
[Health Savings Account to check your Pay Period 1 Eamings and Leave Statement closely to verify that your Self-Service request achieved the:
[ClLife Insurance desired result.
[lLeave Please print this page for your records.
[JResidence Address
com o
- IEITLEANELRDE Type of Change Change Pian
OTsP =
Date Entered 111872017 8:34AM
TSP Catch-Up =
[JVet Status 8. Preference Effective Pay Period, Year |01, 2018
wW-2 JOSEPH HARLEY
10856 Employee Mame and Address | 400 CONSTANTINOPLE ST
SM s NEW ORLEANS, LA 70119-0000
#5: aneous
m - mm_i:oue I Mame 314 GEHAHEALTH BENEFIT PLAN
[)Time Manager Beeried? Yes
[Links Preferred Phone {504) 555-5555
hiedicare A Yes
BENEFEDS Home Medicare B No
TSP Home Medicare Coverage MedicareD  No
CEC Give Back
Claim Nbr 789987
ered by |98 Tricare No
- Ll ‘Other Insurance Coverage Private Insurance Plan Name Humana
L Policy Nbr 456753

JAMICE R HARLEY **.*"-4444
Birth Date 05/01/1963

SexF
Relationship 01 - Spouse
Address

Phone Number (504) 555-5555

Family bers E-mail Address Janice A Harley@yahoo.corm|

% Spphcace) Medicare Coverage
Medicare AN
Medicare BN
Medicare DN

Medicare Claim Nbr

Other Insurance Coverage
Tricare N
Private InsurancePlan Name
Policy Mbr

[Ext]

Figure 94: FEHB Self-Service Request Confirmation Page
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Health Savings Account

Note: Employees must log in to EPP using PIV/Login.Gov when making all banking
changes.

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 require the following:

* The employee must be a participant in an HDHP.

» The employee 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).

* The employee cannot be claimed as a dependent on someone else’s tax return. (This
does not include filing jointly as a spouse.)

* The employee cannot be enrolled in TRICARE, Medicare, or have received Department
of Veterans Affairs (VA) benefits within the previous 3 months.
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Start a Health Savings Account

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.

| 4

[CIEAL Statements
[JERI, Sex, & Disability
[ Financial Allctments
[lFederal Tax (W-4)
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Sample Page
Joseph Q. Harley Health Savings Account [ seit-service |
OFC OF THE CHIEF FIN OFFC
Print-Friendly
[ClHeme
[#]Financial Disclosure The following Pll data is masked. If you would like to view or pant the Bank Routing Number(s) and Bank Account
[JLeave Calcutator Number(s) where they appear on the page, go to the Home page and ciick the Change Pl link under the Preferences tab
[Benefits Statement
[IPersonal Info 0 o musst be covered by a qualified High Deductible Health Pian (HDHP) 1o be eligible for an Health Savings
[1Debt Management Account (HSA).
] Direct Deposat

This page i= for HAA deduciions anly.
Flexible % A (F:354) revy BALVET b wnieredd thismagh e ESAFEDS website.

Current Information

Mo information found

[:)Flex Spending Accounts
[ Health insurance
[J[Health Savings Account An HSA is a savings account, used in conjunction with a qualified High Deductible Health Pian (HDHP), for
[lLife Insurance eligible individuals to save money for current and future qualified medical expenses on a tax-free basis. An HSA
[Leave 1% "portable” 5o it stays with you even if you change employers of beave the work force. Funds remain in your
or S s account from year o year until you use them.
] State Tax IRS regulatons stale that o be eligilde for an HSA you must meet the foBowing requinements:
g:";hmmm o You must participate in a High Deductible Health Plan (HDHP). List of Eligible FEHR HOHPs
CITSP Catch-Up = *You cannot be covered by any other health plan that is not an HDHP, except those specifically allowed
[ Viet Status & Preference (e.g. disability, dental, vision, long-term care, and limited expense flexible spending accounts),
aw-2 = You cannot be claimed as a dependent on someone else's tax retum. (This does not include Filing Jointly
C1095.C as a spouse), and
[ Miscellanecus = You cannot be lied in TRICARE, Medis of have ved VA wathin the previous three
[*]Preferences months.
[ Time Manager The ing websites provide detailed ir ion on eligibility requi high ible: health plans,
[ElLinks qualified expenses, and other HSA information:
- 2
ISE Home
CFC Give Back

Self-Service History

Efieciive |
g Fay Feriod, | Ty of Harik Routing Mir | Allarneni
Frovcwssad Year Haguesi 1 arnes Aceouni Nbr| Amouri s
07052018 13, 2018 | Stop CAPITAL ONE NATIONAL AssOc| ™ | 30 00‘ ProcessediComplete

Seli-Service Sistux Deseripions:
Processed/Compleie: The Change Request has been processed and
updated successiully,
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Figure 95: Health Savings Account Page

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

Figure 96: Health Savings Account (HSA) Allotment Self-Service Request Page

3. Check the acknowledgment box to acknowledge that eligibility is valid. The Start New
HSA Allotment button appears.
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Sample Page

( Health Savings Account (HSA) Allotment Self-Service Request
Joseph Q. Harley g gs Account (HSA) en rvice Req

'OFC OF THE CHIEF FIN OFFC You currently do not have an HSA Account allotment
ElHeme An HSA is a savings account, used in conjunction with a qualified High Deductible Health Plan (HDHP), for
[EIFinancial Disclosure eligible individuals to save money for current and future qualified medical expenses on a tax-free basis. An HSA
15 "portable” so it stays with you even if you change employers or leave the work force, Funds remain in your
[Leave Calculator account from year to year until you use them
[L1Benefiis Stalement : . . .
ElPersonal knfo IRS regulations state that & bw wligibls for an HSA you must meet the following requirements:
[]Debt Management c You miist participate in a High Deductible Health Plan (HDHP). List of Elaible FEHB HDHPS.
LIyEctTeno & You cannat be covered by any ofher health plan that is not an HDHP, except those specifically allowed
[JESL Statements (0. disability, dental, vision, lang-term care, and limied expense flexible spending accounts),

R, & Disabil
EJE , Sex, ID'“""""'  You cannat be claimed as a dependent on someone else's tax retum. (This does nat include Filing Jointly
[)Financial Alloiments as a spouse), and

[l Federal Tax (W-4) : - ey 3
= You cannot be enrolled in TRICARE, Medicare, or have receved VA benefits within the previous three

[JFlex Spending Accounts e

[ Health Insurance

[[Health Savings Account | The following websites provide detailed inft ion on eligibilkty requi ts, high health plans,
quakfied expenses, and other HSA information:

[ElLife Insurance
[Leave
[EResidence Address
[JState Tax

[ Third Party Debts » RS HSA Publication 969,
TSP
LITSP Cateh-Up £2 To start a new HSA Allotment, you must mark this. box to certify that you meet IRS requirements and are eligible to
Vet Status & Preference establish an HSA.

Owz

[1085-C Start Mew HSA Allotment |

CIMiscelianeous
[Z]Preferences [-—]
[ Time Manager |
[ClLinks

Figure 97: Health Savings Account (HSA) Allotment Self-Service Request Start New HSA
Allotment Page

4. Select 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.
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HSA Seli-Service Request

Type of Request

* Bank Routing Mbr / Mame 231372691

* Account Nbr 123456789

* Confirm Account Nbr 123456789 |
* HSA Allotment Amount per PP

* Effective Pay Period, Year 08,2024 »

| Bsekcl) 5 Crmtones |

Figure 98: Enter Health Savings Account (HSA) Self-Service Request Page
5. Complete the fields as follows:
Type of Request (HSA) Field Instruction
Bank Routing Nbr/Name (HSA) Field Instruction
Account Nbr (HSA) Field Instruction
Confirm Account Nbr (HSA) Field Instruction

Allotment Amount Field Instruction
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Effective Pay Period, Year (HSA) Field Instruction

6. Select Continue. The Submit Health Savings Account (HSA) Self-Service Request
page is displayed.
OR
Select Back to return to the Health Savings Account (HSA) Allotment Self-Service
Request page.

.

Sample Page

1. Enter 2. Submit 3. Print

Joseph Q. Harley
GG ONF TERCHIE N i Submit Health Savings Account (HSA) Self-Service Request

[=|Home
[#JFinancial Disclosure
[JLeave Calculator
[JBenefits Statement o Click ™ 2™ fo csai withoui submiiing ibis roguest.
[ZlPersonal Info
[1Debt Management
] Direct Deposit
[JERI, Sex, & Disability Tisgae i’ Bosignescs, iiart.
[JFinancial Allotments e
[TIFederal Tax (W-4) I teails beonntiing) Rk £ beaiiies GAVITAL ON - NATIONAT ASS00
[IFlex Spending Accounts
[JHealth Insurance
I kealih Saavings Aveouni
[JLife Insurance

Your new Solit Sorvice roguensic is shown beliw,

oo Click "ack” o chuange whiak you heave enieied.

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

SuerapMbr FmEREEATER
55000
13, 2018

[JLeave

[TJResidence Address Back Submit

[ State Tax

[ Third Party Debts I yaaur Selt-Seivies reguest s e iron errors and duplication, 1§ will be:
TSP

o deifeciive on OBE2AC2018, thies st duy of pay peiiod 13,
[ TSP Gatch-Up

[]Vet Status & Preference o Plincessod inibo Pay Period 133 provossing eyele thai boging on (222018,

w-2 o Heileciod on your Hay Period 13 L& Siateinont (ofiicial peay desivs 1952018).
11095-C
[Miscellaneous

[+]Preferences ﬁ

[JTime Manager

Figure 99: Submit Health Savings Account (HSA) Self-Service Request Page
The fields are as follows:
Type of Request (HSA) Field Instruction
Bank Routing Nbr/Name (HSA) Field Instruction
Account Nbr (HSA Displays) Field Instruction
Allotment Amount (HSA Displays) Field Instruction

Effective Pay Period, Year (HSA Displays) Field Instruction
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7. Select submit. The Health Savings Account (HSA) Self-Service Request Confirmation
page is displayed.
OR
Select Back to return to the Enter Health Savings Account (HSA) Self-Service Request

page.
, " —

r

Sample Page
‘il ™
Joseph Q. Harley 1. Enter 2, Submit 3. Print
OFC OF THE CHIEF FIN OFFC Health Savings Account (HSA) Self-Service Request Confirmation
[JHome Your Self-Service request has been accepted. An e-mail confirming this request has been sent to
[s]Financial Disclosure “John.Q.Harley@ULDA.GOV". You will also receive an e-mail when this request has been processed.
Leave Calculat
mazmmsfmm . 1f you need to make changes to this request, click “Self-Service* at the top of the Health Savings Account page. Da not
[JBene e enter a new change request. Entering multiple requests will cause duplicates and will prevent your request from
[ElPersonal info processing successfully.
[JDebt Management _ ) - :
[]Direct Degosit If your Self-Service request is free from errors and duplication, it will be:
g::ll- 2:0911:5 a Effective on 06/24/2018, the first day of pay period 13,
, Sex, & Disability :
ClFinancial Alla = Processed in the Pay Period 13 processing cycle that begins on 7/2/2018,
[C]Federal Tax (W-4) a Reflected on your Pay Period 13 E&L Statement (official pay date 7/19/2018),
[Flex Spending Accounts This Sell-Service request should be reflecied on your Employee Personal Page (sample page) (EPP) within two business
[JHealth Insurance darsﬂeﬁemtmwmrEPPandwﬁfrmmmHmdnmlmmm request reflected on your EPP after
[D[Heatlth Savings Account | two business. days, contact your PersonnelHuman Resources Office o determine the status of this request Remember
[ Life Insurance to check your Pay Period 13 gs and Leave Statement closely o verify that your Self-Service request achieved the
[JLeave
[l Residence Address Please prin{ this page for your records.
[ State Tax
Tate
oTse Type of Hequesi Start
[OISPCatchlip. I e
[ Vet Status & Preference Hanik Reuting Mbw [ Matie | o0 0170 OME NATIONAL ASSOC
Oow-2 AccouniMbr | weveeeeees
[J1095-C Allotmernt Amount $50.00
EE:?%MM Efisctive Pay Period, Year| 13, 2018
erences
JTime Manager Uate of Megquesi 06052018

Figure 100: Health Savings Account (HSA) Self-Service Request Confirmation Page

8. Select Exit. The Health Savings Account (HSA) Allotment Change Request page is
displayed.
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Modify a Health Savings Account

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

3. Select 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.
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Cancel a Health Savings Account

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

3. Select 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.
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Life Insurance

The Life Insurance option allows users to view their life insurance information.

To view Life Insurance data, 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.

2 . / =gy = e — B

O~ = "‘?
o Az e

&>

Sample Page

-
Joseph Q. Harley Life Insurance
OFC OF THE CHIEF FIN OFFG

[EHome

i

g;:an:i;:ﬁ:mtﬂ[ Plan Description Coverage Description | Basic Coverage Amount

[lPersonal info FEDERAL EMPLOYEES GROUP LIFE INSURANCE |BASIC $43.000
[Debt Management LONG TERM CARE PARTNERS, LLC
[Direct Deposit
[JEAL Statements .
[JER, Sex, & Disability ) For more information on Life Insurance costs as of Pay Period 01 see your FEGLI Personal Benefits.

[Financial Allotments -
[IFederal Tax (W-4) - Find out about FEGLI st OPAs FEGLI Home Page.

LIEEs Spening Acome ) For more information about the Federal Long Term Care Insurance (FLTCIF) program visit OPM's FLTCIF Home
[JHealth Insurance Page.

[OHealth Savings Account
e Insurance ]
[JLeave
[DResidence Address
[IState Tax
[1Third Pariy Debis
orse
[JTSP Catch-Up
[Vt Status & Preference
-2
[J1095-C
[IMiscellaneous
[FPreferences
[]Time Manager
[JLinks

Print-Friendly

e .

Figure 101: Life Insurance Page
The fields are as follows:
Plan Name Field Instruction

Coverage Description Field Instruction
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Basic Coverage Amount Field Instruction
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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.

B

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[ElHome
[FFinancial Disclosure

Sample Page

to your i

Leave Summary Pay Period 12 ending 06/23/2018

Balance Used

[24.00 |4.00 |

2Nno2025 500 1

[JLeave Calculator - PT Hourz Proi
[JBenefits Statement g:;vg:r mmn yyp |Balance :gcmed gzﬂ g;‘:‘ﬂw Category g::'yovm Uso-ollf:lso
[ZJPersonal Info
[Debt Management Annual] 240.00 6.00 44.00 6.00 240,00
[Direct Deposit Sick 4,00 201,25
[JESL Statements Comp 325 .75
[CIERI, Sex, & Disability Home
[OFinancial Alotments Shore
[JFederal Tax (W-4) Religious 4.00 |20.00
[]Flex Spending Accounts Credit 10.00 (20.00
[JHeaith insurance Time Off| 16
[JHeaith Savings Account Aveard
[Lifa Insurance Comp 500
CJLeave Travel )
[Residence Address
| State Tax
gn:m Party Debls Restored Annual Leave
oTse st Year| 2nd Year| 3rd Year | Balance
CITSP Catch-Up 0 0 0 o
[Jvet Status & Preference
vz
[J1085-C PP, Year Awarded | Hours Awarded | Hours Used | Balance
[IMisceRaneous 4, 2015 P 8 16
[EPreferences
[ITime Manager Military Leave
Links
o FY Ending Balance|Accrued|Available This FY|Used YTD|Balance
BENEFEDS Home [2 [24  J120 e [120 |
ISP Home
CFC Give Back
|powered by Disabled Veteran Leave

Figure 102: 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.

1. To enter or modify the residence address, 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.
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Pay Period Calendar H Log out

ey

@

Current Information
800 CONSTANTINOPLE ST
[NEW ORLEANS, LAT0115 2216

Self-Service History

1234 CONSTANGE ST
10. 2095 /e w ORLEANS, LA 70115 0115

Figure 103: Residence Address Page

2. Select self-service. The Enter Residence Address Self-Service Request page is
displayed.
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Pay Period Calendar 1 ntact Us I! Log out

Pending Self-Service Request

Figure 104: Enter Residence Address Self-Service Request Page

3. Complete the fields as follows:

Street Address Line 1 Field Instruction

Street Address Line 2 Field Instruction

Street Address Line 3 Field Instruction

City, State Field Instruction

Zip Code Field Instruction

Zip Code (Optional) Field Instruction

Effective Pay Period, Year (Address) Field Instruction
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4. Select Continue. The Submit Residence Address Self-Service Request page is
displayed.

OR

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

Sample Page
Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC Enter Residence Address Self-Service Request
[EJHome
[FFinancial Disclosure Enfter your new information below and click “Continue™. You will be given a chance to review this request before it is
[JLeave Calculator accepted.
LB Shrement Please note, you will not be able fo type in your City. Once you have entered your
[JPersonal Info and clicked "Continue”, your Zip Code will be used to populate your City.”
[JDebt Management
[lDirect Deposit ltens marked with an asterisk * are requirad.
[CIEAL Statements

e s sy

Fi ial Allotments
s Line 12189 LAKE CASTLE ST I

[IFiex Spanding Accounts " Street Address Line 2 |
[JHealih Insurance Line 3 |

[JHeaith Savings Account City, 5tate HARVEY LA

[Lita Insurance : — =
Clleave Zip Code |70058 || 0580
[SResidence Address | * Effective Pay Period, Year || 13, 2018 | Pay Period Calendar
T ), 2018
[ Third Party Debts [Coms]
OTse Continue
[ITSP Caich-Up
[JVet Status & Preference If your state of resigence is changing you may need to change your state tax exemptions foo, To change your state fax
[OW-2 exemptions, go to “State Tax Certificate” on the EPP menu.
[J1095-C
[Miscellaneous
[ Preferences
[ITime Manager
Citinks [E]

ISP Home

Figure 105: Submit Residence Address Self-Service Request Page
The fields are as follows:
Residence Address Field Instruction

Effective Pay Period, Year (Residence) Field Instruction
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5. Select submit. The Residence Address Self-Service Request Confirmation page is

displayed.
OR

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

| Logout |

Figure 106: Residence Address Self-Service Request Confirmation Page

6. Select 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:

* Change the number of exemptions
* Change the marital status
 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.

1. To change state tax data, 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.
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N Logout |

Sell-Service History

Figure 107: State Tax Certificate Page

2. Select self-service. The Enter State Tax Request page is displayed.
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Log out 'I

Enter Louisina State Tax Regquest

[13. 2018 | Pay Periog Calendar

Figure 108: State Tax Certificate Page
3. Complete the fields as follows:
Effective Pay Period, Year (Tax) Field Instruction
Filing Status
Number of Exemptions Field Instruction
Additional Amount To Be Withheld Each Pay Period Field Instruction

4. Select Continue. The Submit State Tax Certificate Self-Service Request page is
displayed.

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

Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[ElHome
[ZFinancial Disclosure
[JLeave Calculator
[Benefits Statement
[ElPersonal info
[JDebt Managemant
[JDirect Deposit
[JEAL Statemeants
CJERI, Sex, & Disability
[JFinancial Allotments
[IFederal Tax (W-4)
[CIFtex Spending Accounts
[JHealth Insurance
[JHealth Savings Account
[FlLife Insurance
[Leave
[JResidence Address

Dfstate Tax

[ Third Party Debls
TSP
TSP Calch-Up
Vet Status & Preference
CIW-2
[1095-C
[IMiscellaneous
[HPreferences
[Time Manager
[Links

MEF! H

\

Sample Page

1. Enter 2. Submit 3. Print

Submit State Tax Request
Your new Setl-Service request is shown balow,
o Click "Back” to change what you have entered.
o Click "Exif” to axit without submitiing this request.

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

Louisiana State Tax Certificate Request

Effective Pay Period, Year | 13, 2018
Filing Status Married
Number of Exemptions | 02

Additional Amountlobe |
‘Withheid Each Pay Period

[(Submit |

If your Self-Service requestis free from errors and duplication, it will be:
o Effective on 06/24/2018, the first day of pay period 13.
= Processed in the Pay Period 13 processing cycle thal begins on 7/2/2018.
o Reflected on your Pay Period 13 E&L Statement (official pay date 7M1 92018).

00

ED|

Figure 109: Submit State Tax Request Page

The fields are as follows:

Effective Pay Period, Year (State Tax) Field Instruction

Filing Status (Displays) Field Instruction

Number of Exemptions (Displays) Field Instruction

Additional Amount To Be Withheld Each Pay Period (State Tax) Field Instruction

5. Select submit to submit the new tax data. The State Tax Certificate Self-Service

Request Confirmation page is displayed.
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OR
Select Back to return to the Enter State Tax Request page.
OR

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

Ly

e
o
o

1 Pay Period Calendar ContactUs | _' Log out |

i SAVINGS 7 F AT o

PLAN

Fol /T >

Sell-Service Request

Figure 110: State Tax Certificate Self-Service Request Confirmation Page
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Third Party Debt

The Third Party Debt Management option allows employees to view their current third party
debt information. The Debt Summary Statement is only available to those employees with
third party debt(s).

—

= b :
Pay Period Calendar m ContactUs |
™E - GE ——

1 >0

Sample Page

Joseph Q. Harley Third Party Debts

OFC OF THE CHIEF FIN OFFC

[EHome

[FIFinancial Disclosure

[JLeave Calculator

[Benefits Statement

[ClPersonal Info
[ClDebt Management
[JDirect Deposit
[JEAL Statements

Summary Siaiement as of Pay Period 01 ending 1292019

Below is a list of your curent outstanding child support, bankruptcy, educational loan, payroll ag i,
commercial garnishment andior tax levy debls. Questons should be direcled to your servicing payrod office.

Debt Summary Statement

[CIER, Sex, & Dicability
[JFinancial Alioiments
[JFederal Tax (W-4)

Account Mumber and Type

Original Balance

Current Balance

View Detailz

1234567890 - BANKRUPTCY

£

4443332221 - CHILD SUPFORT

[

[CIFiex Spending Accounts
[IHealth Insuranca
[JHeslth Savings Account
[lLife Insurance
ClLeave
[IResidence Address
[IState Tax
CffhrdPartyDebts |
TSk
[JTSP Catch-Up
[Vt Status & Prefarence
w-2
[11095-C
[IMiscellaneous
[HPreferences
[ Time Manager
[Links

9876543210 - TAX LEVY ﬂ

BENEFEDS Home
TSP Home
FC Give Back

Figure 111: Third Party Debt Page

1. To view third party debt, select the Third Party Debts link located beneath the Personal
Info menu on the EPP home page. The Summary Statement will be displayed with a list
of third party debts.

2. Select the view Details icon for the applicable bill number and type to view the
specific details. The Debt Details page will be displayed with additional information
about the third party debt. This is a view-only page.
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Note: For more information on third party debts, see the Administrative Billings and
Collection System (ABCO) procedure.

Page 180



USDA
USDA

Employee Personal Page /‘

Thrift Savings Plan (TSP)

The TSP menu option allows users to view their current 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.

The Thrift Savings Plan Enhancement Act of 2009, Public Law 111-31, signed 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 funds (assuming
certain criteria are met). For more information on Roth requirements, see the TSP website 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 https.//www.tsp.gov.

1. To make changes to TSP, 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.
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Plan Hame Per Pay Period
FEDERAL THRIFT SAVINGS PLAN 10%
Date Effective ) Contributions.
Processed | Pay Period, Type of Request | Per Pay Period Status
71052018 13, 2018| Change 8% | Pending
122872008 26, 2008 | Change 3% | Processed/Complete

Figure 112: Thrift Savings Plan (Federal and Non-Federal) Page

2. Select the self-service button. The TSP Self-Service Request page is displayed.
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Sample Page
=
TSP Self-Service Request
Joseph Q. Harley £
OFC OF THE GHIEF FIN OFFG Pending TSP Self-Service Request
CiHome Your pending Seli-Service request is shown below.
[EIFinancial Disclosure = Click "Exit” to exit without modifying this request.
[JLeave Calculator = Click "Edit" to modify this request.
[JBenefits Statemant .
ElPersonal Info v Click "Dedete” if you do not want this request to be processed.
[]Debt Management
[Direct Deposit
. smars
CIERL Sex, & Disabidity Contributions Erl‘awya
[Fmancial Allotments Tupe of Per Pay Pay Period, Date
[CJFederal Tax (W-4) Election Plan Mame Period Year Entered
[IFlex Spending Accounls FEDERAL THRIFT SAVINGS Edit
Cha 8%|13,2018 TI052018 || Print
[OHeaith Insurance o8 PLAN : Delete "
[-JHealth Savings Account
[ClLife Insurance
DlLeave Current Thrift Savings Plan Contributions
g:;g:‘;“mm Your current Thrift Savings Pian amounts are shown below. Click “Change” or “Stop” to enter a Self-Servica Request.
Fird
[:JThird Farty Debls | start T5P ROTH Contribution |
offse ]
i
[Vet Status & Preference = =
CIw-2 Plan Mame Per Pay Period
LI1gRr e FEDERAL THRIFT SAVINGS PLAN 10%
[IMiscellaneous
[Preferences The total of your Traditional and ROTH contributions to TSP for the year may not exceed the IRS limit of $18,500.
[ Time Manager
[JLinks
BENEFEDS Home
ISP Home
CFC Give Back
N A

Figure 113: TSP Self-Service Request Page

3. Select the Start TSP ROTH Contribution button for Roth transactions. The Enter
ROTH TSP Self-Service Request page is displayed.
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ROTH TSP Self-Service Request

od, Yeor| [ 13, 2018 | Pay Period Calendar

Figure 142: Enter ROTH TSP Self-Service Request Page
OR

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

4. Complete the TSP and/or ROTH fields as follows:
Plan Name Field Instruction
Type of Election Field Instruction
Dollar Amount Field Instruction

Percent of Basic Pay Field Instruction
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Effective Pay Period, Year Field Instruction

5. Select the Continue button. The ROTH TSP Self-Service Request page is displayed.

s :I | Log out ]

Figure 115: ROTH TSP Self-Service Request Page
OR

Select the Exit button to cancel the action. The Submit ROTH TSP Self-Service
Request page is displayed.
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Figure 116: Submit ROTH TSP Self-Service Request Page

6. Select the submi t button to submit the changes entered. The TSP Self-Service
Request Confirmation page is displayed.
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sample Page
Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIN OFFC ROTH TSP Self-Service Request Confirmation
[E]Home Your Self-Service request has been accepted. An e-mail confirming this request has been sent fo
[ Financial Disclosure “John.Q.Harley@USDA.GOV". You will also receive an e-mail when this request has been processed.
Leave Calculator
gmm Shadermont If you need to make changes 1o this request, click “Self-Service” at the top of the Thrit Savings Plan page. Do not enter a
new change request. Entering multiple requests will cause duplicates and will prevent your request from processing
EPersonal Info successiully.
[ODebt Management
[ClDiract Deposit If your Seil-Service request is free from emors and duplication, it will be:
[JESL Statements: o Effective on 06/24/2018, the first day of pay period 13.
CJERI, Sex, & Disability
CiFinancial Aliotmente o Processed in the Pay Period 13 processing cycle thal begins on 7/2/2018.
[CJFederal Tax (W-4) = Refiected on your Pay Period 13 E2L Statement {oficial pay date T/19/2018).
LJFlex Spending Accounts This Self-Service request should be reflected on your Employee Personal Page (sample page) (EPP) within two business
[JHeaith Insurance days. Please retum to your EPP and verify this change. If you do not see this change request reflected on your EPP afler
[JHealth Savings Account two business days, contact your Personnel/Human Resources Office to determine the status of this request. Remember
[JLite Insurance to check your Pay Period 13 Eamings and Leave Statement closely to verify that your Self-Service request achieved the
desired resuit.
[JLeave
[JResidence Address Please print this page for your records.
[IState Tax = ;
o Py Do
ofsP ] Type of Election
TSP Catch-Up Contributionz Per Pay Period 570
[JVet Status & Preference Effective
Gw-2 Pay Period, Year R
[]1095-C Dote
[IMiscellaneous Entered 06/152018|
[#]Preferences
[ Time Manager
inks [Ex]
BENEFEDS Home
ISE Home
CFC Give Back

Figure 117: ROTH TSP Self-Service Request Confirmation Page
OR
Select the Back button to return to the Enter TSP Self-Service Request page.
OR

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

7. Select the Exit button. The Thrift Savings Plan (Federal and Non-Federal) page is
displayed.
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Sample Page
-
Joseph Q. Harisy Thrift Savings Plan (Federal and Non-Federal)
OFC OF THE CHIEF FIN OFFC
Print-Friendly.
ClHome
s D
[CLeave Calculator Contributions
gsenaﬂs Is:a;ement Plan Mame Per Pay Period
Personal Info
A Dati ik o FEDERAL THRIFT SAVINGS PLAN 10%
[IDirect Deposit The total of your Tradiitonal and ROTH contributions to TSP for the year may nol exceed the IRS elective deferral limit of
[JE&L Statements $18.500.
[JERI, Sex, & Disability s
[OFinancial Aliotments @MMWMMMMMEPHﬂmIMHMM.

[Federal Tax (W-4)
[Flex Spending Accounts

[Health Insurance Self-Service History (Federal TSP Only)
[JHealth Savings Account Effective Contributions
[[Life Insurance Prooessed Pay Period, Year | Type of Request | Per Pay Period Status
[Leave 752018 13, 2018 | Change 8% | Pending
g:ﬁ"‘:m Address 05/11/2010 09, 2010 Change 5% | Processed/Complete
ate Tax

[JThird Party Detis 122872008 26, 2008 | Change 3% | Processed/Complete
o[rse |
[CITSP Catch-Up
[Vt Status & Preference Self-Service Status Descriptions:
Ow-2 nmmmmmmmmmnmm
[J1085-C It can be modified of deleted
[OMiscelanaous Processed/Complete: The Change Raquest has baen

CPreferences d Tully

[Time Manager

CLinks

EENEFEDS Home

ISP Home

CFC Give Back

o R

L A

Figure 118: Thrift Savings Plan (Federal and Non-Federal) Page
TSP Catch-Up Contributions

TSP catch-up contributions were supplemental tax-deferred employee contributions that
employees could make to TSP beyond the maximum amount they could contribute through
regular contributions.

Note: In Fall 2024, TSP will send a one-time notice to eligible participants turning age 60—
63 in calendar year 2025. The employee's date of birth must be accurate in the National
Finance Center (NFC) system to ensure eligibility for higher catch-up contribution limits,
with no opt-in required.
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Note: As of Pay Period 26, 2020, catch-up contributions are no longer available, and all
TSP contributions should be made in the same manner (including any spillover
contributions above the maximum annual contribution amount). Any previous catch-up
contributions submitted are still visible via EPP.

TSP Spillover Contributions

Spillover contributions are made in conjunction with regular TSP contributions. There is no
special form for spillover contributions.

To be eligible to make spillover contributions, the following conditions must apply:

* The employee must be at least age 50 years or older during the calendar year in which
the spillover contributions are made (even if the employee becomes age 50 on
December 31 of that year).

» The employee must be currently employed and in a pay status (contributions are made
through payroll deductions).

* 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.

Eligible employees may contribute up to the annual maximum dollar amount allowed by the
IRS elective deferral limit.

Since spillover contributions are supplemental, they do not count against the IRS elective
deferral limit. However, the combination of regular and spillover TSP contributions cannot
exceed the total IRS contribution limit for the year.

Contributions spilling over toward the catch-up limit will be matched, but only up to the 5% of
salary to which participants are already entitled.

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

Spillover contributions may 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
spillover contributions.
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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.

Select the Vet Status & Preference component. The Veteran Status and Preference page is
displayed.
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Joseph Q. Harley
OFC OF THE CHIEF FIN OFFC

[ElHome
[EFinancial Disclosure
[FLeave Calculator
[Eeneaiits Statement
[EPersonal info
[ Debt Management
[Direct Deposit
[DEAL Statements
[JERI. Sex, & Disability
[JFinancial Alotments
[JFederal Tax (W-4)
[IFiex Spending Accounts
[JHealth insurance
[ Health Savings Account
[Life insurance
[Leave
[OResidence Address
[State Tax
[IThird Party Debts
TSP
TSP Calch-Up

[IwW-2
[]1095-C
[Miscelianeous
[FlPreferences
[ Time Manager
[FLinks

Vet Status & Preference

Sample Page

Veteran Status and Preference

WVeteran sta1us|\!euerans Preference | Veterans Preference for RIF

] ] Wone Mon-Veteran

UPDATE IRETRUCTIONS

Your HR Office values your help in correctly identifying those who have served. or are continuing to serve in the military.
Please review your Visterans Status, Vielarans Prefarance. and Veterans Preference RIF codes as thay appear in our
system. Please refer to definitions below.

i the information is accurate no action is nesded.

if the information is inaccuraie, please contact your Human Resourses point-of-contact immediately to update this
information. You uall be required to provide a copy of your service discharge form (DD-214) or other separation

and, if appli @ DD-1300, death, birth andior marmiage centificates. (If you are a Vieteran with a service
mm|Mﬁamwmrmmmmmmmmwmmsnn

Veterans Status

Code Dezciiption
B Pre-Vietnam-era vel | Aveleran whose service ended before the Vielnam era (i.e., before August 5, 1964)

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

P Post-Vielnam-era vel |Aveleran whose service began after the Vietnam era (Le., May 7, 1975).

M Not a Vietnam-era vet

WV Viatnam-era vel A veteran who served during the Vietnam era (i.e., from August 5, 1964 through May 7, 1975).
X Mot a Velaran Employee is not a veleran.

Code Description

1 None Employee has no velerans preference.

2 5-paint Employes has a 5-point velarans preferance.

3 10-poant disability Employee has a 10-point veterans preference due to disability.

Employee is entitted to a 10-point preference due to a compensabie
senvice-connected disability of less than 30%.

Persons entitled to a 10-point preference in this category:(1)Both the
Spouse and mother of veterans eccupationally disabled because of a
service-connected disability, and (2)the widow/widower and mother of
a deceased warlime veleran.

Veleran is entitied to 10-paint preferance due to a compensable
senvice-connected disability or 30% or more.

T No PoinisiSole Survivorship Preference (S5P) | Veleran is not entitied to preference.

4 10-pointicompensable

5 10-poént other

6 10-point/30% compensable

Code Description

1 30% or more Disable Employee is a veteran with 30% or more disabiity.
2 Veteran Employee ts & veteran,

3 Hon-Vieteran Employee is a non-veteran.

4 Veteran (No Retention Rights) | Employee 5 a vateran with no retention rights.
5 Mon-Vieteran (Refention Rights) | Employee i5 a non-veleran with retention rights

Figure 119: Veteran Status and Preference Page

The fields are displayed as follows:
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Veterans Status
Code

A

B Pre-Vietham-era
vet

N Not a Vietham-era
vet

P Post-Vietham-era
vet

V Viethnam-era vet

X Not a Veteran

Veterans Preference

Description

Veterans, ERA unknown (based on Veterans'
Preference).

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

Exempt from reporting

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

A veteran whose service began after the Vietham era
(e.g., May 7, 1975).

A veteran who served during the Vietnam era (e.g., from
August 5, 1964, through May 7, 1975).

Employee who is not a veteran.

Not a veteran (assumption based on Veterans'
Preference).

Description
Code
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.
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4 10-point/
compensable

5 10-point other

6 10-point/30%
compensable

7 Dishonorable
discharge

Veterans Preference
RIF Code

1 30% or more
Disable

2 Veteran

3 Non-Veteran

4 Veteran (No
Retention Rights)

5 Non-Veteran
(Retention Rights)
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Employee entitled to a 10-point preference due to a
compensable service-connected disability of less than
30%.

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.

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

Veteran not entitled to preference.

Description

Employee is a veteran with 30% or more disability.

Employee is a veteran.

Employee is a non-veteran.

Employee is a veteran with no 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.

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

E . o
. ~<L -
4 ) i - -,

Pay Period Calendar m

-

o

oy o -
=D
== T ¥

tUs
&>

Sample Page
r Ny
Joseph Q. Harley W-2 (Wage & Tax Statement)
OECHERHECHE LGNt ED The following Pil data is masked. I you would like to view or print the Social Security number where & appears on the
[EHome page, go to the Homa page and click the Change Pl link under the Preferences tab.
[z]Financial Disclosure
s Cott
LInenetts oo Federal Tax| ‘Wages, Tips and
[EIPersonal info Year| Withheld |Other Compenzation Employing Organizaiion
gg::;";em“’“' 2017| sa7s202 $40,286 36| U.S. DEPARTMENT OF AGRICULTURE |[§)
CJEAL Statements 2016) 5289265 539,686.26 |US. DEPARTMENT OF AGRICULTURE |3
[JERI, Sex, & Disability
[IFinancial Allotments
View Pt
2 sl vt J vew o ¥ viw v ors ¥ viw s ez
[JFlex Spending Accounts
[JHealth Insurance 0 ement De
g‘::“'!“‘ Savings Account 1. Wages, tips, and olher compenzation 40,886.36
Dle:\‘:‘sumnw 2. Federal income tax withheld 3T
[JResidence Address 3. Social security wages 46,447.18
[15tate Tax 4. Social security tax withheid 1,850.75
[ Third Party Debls 5. Medicare wages and tips 46,447 .18
TSP 6. Medicare tax withheld 67146
D;:'FSIC::T: 4 12 D - 401K TSP 5,560,82
EMQ .07 TOREABICD F 14. NT Health Benefits oT7.77
CJ1095C 15_ State/Employer's State ID# LA 1369123001
[OMiscellaneous 16. State wages, tips, ic. 40,886.36
[ElPreferences 17. State income tax 1,260.83
[ Time Manager
[OLinks
BENEFEDS Home
IEEI:E!M
CFC Give Back

Figure 120: W-2 (Wage & Tax Statement) Page
2. Select the view details icon next to the applicable W-2 to display the selected statement.

The following options are available:
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Option Description

Select View Pdf Displays a PDF version of the selected W-2

Select View Doc ] _

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

Select View Xls

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

1. To view 1095-C statement, select the 1095-C component. The 1095-C page is
displayed.

] ——m
e Pay Period Calendar m us | Logout |
i Fandsy ¥ »
o’ . |'. { & .I. _.

Figure 121: 1095-C Page

2. Select the PDF icon. The Employer-Provided Health Insurance Offer and Coverage
Statement is displayed.
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-~ 1095-C

[1voip

Employer-Provided Health Insurance Offer and Coverage

* Intormation about Form 1085-C and 1S separate INStructions 15 at www.irs. gow/form 1085¢ D o B

b00L1b
OfdB No. 1545-2251

2015

Employee Applicable Large Employer Member [Employer)
1 Hamg ot empioyes 2 Bocial sscunty rumber [E5M) T Wama of emplover B Emgizyer entifcation numibes EIN)
JOSEPH A HARLEY XEXKR-MXKR LS. Department of Agriculture
3 Sirest address (inchuding apariment na.) @ Sireet address {including reem of sufe nc.) 10 Contact telaphons numbar
1400 Independence Ave SW
& CRy or lown 5 Staba or province 8 Country and ZIF cr forsgn postal code | 11 Clty or town 12 Stale or provincs 13 Counfry and ZIF or forsgn postsl code
l WASHINGTON Dc 20250
Employee Offer and Coverage Plan Start Month (Enter 2-digit number):
Al 12 Monins Jan Feb Mar Apr May June July Aug Sept Oct Now Dec

14 O of
COvarags nter 14
racuined cock)
& S
Moninly Premium.
for Sell-Oniy
Covoag = 1§ $ § § L § $ § § ] % §
16 Applicabiia
Harbor (sniar code
1 applicabis)
[l Coversd Individuals

i Employer provided self-insured coverage, check the box and enter the information for each covered individual. D

Coversdd 1o M of Ca

ke — i ot saiase (12 moniel o e | Wi | Ay | W =5 iy | Ay TS | O [ Wev [
7 L e 9 v O e o o ) A
18 O (gig|ojoig|o|jo|ojo|ojofdo
" 5 o i g i i ) g i i
w S o o o f e o e s )
7 O (ojgoojo|jo|jo0|jojio|jojo(da
z O (gjig|ofojgjojojojg|jojao
For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat. Mo, G0705M EPP Print rorm 1095-C 2015

Figure 122: Employee-Provided Health Insurance Offer and Coverage Statement
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Miscellaneous

The Miscellaneous option provides users with their basic personnel information.

To View Miscellaneous Data:

Select the Miscellaneous component. The Miscellaneous page is displayed.

. === : .
f Pay Period Calendar e s || Logout |

—— —— -
r S
. PLAN "Ir

Figure 123: Miscellaneous Page
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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, user ID, and
Pll. Users can also elect whether or not to receive paperless W-2s and Earnings & Leave
(E&L) statements.

Note: All emails that are generated from EPP will be sent from the
DoNotReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your personnel or
payroll office.

Note: NFC has added a security enhancement to the EPP allowing users to unmask PII.
This option is available under Preferences, and it affects the viewing of Direct Deposit,
Financial Allotments, Health Savings Account (HSA), and Discretionary Allotments. Users
are now required to enter an additional Multi-Factor Authentication (MFA) one-time
passcode (OTP) to unmask PIl or change banking information.

To set your preferences, select the Preferences component. Valid values are:
Change Email Address (es)

Change Paper W-2 & 1095-C

Change Password

Change Two-Step Authentication

Change User ID

Change PII
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Change Email Addresses

The Change Email Addresses option allows the user to change their email address(es).

1. To change your email address, on the EPP Home page (with Preferences folder
expanded), select Change Email Addresses to change your email address(es). The
Change Email Addresses page is displayed.

r / = n
T o — :
Mpins ol ]

Sample Page

Joseph Q. Harley Change E-mail Addresses
OFC OF THE CHIEF FIN OFFC :
[JHoma E-mail Address
[IFinancial Disclosure
[Leave Calcutator EPP uses the e-mail addresses below o send you nofifications for forgotten User Ids,
Benefits Statement Employee Sel-Service Change Request confirmation nofices and other important information. You must have at
e = 1625t one a-mall address on EPP 1 feceive these nolificaions
[EPersonal Info
[JDebt Management
Direct Deposit
guficsqﬁmu Current information

[JERI, Sex, & Disability Work E-mail Address Joseph. Harley@usda. gov
[Financial Allotments ;
[F ederal Tax (W-4) Personal E-mail addresz | JosephHarley@gmail com
[JFkex Spending Accounts
[JHealth Insurance
[[IHealth Savings Account
[Life Insurance
[Leave
[Residence Address
[)State Tax
[OThird Farty Debts
TSP
TSP Catch-Up
[Vt Status & Preference
w2
[]1085-C
[Miscellaneous
[ClPreferences
BEMHE E-mail Addresses
[DChange Password
[IChange Two-Step Authentication
[Change Usar 1D
[JChange W2 Password
[JChange Paperiess E&L
[JChanga Fil
[ITime Manager
[JLinks

NEF

TOD Uama

Figure 125: Change E-mail Addresses page

2. Select the Change button to modify the applicable email address. The EPP
authentication verification code is sent to the designated phone number or email
address assigned to your two-factor authentication. The Change Email Addresses page
with Please enter code is displayed.
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Log out |

Figure 126: Change E-mail Addresses Verification Code page

3. Enter the six-digit verification code that you received in the designated box.

Note: If you have not received the code within ten minutes, select Resend Code.

4. Select the submit button. The Change Email Addresses page is displayed.
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Figure 127: Change E-mail Addresses Verification Code page

5. Enter the new email information.
6. Select the submit button. The Change Email Addresses page is displayed.
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I Logout |

Figure 128: Change Emal Addresses Page

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your

Personnel or Payroll Office.
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Change Paper W-2 & 1095-C

The Change Paper W-2 & 1095-C option allows the user to change receipt of their W-2 and/
or 1095-C from paper to an electronic version and vice versa.

1. To receive the W-2 & 1095-C electronically, on the EPP Home page (with Preferences
folder expanded), select Change Paper W-2 & 1095-C. The Change Paperless W-2 &
1095-C page is displayed.

2. Select the Paperless button to begin receiving your W-2 & 1095-C electronically. The
Change Paper W-2 & 1095-C with Confirm button is displayed.

3. Select the Confirm button.

Note: The Paperless button changes to Paper after you select the Confirm button.

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.
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Change Password

The Change Password option allows the user to change their password.

1. To change your password, on the EPP Home page (with Preferences folder expanded),
select Change Password to change your password. The Change Password page is

displayed.

r—r— D

Sample Page

Joseph Q. Harley Change Password
LA B Al A Enter your new Password below and click "Change Password”. You must use the new Password you enter below for all
[Home subsequent jogins,
[z]Financial Disclosure Your Password
[leave Calculator
ClBenefiis Statement o mustbe 12 fo 32 characlers,
[EPersonal Info = must contain at least one character from the 4 following categories:
[JDebt Management English upper case letlers (A-Z)
[JDiract Deposit English lower case lefters (a-z)
Westernized Arabic numerats (0-9)
[JE&L Statemenis Special characters limited to: 1# 5% ° _+
CIERI, Sex, & Disability
CIFinancial Allotments = cannol ol Vour [vet nane w!ﬂm' S9N, or UseriD,
[JFederal Tax (W-4) o cannot match your current or two prior passwords.
[JFiex Spending Accounts o cannet change your password more than once a day (must wait 24 hours),

[Heatth Insurance
[ Health Savings Accouni
[OLife Insurance

[JLeave
[JResidence Address Items marked with an asterisk * are required.

g.?;::: Tax = Change Password

CITse * Cumeni Password .

TSP Catch-Up * Mew Password ||
[]Vet Status & Preference =
Ow-2 * Confirm Mew Paszword ||
[J1085-C
[OMisceRaneous I Change Password ||
ElPreferences
[OChange E-mail Addresses
in| Password
[OChange Two-Step Authentication
[IChange User ID
[CChange W2 Password
[JChange Paperiess E&L
[1Change Fii
[1Time Manager
[Links

= atleast 5 characters must be changed.

EENEFEDS Home
TQP Hama

Figure 129: Change Password Page
2. Complete the fields as follows:

Current Password Field Instruction
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New Password Field Instruction
Confirm New Password Field Instruction

3. Select the Change Password button to make the password change.

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.
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Change Two-Step Authentication

The Change Two-Step Authentication option allows the user to change their two-step
authentication.

1. To change the two-step authentication, on the EPP Home page (with Preferences folder
expanded), select Change Two-Step Authentication. The Change Two-Step
Authentication page is displayed.

r j = == T g

oy e cama 1 s Y oo

T

-

&) s

Sample Page
Joseph Q. Harley | Change Two-Step Authentication
OFC OF THE CHIEF FIN OFFC Two-Step Authentication
[EHome Security Type: SMS
Phone Number: (X00() XXX-5555

[FFinancial Disclosure
CLeave Calculator
[Benafits Statement
[=JPersonal Info
[ Debt Management
[ Direct Deposit
[IEAL Statements
[JERI, Sex, & Disability
[OFinancial Allotments
[JFederal Tax (W-4)
[]Flex Spending Accounts
[ Heaith insurance
[IHeaith Savings Account
[Life Insurance
[OLeave
[JResidence Address
[JStake Tax
[ Third Party Debls
rse
[ITSP Catch-Up
[Vt Status & Preferance
Ow-2
[]11085-C
[OMiscetaneous
ClPreferences
[JChange E-mail Addresses
[Change Password
[JEChange Two-Step Authentication |
[OChange User ID
[JChange W2 Password
[OChange Paperless E&L
[ Change Pil
[JTime Manager
[Links

| Reset Security |

F

TOD Lama

Figure 130: Change Two-Step Authentication Page

2. Select the Reset Security button. The Change Two-Step Authentication - Verification
Code page is displayed.
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Note: A verification code is sent to the email of record (check your work email and
personal email if unsure which was used).

f| Logout

Figure 131: Change Two-Step Authentication Page Verification Code

3. Enter the verification code.
4. Select the submit button. The Two-Step Authentication, Choose an Option page is

displayed.
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Two-5Step Authentication

To help pratect your EPP aceount fram fraudulent activity and add exira secunty, we are adding two-
step authentication. You can use an Authentication Application, text message (SMS) or phone call as
the second step.

Text message (SMS) and phone call are avalable in the US onty. If you are outside of the US, you must
use the Authentication application option.

Cheose an option to verify your access:
O Text Message (SMS)
() Authentication Application

) Phone Call

What is text message (SMS)?

Each time you 1og into your account with your password, we will send a one-time use code via text
message (SMS) to your verified phone number. You will then enter that cede to verify your account
access. Message and dala rales may apply.

What is an authentication app?

Authentication apps generate security codes for signing in (o sites that require: a high level of security.
You can use these apps to get secunty codes even if you don't have an internat connection or mobile
service. A mobile phone app is the typical example of an authentication app, but other forms exist,
including applications for desktops, browser extensions, and physical hardware.

Any application that implements the time-based one-time password (TOTP) standard and can use a
OR code or accept a manually entered key will also work.

After installing and configuring the application to work with the registrar, you will be able to receive
security codes for your account. Some options for authentication apps include:

= Android: Google Authenticator, Authy, LastPass. 1Password
» 105: Goggle Authenticator, Authy, LastPass 1Pazsword

+ Windows: Micrasofl Authenticator, 1Password, Onelogin OTP
= hiac: 1Password, OTR Manager

Please note that some authenticatlon apps have a cost.

What is phone call?

Each time you lo4g into your acceunt with your password, we will send a one-time use code via a phone.
call to your verified phone numbar. You will then enter that code to venfy your account access.
ge and dala rales may apphy.

Figure 132: Two-Step Authentication page

5. On the Two-Step Authentication page, choose an option to verify your access.

Valid values are:

Option Description

Select this radio button if you would like to receive the authentication
verification code in the form of a text message (SMS). The message will
provide a verification code.

Text Message
(SMS)
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Select the Continue button. The Two-Step Authentication Phone

&
|2

Number page is displayed.

Select this radio button if you would like to use the Authentication
Authentication Application.

Application Select the Continue button. The Two-Step Authentication App page is
displayed.

Select this radio button if you would like to receive the Authentication

verification code via an automated phone call.
Phone Call
Select the Continue button. The Two-Step Authentication App page is

displayed.

To utilize the text message (SMS) option the user will have to provide a United State (U.S.)
telephone number. Each time you log in to your account with your password, a one-time-use
code via text message will be sent to your verified phone number.

Note: If you are outside of the U.S., you must use the Authentication application option.

Two-Step Authentication

Items marked with an aslensk ” ane requined.
Enter your phone number below. The phone number must be able to accept SMS (text) messages.

*Phone Hember: ]

By entering my phene number, | understand that each time | log inte my EFP account with my
password, a venfication code will be sent to the phone number listed above. | will need to enter that
code on EPP as part of the login process 1o access my account. Message and data rates may apply.
Ses gur Privacy Act Notice below,

[ Back || sutmit |

Privacy Act Notice

Wa are asking for your personal contact information, including your phene number and email address,
in order lo send confirmaltion notices to you about onkne fransactions. We use and retain your personal
information caly for this purpese and only a5 long as needed, as authonized by law. We will not share
the information you provide 1o us other than as provided by aw.
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Figure 133: Two-Step Authentication Phone Number page

1. Enter your phone number in the Phone Number field.

Note: The phone number must be able to accept text messages (SMS). If you
have lost your phone or changed your phone number, please refer to the EPP
Preferences menu option for guidance.

2. Select the submi t button. The Two-Step Authentication (with Verification Code) page is
displayed.

\/

Pay Period Calendar m

Two-Step Authentication

Please enter tha code sent to By e S, You have 10 minutes to complate the request. If you
have not received a code after 10 minules, of if you leave Ihis page befofe you enter the code, you
must log in again.

Bemidadeli - - WimRabdliinll

Figure 134: Two-Step Authentication - Verification Code

3. Enter the verification code received via text message (SMS) in the Verification Code
field.

Note: If you do not receive the code within 10 minutes, select Resend code.

4. Select the submit button. You will receive a text message on your phone confirming 2-

Factor enabled.
Your two-step authentication has been updated and you are now logged into EPP.

To utilize the Authentication application option, the Authentication applications generate
security codes without requiring internet connection or mobile service. User will need to
download an authentication app to your computer or phone.
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1. On your phone, open your Authentication app. The Two-Step Authentication (Key Code
or Scan Code) page is displayed.

y

Y

/

;

=""":‘C é

—u,

CE € 08 E3
— |
l:'.'ﬁ e .

=

Two-Step Authentication

Get your code from an authenticaiton app.

1. Open your authenticaiton app
2 Enler this key in the app GAITENRVGAYDCNIU Copy

or

Scan code

3 Enter the code from the app

Back Submit

Figure 135: Two-Step Authentication App Page

2. Enter or copy the key code from the app into the space provided under item number 3.
OR
Scan the code.

3. Select the submi t button. You will receive a message the EPP verification code 2-Step
Authentication is enabled.

Your two-step authentication has been updated and you are now logged in to EPP.

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
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should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.

To utilize the phone call option you will have to provide a U.S. telephone number. Each time
you log in to your account with your password, a one-time-use code will be sent to your
verified phone number via an automated phone call.

Note: If you are outside of the U.S., you must use the Authentication application option.

o= —

Two-Step Authentication

Items marked with an asterick * are required.
Enter your phone number below. The phone number must be able 1o accept voice calls.

By entering my phone number, | understand that each time | log into my EPP account with my
password, a venfication code will be sent to the phone number lsted above. | will need 1o enter that
code on EPP as part of the login process 1o access my account See our Privacy Act Notice below.

| Back | | Submit |

Privacy Act Notice

We are asking for your personal contact information, including your phone number and email address,
i order to send confirmation notices 1o you about onine fransactions. We use and retain your personal
formaltion only for this purpose and only as long as neaded, as authonzed by law. We will not share
the information you provide 1o us other than as provided by law

Figure 136: Two Step Authentication - Enter Phone Number

1. Enter your phone number in the Phone Number field.
2. Select the submi t button. The Two-Step Authentication (verification code) page is
displayed. You will receive an automated phone call providing a verification code.
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Two-Step Authentication

Please enter the code sent tol 123)456-T890. You have 10 minutes to complete the request. If you
hawve not recenved a code after 10 minutes; or if you leave this page before you enter the code, you
mist log in again,
Seh Qe r—
"Verfication Code: | | |
Resend code
[5acx] [ Suor]

Figure 137: Two Step Authentication - Enter Verification Code

Note: If you do not receive the code within 10 minutes, select Resend Code.

3. Enter the verification code provided in the Verification Code field.
4. Select the submit button. The My EPP Main Menu page is displayed.

Note: By selecting the Phone Call option to receive the verification code, each
time you log in to your account, a one-time-use code will be sent via an automated
phone call to the verified phone number. Enter the code to access your account.
Message and data rates may apply.

To change the selected two-factor authentication option to another option, go to
Preferences, and select Change Two-Step Authentication.
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Change User ID

The Change User ID option allows the user to change their user ID.

1. To change your user ID, on the EPP Home page (with Preferences folder expanded),
select Change User ID to change your user ID.

N / L = =y E |
T s = -
Bl - >

ST €

Ry
S .

&)l 5

Sample Page

-

Joseph Q. Harley Change User ID
A On ML CHRER TN ORTS Entar your new User ID below and click "Change User ID°.
[lHome
[=Financial Disclosure
[DLeave Calculator o must be 8-40 characlers long and contain at least one letter.
[Benefits Stalement = may contain numbers and special WS _+-@.

=]Personal Info
[CJDsbt Man nt o cannot match your current password.

[JDirect Deposit o~ cannot contain your SSN.

[IESL Statements o cannot contain spaces.
[CIERI, Sex, & Disability

[Financial Allioiments
[JFederal Tax (W-9) lems marked with an asterisk * are required.

ey =
Health Insuranie

[JHealth Savings Account * Current User 1D || !
LIEHS latraico * Wew User 10| !
|

Your User ID

[lLeave
[JResitence Address * Confirm Wew User 1D ||
[JState Tax
[ Third Party Debls Change User 1D
QTSP
TSP Catch-Up
[Vet Status & Preferance
Ow-2
[J1085-C
[IMisceRaneous

ElPreferences
[OChange E-mail Addresses
[]Change Password
[Change Two-Step Authentication
[Enange User 1D ]
[OChanga W2 Password
[JChange Paperless E&L
[JChange PIl

[C1Time Manager

[Links

BENEFEDS Home

Figure 138: Change User ID Page
2. Complete the fields as follows:
Current User ID Field Instruction

New User ID Field Instruction
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Confirm New User ID Field Instruction

3. Select the Change User ID button to change the user ID.

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.
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Change PII

The Change PII option allows the user to unmask and mask certain data fields that house
Personally Identifiable Information (PIl). Upon entry into EPP the data will be masked as the
default.

1. To change PIl to unmasked, on the EPP Home page (with Preferences folder
expanded), select Change PIIl. The Change PII page is displayed.

-

Croe Y oo )
"N

ol
ay -

L i

Sample Page

Joseph Q. Harley Change Pl
OFC OF THE CHIEF FIN OFFC

[ElHome
[AFinancial Disclosure Currently the Pil data displayed in EPP is Mazked. If you would lie io Unmask the Pl daia, click the
[Leave Calculator Unimask button below.

[JBenefits Statement
ElPersonal Info
[Debt Management
[JDirect Deposit
[JE&L Statemenis
[JER!, Sex_ & Disability
[IFinancial Aliotments
[IFederal Tax (W-4)
[JFiex Spending Accounts
[Health Insurance
[[JHealth Savings Account
[Life Insurance
[JLeave
[Residence Address
[DState Tax
[ Third Party Debts
orse
[ITSP Catch-Up
[JWet Status & Preference
w2
[11095-C
[Miscelianeous
[Preferences
[1Change E-mail Addresses
[lChange Password
[Change Two-Step Authentication
[[IChange User ID
[IChange W2 Password
[JChange Paperless E&L
EEnang.g Pl
[OTime Manager
[Links

202025 501 1
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Figure 139: Change PIl Page

2. Select the UnMask button to unmask PII.

Log out :I

Figure 140: Change PIl Page Unmasked

When employees log out of EPP, the data will default back to a masked state. To return
the data to a masked state during the same viewing session, select Change PIl again.
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Note: Employees will need to perform the process for unmasking data whenever
they log back in to EPP. A banner will display at the top of each page containing PII
to inform employees when the Pll is masked or unmasked.

On the EPP Login page, the email address(es) that are presented when Forgot Your
Password or Forgot Your User ID is selected (e.g., xxxxxxst@msn.com) will
be partially masked.

Note: All emails that are generated from EPP will be sent from the
NoReply@usda.gov email address. That email box is not monitored. Any questions
should be directed to the NFC Contact Center at 1-855-632-4468 or your
Personnel or Payroll Office.
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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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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.

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.

1. To add accounting favorites, select the Accounting Favorites component. The
Accounting Favorites page is displayed.
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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 Favortes”.

Print-Friendly
Delete Favorites
Accounting Favorites
Accounting CdDescription Praject

009ABCZ2ED19 ABC ABC PROJECT Delete |

0090MNEDZI1X One One Two Three Delete |

D0SFFFEXYZO1 XYZ Delete |

+[019999000 Dir Staff | ' || Acd to Favorites |

Accounting codes must be added fo your Accounting Faveorites before you can use them on
your Default and Pay Penod Schedules.

The Accounting list displays the Accounting Codes and/or Descriptions available for you to
use These are usually set up by an administrator assigned to your organization. Select
accounting 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 "Favontes” when you
enter or update your Default Schedule or any Pay Peniod Schedule.

Fields with * are required.
Figure 141: Accounting Favorites Page
2. Complete the fields as follows:
Accounting Cd/Description

Project

3. Selectadd to Favorites to add the selected accounting code to the favorites list.

OR
Select Delete to delete the selected accounting code from the favorites list.

Deleting Accounting Favorites

The Accounting Favorites option allows users to simultaneously delete their most commonly
used accounting codes stored in their list of favorites.

1. To delete accounting favorites, select the Accounting Favorites component. The
Accounting Favorites page is displayed.
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Accounting Favorites

+ (019999000 Dir Stafi |

Figure 142: Accounting Favorites Page

2. Select Delete Favorites to delete all of the accounting codes stored in the favorites
list. A confirmation is displayed on the page.

3. Select Delete to delete the entire favorites list.
OR
Select 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.

1. To create a default schedule, select the Default Schedule component. The Default
Schedule page is displayed.
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Default Schedule

Figure 143: Default Schedule Page
2. Complete the fields as follows:
Accounting Project Type Work/Leave
Daily Total

Start Time
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End Time

Accounting Favorites

Type of Work (Transaction Code)
Work Descriptor

3. Select add to add the selected T&A data to the default schedule.
OR

Select Delete to delete the selected T&A data from the default schedule.

At this point, the following options are available:

Step Description

Select save. To save the default schedule.

To cancel the action. A confirmation popup appears asking
the user if they want to reset the current default schedule.

Select Cancel.

Select Delete

To delete the default schedule.
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.

1. To enter a pay period schedule, 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.
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 save | Cancel | submito Tme Keeper |

Pay Period Schedule

Accounting
Projectt Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Line
Type WorkiLeave| 10/23 | 10/24 | 10/25 | 10/26 | 10/27 | 10/28 | 10/29 | 10/30 | 10/31 | 11/01 | 1102 | 1103 | 11/04 | 11/06 | Total
O0SABCZE01D
i i 900 | 900 | 900 | 900 400 900 | 900 | 900 67.00 | Delet
{no Accounting)
_51- ANNUAL LEAVE 000 | Delet
{no Accaunting)
_66- DTHER LEAVE 000 | Detets
(no Accounting)
s LR 400 | so0 13.00 | Deet
Daily Total|  © 0 | 900 | 900 | 900 | 800 | © 0 | 8OO | 900 | 9.00 | 900 900 0 | 80.00

Tourof Duty| 000 | 000 | 900 | 900 | 900 | 900 | 000 | 000 | BOO | 900 | 900 | 800 | 900 | 000

REGULAR TIME (--01-) v

Figure 144: Pay Period Schedule Page

2. Select the applicable pay period from the drop-down list.
3. Complete the fields as follows:
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Accounting Project Type Work/Leave
Daily Total

Tour of Duty

Accounting Favorites

Type of Work (Transaction Code)
Work Descriptor

4. Select Add to add the selected T&A data to the pay period schedule.
OR
Select Delete to delete the selected T&A data from the default schedule.

At this point, the following options are available:

Step Description

Select save To save the pay period schedule.

Select Cancel To cancel the action.

Select Submit To submit the T&A data to the timekeeper for validation and

to Timekeeper processing.

Select Reset to To reset the T&A data to the pay period schedule to the
Default data on the default schedule.

Select Print-

To display a printable version of the pay period schedule.
Friendly.
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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.
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Joseph Q. Harley

A\,

OFC OF THE CHIEF FIN OFFC

ElHome
[ZFinancial Disclosure
CLeave Caiculator
[DBenefits Statement
EIPersonal Info
[ElDebt Management
[Direct Deposit
[JESL Statements
[JERI, Sex, & Disability
[OFinancial ABotments
[CFederal Tax (W-4)
[DFlex Spending Accounts
[JHealth Insurance
[EJHealth Savings Account
[Life Insurance
[Leave
[DResidence Address
[OState Tax
[ Third Party Debts
aTsP
TSP Catch-Up
Vet Status & Praference
[OwWw-2
[1085-C
[EMiscellanecus
EIPreferences
[ElChange E-mail Addressas
[JChange Password
[OChange Two-Step Authentication
[EChange User ID
[Change W2 Password
[ElChange Paperiess EAL
[Change Pl
[JTime Manager

CojLinks

EENEFEDS Home
ISP Home
CFC Give Back

Sample Page

Useful Links

mnmumlmmmwmmuhammmum These sites may be non-
| andfor We make no representations, guarantees, or warranties as to the accuracy or
MWMMNWWMMMNMMWMWWMMMN
on

Career-Related Links

Benefits | Hzalth Federal Employees Health Benefits Program (FEHB)
Dental | Federal Employee Dental Benefits
Visipn Fedaral Employee Vision Benafits
Lifg Insurance | Federal Employ Group Life Program (FEGLI}
Flexible Spending Accounts | Federal Flexible Spending Account Program (FSAFEDS)
Long Term Care | Federal Long Term Care Insurance Program (FLTCIF)
Health and Wallness OPM Work/Lile Programs
Eadaral Retiremant | Federal Retirement Information and Sarvices
Leave OPM Leave Fact Shaat
USAJOBS is the official job site of the US Federal Govemment.
Career USAJobs It's a one-stop source for Federal jobs and employment
information.
LUSA gov The U.S. Government's official web portal.
Wmﬁ . Job listings with the Census Bureau, by region.
Congressional Budget Office | Congressional Budgel Office
Department of Justice -
e Career cpportunities with Department of Justice.
Management
nt of This page provides links to sources of on-line information

Depariment of Justice

Training Opportunilies conceming job-reiated iraining.

For Individuals: Are you looking for work, seeking to improve

your skills, of need 1o file for unemployment compensation?

. in the le within America's One-Stop

Wﬁmﬂiﬁ‘m!ﬂiiﬂliﬂw Career Cenler System? For Employers: Services and tips to
help you find qualified employees, useful labor market

Acminisiration information, resources fo help you improve the skills of your
|employees, and descriptions of America’s One-Stop Carear
Center System.

El Ii f Pri The Federal Bureau of Prisons official site for employment

Employment information.

Eaderal Communications This is the cummant list of FCC Employment Vacancy

Commission Jobs Announcements.

A toolbox specifically targeted for federal job hunters, both first-
time applicants and those aiready working in federal service,

F | tral These tools, which include software, publications and services,
give job seekers the advice and how-to information they need to
land the jobs they find in our database.

Eadaral Tames Online | Federal News as wall as job information.

A free electronic newsletier for federal and postal employeeas
FadWeek and refirees. Every week it gives you simple, accurale and up-
to-date information.
Library of Congress The ultimate information sife.
NASA/ARC Human T
Resoure NASA human resources information onfine.
Retirement | TSP Home Page The Federal Thift Savings Plan web sile.
AARP Webplace offers compr ive reports and feat an
AARP Webpl the issues that matter most to you—-managed care, Social

Security, staying fit, reverse morigages, Medicare and much
marel

Contains user-fiendly materials to educale Americans on the

. .__ |need to save, assist in seiting their savings goals, provide basic

Amencan Savngs EQUCAton | steps to ollow to achieve savings goes, answe frequenty
asked questions, and direct individuals to other sourcas of

information.
Pages Retirement and investment calculators and information.
E | ndi | Federal news on retirement and other subjects.

The FirstGov for Seniors site helps users access all government
ElrsiGoy for Senjiors sites that provide services for senlor citizens, There are also

links to all federal agencies and all 50 States.

Life and Health insuranca Life is a nonprofit organization dedicated to helping consumers
- 'make smart insurance decisions to safeguard their families’

Infgemation financial futuras.

Medic. v The official U.S. Government site for Medicare information.

One of the National Insttutes of Heallh, the principal biomedical
research agency of the United States Govemment. The NIA
Hatignal Insifule on Aging  |promotes healthy aging by conducting and supporting
b-omedlcal social, and behavioral research and public

QOPM Fadersl Retirement Contains F.A.Qs. Links, Togls, and a Bbrary of information about
Programs Federal Retirernent Systems.

Heip with undersianding the history, the benefits, and financing
" of the Social Security program of today, so thal you can make:
Social Security Online informed cholces about the Social Secunty program of

e s
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Figure 145: Useful Links Page

2. Locate the applicable subject and select the link for more information.
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EPP Field Instructions/Descriptions

This section includes the EPP field descriptions and instructions.
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Account Nbr Field Instruction

Account Nbr

Enter the bank account number.
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Account Nbr (Allotment) Field Instruction

Account Nbr

Populates with the account number of the financial allotment.
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Account Nbr (Current) Field Instruction

Account Nbr

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

Account Nbr

Populates with the account number entered on the Direct Deposit Self-Service Request
page.
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Account Nbr (HSA) Field Instruction

Account Nbr

Enter the bank account number for the Health Savings Account.
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Account Nbr (HSA Displays) Field Instruction

Account Nbr

Displays the bank account number for the Health Savings Account.
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Account Nbr (New) Field Instruction

Account Nbr

Populates with the account number entered on the Enter Financial Allotment Self-Service
Request page.
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Accounting Cd/Description Field Instruction

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 Instruction

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.
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Accounting Project Type Work/Leave Field
Instruction

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.
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Accounting Project Type Work/Leave (Default) Field
Instruction

Accounting Project Type Work/Leave

Populates based on the selections from the Accounting Favorites and Type of Work
(Transaction Code) fields.
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Accrued Field Instruction

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 press Enter.
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Additional Amount To Be Withheld Each Pay Period
Field Instruction

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 Instruction

Additional Amount to be Withheld Each Pay Period

Displays the additional amount to be withheld that was entered on the Enter State Tax
Request page.
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Additional Deduction Amount Field Instruction

Additional Deduction Amount

Enter the amount, in dollars and cents, of additional money to be withheld for Federal tax.
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Additional Deduction Amount (Displays) Field
Instruction

Additional Deduction Amount

Populates with the additional deduction amount entered on the Federal Tax Certificate
(W-4) Self-Service Request page.
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Additional 1 E-mail Address Field Instruction

Additional 1 E-mail Address

Enter the applicable email address to receive notifications from EPP.
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Additional 2 E-mail Address Field Instruction

Additional 2 E-mail Address

Enter the applicable secondary email address to receive notifications from EPP.
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Advanced Balance Field Instruction

Advanced Balance

Displays the balance of the amount advanced.
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Agency PP Contribution Field Instruction

Agency PP Contribution

Displays the amount the Agency contributes each pay period towards the user's health
benefits.
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Agency Work E-mail Address Field Instruction

Agency Work E-mail Address

Enter the applicable Agency work email address to receive notifications from EPP.
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Allotment Amount Field Instruction

Allotment Amount

Enter the allotment amount.
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Allotment Amount (Current) Field Instruction

Allotment Amount

Populates with the allotment amount of the current financial allotment.
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Allotment Amount (Data) Field Instruction

Allotment Amount

Populates with the allotment amount entered on the Enter Financial Allotment Self-Service
Request page.
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Allotment Amount (Displays) Field Instruction

Allotment Amount

Populates with the allotment amount of the financial allotment.
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Allotment Amount (HSA Displays) Field Instruction

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 Instruction

Allotment Amount

Enter the allotment amount in dollars and cents.
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Amount Advanced Field Instruction

Amount Advanced

Displays the amount the user was advanced prior to travel.
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Annual Field Instruction

Annual

Select the amount of annual leave used for the applicable day from the number box that
appears after pressing in the cell.

Page 272



@_ é Employee Personal Page

Authorization Nbr Field Instruction

Authorization Nbr

Displays the travel authorization number.
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Authorization Nbr (Voucher) Field Instruction

Authorization Nbr

Displays the travel authorization number associated with the travel voucher.
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Balance Field Instruction

Balance

Displays the balance of Flexible Spending Account.
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Bank Routing Nbr Field Instruction

Bank Routing Nbr

Populates with the bank routing number of the financial allotment.
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Bank Routing Nbr (Current) Field Instruction

Bank Routing Nbr

Populates with the bank routing number of the current financial allotment.
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Bank Routing Nbr/Name Field Instruction

Bank Routing Nbr/Name

Enter the bank routing number. The bank routing number must be nine digits.
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Bank Routing Nbr/Name (Displays) Field Instruction

Bank Routing Nbr/Name

Populates with the bank routing number/name entered on the Direct Deposit Self-Service
Request page.
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Bank Routing Nbr/Name (HSA) Field Instruction

Bank Routing Nbr/Name

Enter the bank routing number/name for the Health Savings Account.
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Bank Routing Nbr/Name (HSA Displays) Field
Instruction

Bank Routing Nbr/Name

Displays the bank routing number/name for the Health Savings Account.
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Bank Routing Nbr/Name (New) Field Instruction

Bank Routing Nbr/Name

Populates with the bank routing number/name entered on the Enter Financial Allotment
Self-Service Request page.
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Basic Coverage Amount Field Instruction

Basic Coverage Amount

Populates with the basic dollar amount of coverage.
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Change Contributions Field Instruction

Change (start) Contributions

Select this option to change (or start) the amount of the contributions.
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City, State Field Instruction

City, State

Populates based on the ZIP Code entered.

Note: The field will not be updated until Continue is pressed.
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Claim Dependents Field Instruction

Claim Dependents

Compute the applicable dollar amount and enter it in the applicable field.
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Comp Field Instruction

Comp

Select the amount of compensatory (comp) leave used or earned for the applicable day
from the number box that appears after pressing in the cell.
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Confirm Account Nbr (Displays) Field Instruction

Confirm Account Nbr

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

Page 288



y—i)— é Employee Personal Page

Confirm Account Nbr (HSA) Field Instruction

Confirm Account Nbr

Reenter the bank account number for the Health Savings Account.
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Confirm Account Nbr Field Instruction

Confirm Account Nbr

Reenter the bank account number.
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Confirm Additional 1 E-mail Address Field
Instruction

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
Instruction

Confirm Additional 2 E-mail Address

Reenter the applicable email address to receive notifications from EPP.
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Confirm E-mail Address (Secondary) Field
Instruction

Confirm E-mail Address

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

Confirm E-mail Address

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

Confirm Enter E-mail Address

Reenter the Additional 1 Email Address that you wish to use to receive notifications from
EPP.
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Confirm EPP Work E-mail Address Field Instruction

Confirm EPP Work E-mail Address

Reenter the applicable EPP work email address to receive notifications from EPP.
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Confirm New Password (EPP) Field Instruction

Confirm New Password

Reenter the password that you are creating for EPP.
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Confirm New Password Field Instruction

Confirm New Password

Reenter the new password.
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Confirm New User ID (EPP) Field Instruction

Confirm New User ID

Reenter the user ID that you are creating for EPP.
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Confirm New User ID Field Instruction

Confirm New User ID

Reenter the new user ID.
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Confirm W-2 Password Field Instruction

Confirm W-2 Password

Enter the W-2 password for confirmation.
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Contributions Per Pay Period Field Instruction

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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Contributions Per Pay Period (TSP) Field
Instruction

Contributions Per Pay Period

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

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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Coverage Description Field Instruction

Coverage Description

Populates with a brief description of coverage.
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Current Password Field Instruction

Current Password

Enter the current password.
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Current User ID Field Instruction

Current User ID

Enter the current user ID.
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Daily Total Field Instruction

Daily Total

Populates based on the values entered for each accounting favorite on each day of the
work schedule.
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Date of Birth (MM/DD/YYYY) Field Instruction

Date of Birth

Enter your date of birth using the following format MM/DD/YYYY.
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Date of Request Field Instruction

Date of Request

Displays the date a request was entered.

Page 310



y—i)— é Employee Personal Page

Date Processed (Allotment) Field Instruction

Date Processed

Populates with the process date of the financial allotment.
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Date Processed (Travel) Field Instruction

Date Processed

Displays the date the authorization was processed.
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Date Processed Field Instruction

Date Processed

Displays the date an action was processed for health benefits.
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Dates of Travel Field Instruction

Dates of Travel

Displays the dates of travel.
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Dates of Travel (Voucher) Field Instruction

Dates of Travel

Displays the dates of travel associated with the travel voucher.
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Daytime Phone (FEHB) Field Instruction

Daytime Phone

Displays the daytime phone number that was entered on the Enter FEHB Self-Service
Request page.
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Daytime Phone (User) Field Instruction

Daytime Phone

Displays the daytime phone number of the user.
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Daytime Phone Field Instruction

Daytime Phone

Enter the daytime phone number.
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Disability (Displays) Field Instruction
Disability

Displays the disability code selected on the Enter Disability Self-Service Request page.
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Disability Field Instruction
Disability

Select the applicable disability code from the drop-down list. The valid values are as
follows:

01 — Do Not Wish to Identify

02 — Development Disability

03 — Traumatic Brain Injury

05 — No Disability/Serious Health Condition
06 — Disability Not Listed

13 — Speech Impairments

19 — Deaf/Serious Difficult Hearing

20 — Blind/Serious Difficult Seeing

31 — Missing Extremities

40 — Significant Mobility Impairment

41 — Spinal Abnormalities

44 — Non-Paralytic Orthopedic Impairments
51 — HIV Positive/AIDS

52 — Morbid Obesity

59 — Nervous System Disorder

60 — Partial/Complete Paralysis

80 — Cardiovascular/Heart Disease

81 — Depress/Anxiety/Psych Disorder

82 — Epilepsy/Other Seizure Disorders
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83 — Blood Diseases

84 — Diabetes

85 — Orthopedic/Osteoarthritis

86 — Pulmonary or Respiratory Conditions
87 — Kidney Dysfunction

88 — Cancer

90 — Intellectual Disability

91 — Significant Psychiatric Disability
92 — Dwarfism

93 — Significant Disfigurement

94 — Learning Disability/ADD/ADHD
95 — Gastrointestinal Disorders

96 — Autoimmune Disorder

97 — Liver Disease

98 — History of Alcoholism/Drug Addict

99 — Endocrine Disorder
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Dollar Amount (Catch-Up) Field Instruction

Dollar Amount

Displays if the Change Contributions field is selected. Enter the dollar amount of the
contribution.
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Dollar Amount (TSP) Field Description

Dollar Amount

Description of Dollar Amount
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Dollar Amount (TSP) Field Instruction

Dollar Amount

Displays the dollar amount that was entered on the Enter TSP Self-Service Request page.
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Dollar Amount (Type Work) Field Instruction

Dollar Amount

Enter the dollar amount when an applicable type of work is selected.

Page 325



@A‘. Employee Personal Page /

Dollar Amount Field Instruction

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
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Effective Pay Period, Year (Address) Field
Instruction

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 (Address) Field
Instruction

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 Displays)
Field Instruction

Effective Pay Period, Year

Populates with the effective pay period/year selected on the Enter TSP Catch-Up Self-
Service Request page.
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Effective Pay Period, Year (Catch-Up) Field
Instruction

Effective Pay Period, Year

Select the pay period and year the action is to be effective.
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Effective Pay Period, Year (Data) Field Instruction

Effective Pay Pay Period, Year

Populates with the effective pay period selected on the Enter Financial Allotment Self-
Service Request page.
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Effective Pay Period, Year (DD/EFT) Field
Instruction

Effective Pay Period, Year

Select the pay period and year the direct deposit is to be effective.
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Effective Pay Period, Year (Disability Displays) Field
Instruction

Effective Pay Period, Year

Displays the effective pay period/year selected on the Enter Disability Self-Service
Request page.
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Effective Pay Period, Year (Disability) Field
Instruction

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.
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Effective Pay Period, Year (Displays DD/EFT) Field
Instruction

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 Displays) Field
Instruction

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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Effective Pay Period, Year (FEHB) Field Instruction

Effective Pay Period, Year

Displays the effective pay period and year that was selected on the Enter FEHB Self-
Service Request page.
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Effective Pay Period, Year (Health) Field Instruction

Effective Pay Period, Year

Displays the pay period and year a health benefits action was effective.
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Effective Pay Period, Year (History) Field Instruction

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 Displays) Field
Instruction

Effective Pay Period, Year

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

Effective Pay Period, Year

Select the pay period and year the request is to be effective.
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Effective Pay Period, Year (New) Field Instruction

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.
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Effective Pay Period, Year (PP Calendar) Field
Instruction

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 select Pay Period Calendar link to select a pay period and year.
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Effective Pay Period, Year (Residence) Field
Instruction

Effective Pay Period, Year

Displays the pay period and year that was selected on the Enter Residence Address Self-
Service Request page.
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Effective Pay Period, Year (State Tax) Field
Instruction

Effective Pay Period, Year

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

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 Displays) Field
Instruction

Effective Pay Period, Year

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

Effective Pay Period, Year

Select the pay period and year the action is to be effective.
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Effective Pay Period, Year (W-4 Displays) Field
Instruction

Effective Pay Period, Year

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

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.
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Effective Pay Period, Year Field Description

Effective Pay Period, Year

Displays the effective pay period, year.
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Effective Pay Period, Year Field Instruction

Effective Pay Period, Year

Select the pay period and year the request will be effective.
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E-mail Address Field Instruction

E-mail Address

Enter the email address.
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Employee PP Deduction Field Instruction

Employee PP Deduction

Displays the amount deducted each pay period for health benefits.
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Employee YTD Deduction Field Instruction

Employee YTD Deduction

Displays the amount deducted year to date (YTD) for health benefits.
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End Time Field Instruction

End Time

Enter the time the tour of duty ends for the corresponding workday.

Page 356



@'—A‘. Employee Personal Page /

Ending Balance Field Instruction

Ending Balance

Displays the ending balance of annual, sick, compensatory (comp), and other leave for the
pay period.
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Enter E-mail Address Field Instruction

Enter E-mail Address

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

Enter Secondary E-mail Address

Enter the Additional 2 Email Address that you wish to use to receive notifications from
EPP.
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Enter Work E-mail Address Field Instruction

Enter Work E-mail Address

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

EPP Work E-mail Address

Enter the applicable EPP work email address to receive notifications from EPP.
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ERI Code Field Description

ERI Code

Displays the ERI information.
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8 ."
ERI Code Field Instruction

ERI

Select the ERI description
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Ethnicity and Race Identification (ERI), Sex, and
Disability

The ERI, Sex, and Disability option allows users to add or change their Ethnicity and Race
Identification (ERI) code, as well as change their sex and disability code through EPP/ESS.

1. Select the ERI, Sex, & Disability component. The Ethnicity and Race |dentification
(ERI), Sex, and Disability page is displayed. The user’s existing ERI, sex, and disability
information that is stored in the Payroll/Personnel System as of the last effective pay
period is displayed.

y

Sample Page
e Ethnicity and Race Identification (ERI), Sex, and Disability
OFC OF THE CHIEF FIN OFFC
Brint-Eriendly
[F]Home

[IFinanciai Disclosure
[JLeave Calculator

Current Information

[Benefits Statement 5 b
[SPersonal info Sex Mala
[Debt Management Disabiliiy | 05 - NO HANDICAP
[1Direct Deposit
[CIEAL Statements
R, Sex, & Disabily
[IFinancial Alloiments Datie Effective
CIFederal Tax (W-4) Processed | Pay Period, Year Code Change Status
[CIFiex Spanding Accounts 0310872018 10, 2012 | Disability: 05 - NO HANDICAP | Processed/Complete
[JHealth Insurance
[IHealth Savings Account
LILRS nspmmce Self-Service Siaius Dezcripiions:
[JLeave ProcessediCompleie: The Change Request has been processed and
[CIResidence Address updated successiully.
[C1State Tax
[:Third Party Debts
LITSP
TSP Catch-Up
Vet Status & Preference
Cw-2
O1085-C

[IMiscelianeous
[(Preferences
[ Time Manager
[Links

E H
TSP Home

Figure 68: Ethnicity and Race Identification (ERI), Sex, and Disability Page

2. From the ERI, Sex, and Disability page select Self-Service. The Ethnicity Race
Identification (ERI), Sex, and Disability Self-Service page is displayed.
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At this point the following options are available:

Step Description

Select Change

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

Select Change o . )
To change existing sex information.
next to Sex.

Select Change - e .
. . To change existing disability information.
next to Disability.

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, select Edit next to the ERI
information on the Ethnicity and Race (ERI), Sex, and Disability Self-Service
Update page, then follow the instructions listed below for Adding or Changing ERI
Information.

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

1. To add or change ERI information, select Change next to ERI. The Enter Ethnicity and
Race Identification (ERI) Self-Service Request page is displayed.
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* » .
y Pay Period Calendar
i
i

e el

Select one or more ERI code that 2

Effective Pay Period, Year: | Effective Pay Period, Year: |13, 2018 | Pay Period Calandar
| Continue |

Figure 69: Enter Ethnicity and Race Identification (ERI) Self-Service Request Page

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

e el

Select one or more ERI code that 2

Effective Pay Period, Year: | Effective Pay Period, Year: |13, 2018 | Pay Period Calendar
| Continue |

Figure 70: Enter Ethnicity and Race Identification (ERI) Self-Service Request Page
ERI Code Field Instruction
Effective Pay Period, Year Field Instruction

3. Select Continue. The Submit Ethnicity and Race Identification (ERI) Self-Service
Request page is displayed.
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ContactUs || Logout |

Review

Figure 71: Submit Ethnicity and Race Identification (ERI) Self-Service Request Page
The fields are as follows:

ERI Code Field Description
Effective Pay Period, Year Field Description

4. Verify the information displayed is correct, then select Submi t. The Ethnicity and Race
Identification (ERI) Self-Service Request Confirmation page is displayed.
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4

-

TArp, 3 = = L L
: _

&l |
Sample Page
7~ It . -
Joseph Q. Harley 1. Enter 2. Submit 3. Print
OFC OF THE CHIEF FIH OFFC Ethnicity and Race Identification (ERI) Seif-Service Request Confirmation
[-]Home Your Setf-Service request has been accepted. An e-mail confirming this request has been sent to
[FFinancial Disclosure “John.Q.Harley@USDA.GOV". You will also receive an e-mail when this request has been processed.
Leave Calculat
gae ';ghmw i If you nead to make changes to his request. click “Sell-Service™ at the top of the Ethnicity and Race Identification (ERI),
foi i Sex, and Disability page. Do not enter a new changa request. Entaring multipla requests will cause duplicates and will
[IPersonal info prevent your request from processing successfully.
[ Deabt Managemant
[Direct Deposit If your Self-Service request is free from errors and duplication, it will be:
[JE&L Statements ¢ Effectiva on 6/24/2018, the first day of pay period 13

= o
ggan‘:f&ﬁ:” [ = Processed in the Pay Perlod 13 processing cycle that begins on 77272018,

[]Federal Tax (W-d) This Sel-Service request should be reflected on your Empioyee Personal Page (sample page) (EPP) within two business
[JFiex Spending Accounts days. Please return to your EPP and verify this change. If you do not see this change request reflacted on your EPP after
[Health Insurance two business days, confact your Personnel'Human Resources Office to determine the status of this request.

[JHealth Savings Account Please print this page: for your records.
[Life Insurance

[JLeave
[IResidence Address ERI Sell.Service Request

[State Tax EFRI Asian, Hawailan, Pacific Islander, White
[JThird Party Debts Effective Pay Period, Year: |13, 2018

LTS Date Entered: 071012018

[ITSP Calch-Up

[Ovet Status & Preference

o2

[11095-C

[Miscellaneous
[ZPreferences
[Time Manager
[Links

Figure 72: Ethnicity and Race Identification (ERI) Self-Service Request Confirmation Page

5. Select Exit to return to the Ethnicity and Race Identification (ERI), Sex, and Disability
page.

Sex

The Sex field displays your current sex information. You can make changes to your existing
sex information.

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

1. To change sex information, select the Change button next to the Sex option.

’
g%
y -

i

Pay Period Calendar B act Us | | Logout |
» , G :
AN,

Figure 73: Ethnicity and Race Identification (ERI), Sex, and Disability Self Service (Change
Sex) Page

The Enter Sex Self-Service Request page is displayed.
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Log out |

Selecta Sex

Figure 74: Enter Sex Self-Service Request Page
2. Complete the fields as follows:
Sex Field Instruction
Effective Pay Period, Year Field Instruction

3. Select Continue. The Submit Sex Self-Service Request page is displayed.
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- Y 9

| | Logout ._

Figure 75: Submit Sex Self-Service Request Page

4. Verify the information displayed is correct, then select Submit. The Sex Self-Service
Request Confirmation page is displayed.
5. Select Exit to return to the Ethnicity and Race Identification (ERI), Sex, and Disability

page.
Disability

The Disability field displays your current disability information. You can make changes to your
existing disability information.
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Note: To edit disability information on a pending request, select the Edit button next to

disability information on the Ethnicity and Race (ERI), Sex, and Disability Self Service
page, then follow the instructions listed below for Changing Disability Information.

To delete a pending disability request, select the Delete button, then select the OK button on
the Ethnicity and Race Identification (ERI), Sex, and Disability Self Service page.

1. To change disability information, select the Change button next to the disability

information.
£ &1 >

Sample Page
-
Joseph Q. Harley Ethnicity and Race |dentification (ERI), Sex, and Disability Seif Service
OFC OF THE CHIEF FIN OFFC e oEha P &= ;
[lHome
@Financial Disciosure
[JLeave Calculator z
[JBenafits Statement ERI White Change ||
[ElPersonal Info
[JDebt Management Sex Male
[ODirect Deposit
[JESL Statemenis Disability | 05 - NO HANDICAP
[CJERI, Sex, & Disability ] Change ||

[Financial ABolments
[COFederal Tax (W-4)
[JFlex Spending Accounts E
[CJHealth Insurance
[[IHeaith Savings Account
[CLife insurance
[ELeave
[Resigence Address
State Tax
[ Third Party Debts
arse
TSP Cateh-Up
Vet Status & Preference
IW-2
[D1095-C
[EOMiscellansous
[ZPreferences
[1Time Manager
[CLinks

NEF| Hi

CFC Give Back

ot o

b

Figure 76: Ethnicity and Race Identification (ERI), Sex, and Disability Self Service
(Disability Change button) Page

2. The Enter Disability Self-Service Request page is displayed.
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Figure 77: Enter Disability Self-Service Request Page
3. Complete the fields as follows:
Disability Field Instruction
Effective Pay Period, Year (Disability) Field Instruction

4. Select the Continue button. The Submit Disability Self-Service Request page is
displayed.

Page 374



US% Employee Personal Page

Figure 78: Submit Disability Self-Service Request Page

5. Verify the information displayed is correct, then select the Submi t button.
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Figure 79: Submit Disability Self-Service Request Page

The Disability Self-Service Request Confirmation page is displayed.
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Figure 80: Disability Self-Service Request Confirmation Page

6. Select the Exit button to return to the Ethnicity and Race Identification (ERI), Sex, and
Disability page.
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Female Field Instruction

Female

Select this option if the sex is female.
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Filing Status (Displays) 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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Filing Status Field Instruction

Filing Status

Select the applicable filing status. The valid values are:

Single or Married filing separately

Married filing jointly (or Qualifying widow(er))

Head of household (Check only if you're unmarried and pay more
than half the costs of keeping up a home for yourself and a
qualifying individual)

Exempt from withholding
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Line Totals Field Instruction

Line Total

Populates with the total hours entered for each line of accounting.
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Married (FEHB) Field Instruction

Married

Displays the marital status that was selected on the Enter FEHB Self-Service Request
page.
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Married (Value) Field Instruction

Married

Select the applicable marital status. The valid values are No and ves.
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Married Field Description

Married

Displays Married Field Description.
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Married Field Instruction

Married

Displays the marital status of user.
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Medicare Coverage Field Description

Medicare Coverage

Displays Medicare Coverage.
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Medicare Coverage Field Instruction

Medicare Coverage
If covered by Medicare, select the plan(s).

Enter the Medicare Beneficiary Identifier.
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Multiple Jobs or Spouse Works Field Instruction

Multiple Jobs or Spouse Works

Select the check box if there are two jobs total. This includes if you have more than one
job, or if you are married filing jointly, and you and your spouse both have a job.
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My Leave Field Instruction

My Leave
My Leave 1
My Leave 2

Select the amount of other leave used or earned for the applicable day from the number
box that appears after selecting 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.
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Net to Traveler Field Instruction

Net to Traveler

Displays the total amount disbursed to the user for the specified travel dates.
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New Password (EPP) Field Instruction

New Password

Enter the password that you are creating for EPP.
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New User ID (EPP) Field Instruction

New User ID

Enter the user ID that you are creating for EPP.
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Number of Exemptions (Displays) Field Instruction

Number of Exemptions

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

Number of Exemptions

Enter the number of exemptions being claimed.
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Other Insurance Coverage Field Description

Other Insurance

Displays Other Insurance Coverage.
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Other Insurance Coverage Field Instruction

Other Insurance Coverage
Answer the applicable coverage question.
If yes, indicate coverage.

Enter the plan name and policy number.
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Password (Sign Up Letter) Field Instruction

Password

Enter the password provided in your EPP sign up letter.
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Password Field Instruction

Password

Enter the password. If unsuccessful, a message will appear stating that the user ID or
password entered is invalid.
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Pay Period Amount Field Instruction

Pay Period Amount

Displays the amount contributed to the Flexible Spending Account in each pay period.
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Percent of Basic Pay Field Instruction

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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Plan Code Name Field Description

Plan Code

Displays the Plan Code.
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Plan Code/Description Field Instruction

Plan Code/Description

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

Plan Code/Name

Displays the plan code and name of the health benefits included in the change request.
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Plan Code/Name (FEHB) Field Instruction

Plan Code/Name

Displays the plan code and name of the health benefits included in the change request.
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Plan Code/Name Field Instruction

Plan Code/Name

Displays the name and code of the health benefits.
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Plan Field Instruction

Plan

Displays the name of Flexible Spending Account plan.
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Plan Name Field Instruction

Plan Name

Displays the name of the plan.

Page 407



y—i)— é Employee Personal Page

PP Total Field Instruction

PP Total

Displays the total amount of annual, sick, compensatory (comp), and other leave used for
the pay period.
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Preferred Phone Field Description

Preferred Phone

Displays Preferred Phone Field Description.
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Preferred Phone Field Instruction

Preferred Phone

Enter the preferred phone number.
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Premium Conversion Field Instruction

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.
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Residence Address Field Instruction

Residence Address

Displays the address that was entered on the Enter Residence Address Self-Service
Request page.
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Select One or More ERI Code That Applies Field
Name Instruction

Select One or More ERI Code Name That Applies

Check the box(es) of the applicable race(s). Valid values are:
HispanicOr Latino

American IndianOr Alaska Native

Asian

Blackor African-American

Native Hawaiian Or Other Pacific Islander

White
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Select Year Field Instruction

Select Year

Select the appropriate year you are trying to find.
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Self Service History

Self Service History

Displays the Self Service History
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Sex Field Description

Sex

Displays the sex selected on the Enter Sex Self-Service Request page.
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Sex Field Instruction

Sex

Select male or female.
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Sick Field Instruction
Sick

Select the amount of sick leave used for the applicable day from the number box that
appears after selecting in the cell.
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Social Security No. Field Instruction

Social Security No.

Enter your nine-digit Social Security number (SSN).
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Start Time Field Instruction

Start Time

Enter the time the tour of duty begins for the corresponding workday.
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Starting Balance Field Instruction

Starting Balance

Displays the starting leave balances at the beginning of the pay period.
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Status (Allotment) Field Instruction

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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Status Field Instruction

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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Stop Contributions Field Instruction

Stop Contributions

Select this option to stop all contributions.
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Street Address Line 1 Field Instruction

Street Address Line 1

Enter the first line of the street address.

Page 425



y—i)— é Employee Personal Page

Street Address Line 2 Field Instruction

Street Address Line 2

Enter the second line of the street address, if applicable.
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Street Address Line 3 Field Instruction

Street Address Line 3

Enter the third line of the street address, if applicable.
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Total Amount Field Instruction

Total Amount

Displays the total amount of contribution to the Flexible Spending Account.
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Type of Account (Allotment) Field Instruction

Type of Account

Populates with the type of account of the financial allotment.
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Type of Account (Current) Field Instruction

Type of Account

Populates with the type of account of the current financial allotment.
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Type of Account (Data) Field Instruction

Type of Account

Populates with the type of account selected on the Enter Financial Allotment Self-Service
Request page.
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Type of Account (Displays) Field Instruction

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 Instruction

Type of Account

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

Type of Account

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

Page 434



y—i)— é Employee Personal Page

Type of Change Field Instruction

Type of Change

Displays the type of change that was made to the health benefits.
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Type of Change Field Description
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Type of Election (Catch-Up) Field Instruction

Type of Election

Populates with the type of election selected on the Enter TSP Catch-Up Self-Service
Request page.
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Type of Election (TSP) Field Instruction

Type of Election

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

Type of Election

Description of Type of Election
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Type of Election Field Instruction

Type of Election

Select the applicable type of action to be taken. Valid values are Start

Contributions, Change Contributions,and Stop Contributions.
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Type of Request (Allotment) Field Instruction

Type of Request

Populates with action taken on the financial allotment.
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Type of Request (HSA) Field Instruction

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.

Page 442



y—i)— é Employee Personal Page

Type of Request (New) Field Instruction

Type of Request

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

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.
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Type of Work (Transaction Code) Field Instruction

Type of Work (Transaction Code)

Select the applicable transaction code for the type of work entered or leave used from the
drop-down menu.
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User ID (Sign Up Letter) Field Instruction

User ID

Enter the user ID provided in your EPP sign up letter.
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User ID Field Instruction

User ID

Enter the user ID.
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W2 Password Field Instruction

W2 Password

Enter the W-2 password to be used to import W-2 data into a tax filing software.
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Work Descriptor Field Instruction

Work Descriptor

Select the applicable (if any) work descriptor. Valid Values are FMLA, OWCP (I11ness),
and OWCP (Injury).
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Zip Code (Optional) Field Instruction
Zip Code (Optional)

Enter the optional ZIP+4 Code.
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Zip Code Field Instruction

Zip Code

Enter the five-digit ZIP Code.

Page 451



	Latest Update Information
	Accessibility for Users of Assistive Technology
	Help for Users of Assistive Technology
	Navigation with Keyboard Shortcuts/Commands
	Contact Information for Users of Assistive Technology

	Getting Started in EPP
	Signing Up for EPP
	Logging in to EPP for the First Time
	Text Message (SMS) Option:
	Authentication Application Option:
	Phone Call Option:

	Registering Your Two-Step Authentication
	Logging In
	Text Message (SMS) Option:
	Authentication Application Option:
	Phone Call Option:

	Login Instructions Using eAuthentication
	Logging in Using PIV/Login.gov

	Logging In Using ID and Password
	Text Message (SMS):
	Phone Call Option:

	Login Instructions Using Login.gov
	Exiting EPP
	EPP Home Page
	Financial Disclosure
	OGE-278
	Leave Calculator
	Entering Leave Data
	Show or Hide Weekends
	Create Leave Slip
	Print Calendar
	Print Annual Leave Summary 
	Print Sick Leave Summary
	Print Comp Leave Summary
	Print My Leave Summary
	Switch to Manual Entry
	Benefits Statement
	Who Will Receive the Benefits Statement
	Who Will Not Receive the Benefits Statement

	Personal Information
	Debt Management
	 Direct Deposit
	View Current Direct Deposit Data
	Start a New Direct Deposit
	Change an Existing Direct Deposit

	Earnings and Leave Statements
	Ethnicity and Race Identification (ERI), Sex, and Disability
	 ERI
	Sex
	Disability

	Financial Allotments
	View Current Financial Allotments
	Start a New Financial Allotment
	Modify an Existing Financial Allotment

	Federal Tax (W-4)
	Entering and Modifying a W-4

	Flexible Spending Accounts
	Health Insurance
	View Current FEHB Coverage
	Modify FEHB Coverage

	Health Savings Account
	Start a Health Savings Account
	Start a Health Savings Account

	Modify a Health Savings Account
	Modify a Health Savings Account

	Cancel a Health Savings Account
	Cancel a Health Savings Account

	Life Insurance
	Leave
	Residence Address
	State Tax
	Third Party Debt
	Thrift Savings Plan (TSP)
	TSP Catch-Up Contributions
	TSP Spillover Contributions

	Veteran Status and Preference
	W-2
	1095-C
	Miscellaneous
	Preferences
	Change Email Addresses
	Change Paper W-2 & 1095-C
	Change Password
	Change Two-Step Authentication
	Change User ID
	Change PII
	Time Manager
	Accounting Favorites
	Adding Accounting Favorites
	Deleting Accounting Favorites

	Default Schedule
	Pay Period Schedule
	Links
	EPP Field Instructions/Descriptions
	Account Nbr Field Instruction
	Account Nbr (Allotment) Field Instruction
	Account Nbr (Current) Field Instruction
	Account Nbr (Displays) Field Instruction
	Account Nbr (HSA) Field Instruction
	Account Nbr (HSA Displays) Field Instruction
	Account Nbr (New) Field Instruction
	Accounting Cd/Description Field Instruction
	Accounting Favorites Field Instruction
	Accounting Project Type Work/Leave Field Instruction
	Accounting Project Type Work/Leave (Default) Field Instruction
	Accrued Field Instruction
	Additional Amount To Be Withheld Each Pay Period Field Instruction
	Additional Amount To Be Withheld Each Pay Period (State Tax) Field Instruction
	Additional Deduction Amount Field Instruction
	Additional Deduction Amount (Displays) Field Instruction
	Additional 1 E-mail Address Field Instruction
	Additional 2 E-mail Address Field Instruction
	Advanced Balance Field Instruction
	Agency PP Contribution Field Instruction
	Agency Work E-mail Address Field Instruction
	Allotment Amount Field Instruction
	Allotment Amount (Current) Field Instruction
	Allotment Amount (Data) Field Instruction
	Allotment Amount (Displays) Field Instruction
	Allotment Amount (HSA Displays) Field Instruction
	Allotment Amount (New) Field Instruction
	Amount Advanced Field Instruction
	Annual Field Instruction
	Authorization Nbr Field Instruction
	Authorization Nbr (Voucher) Field Instruction
	Balance Field Instruction
	Bank Routing Nbr Field Instruction
	Bank Routing Nbr (Current) Field Instruction
	Bank Routing Nbr/Name Field Instruction
	Bank Routing Nbr/Name (Displays) Field Instruction
	Bank Routing Nbr/Name (HSA) Field Instruction
	Bank Routing Nbr/Name (HSA Displays) Field Instruction
	Bank Routing Nbr/Name (New) Field Instruction
	Basic Coverage Amount Field Instruction
	Change Contributions Field Instruction
	City, State Field Instruction
	Claim Dependents Field Instruction
	Comp Field Instruction
	Confirm Account Nbr (Displays) Field Instruction
	Confirm Account Nbr (HSA) Field Instruction
	Confirm Account Nbr Field Instruction
	Confirm Additional 1 E-mail Address Field Instruction
	Confirm Additional 2 E-mail Address Field Instruction
	Confirm E-mail Address (Secondary) Field Instruction
	Confirm E-mail Address Field Instruction
	Confirm Enter E-mail Address Field Instruction
	Confirm EPP Work E-mail Address Field Instruction
	Confirm New Password (EPP) Field Instruction
	Confirm New Password Field Instruction
	Confirm New User ID (EPP) Field Instruction
	Confirm New User ID Field Instruction
	Confirm W-2 Password Field Instruction
	Contributions Per Pay Period Field Instruction
	Contributions Per Pay Period (TSP) Field Instruction
	Contributions Per Pay Period Field Instruction
	Coverage Description Field Instruction
	Current Password Field Instruction
	Current User ID Field Instruction
	Daily Total Field Instruction
	Date of Birth (MM/DD/YYYY) Field Instruction
	Date of Request Field Instruction
	Date Processed (Allotment) Field Instruction
	Date Processed (Travel) Field Instruction
	Date Processed Field Instruction
	Dates of Travel Field Instruction
	Dates of Travel (Voucher) Field Instruction
	Daytime Phone (FEHB) Field Instruction
	Daytime Phone (User) Field Instruction
	Daytime Phone Field Instruction
	Disability (Displays) Field Instruction
	Disability Field Instruction
	Dollar Amount (Catch-Up) Field Instruction
	Dollar Amount (TSP) Field Description
	Dollar Amount (TSP) Field Instruction
	Dollar Amount (Type Work) Field Instruction
	Dollar Amount Field Instruction
	Effective Pay Period, Year (Address) Field Instruction
	Effective Pay Period, Year (Address) Field Instruction
	Effective Pay Period, Year (Catch-Up Displays) Field Instruction
	Effective Pay Period, Year (Catch-Up) Field Instruction
	Effective Pay Period, Year (Data) Field Instruction
	Effective Pay Period, Year (DD/EFT) Field Instruction
	Effective Pay Period, Year (Disability Displays) Field Instruction
	Effective Pay Period, Year (Disability) Field Instruction
	Effective Pay Period, Year (Displays DD/EFT) Field Instruction
	Effective Pay Period, Year (ERI Displays) Field Instruction
	Effective Pay Period, Year (FEHB) Field Instruction
	Effective Pay Period, Year (Health) Field Instruction
	Effective Pay Period, Year (History) Field Instruction
	Effective Pay Period, Year (HSA Displays) Field Instruction
	Effective Pay Period, Year (HSA) Field Instruction
	Effective Pay Period, Year (New) Field Instruction
	Effective Pay Period, Year (PP Calendar) Field Instruction
	Effective Pay Period, Year (Residence) Field Instruction
	Effective Pay Period, Year (State Tax) Field Instruction
	Effective Pay Period, Year (Tax) Field Instruction
	Effective Pay Period, Year (TSP Displays) Field Instruction
	Effective Pay Period, Year (TSP) Field Instruction
	Effective Pay Period, Year (W-4 Displays) Field Instruction
	Effective Pay Period, Year (W-4) Field Instruction
	Effective Pay Period, Year Field Description
	Effective Pay Period, Year Field Instruction
	E-mail Address Field Instruction
	Employee PP Deduction Field Instruction
	Employee YTD Deduction Field Instruction
	End Time Field Instruction
	Ending Balance Field Instruction
	Enter E-mail Address Field Instruction
	Enter Secondary E-mail Address Field Instruction
	Enter Work E-mail Address Field Instruction
	EPP Work E-mail Address Field Instruction
	ERI Code Field Description
	ERI Code Field Instruction
	Ethnicity and Race Identification (ERI), Sex, and Disability
	 ERI
	Sex
	Disability

	Female Field Instruction
	Filing Status (Displays) Field Instruction
	Filing Status Field Instruction
	Line Totals Field Instruction
	Married (FEHB) Field Instruction
	Married (Value) Field Instruction
	Married Field Description
	Married Field Instruction
	Medicare Coverage Field Description
	Medicare Coverage Field Instruction
	Multiple Jobs or Spouse Works Field Instruction
	My Leave Field Instruction
	Net to Traveler Field Instruction
	New Password (EPP) Field Instruction
	New User ID (EPP) Field Instruction
	Number of Exemptions (Displays) Field Instruction
	Number of Exemptions Field Instruction
	Other Insurance Coverage Field Description
	Other Insurance Coverage Field Instruction
	Password (Sign Up Letter) Field Instruction
	Password Field Instruction
	Pay Period Amount Field Instruction
	Percent of Basic Pay Field Instruction
	Plan Code Name Field Description
	Plan Code/Description Field Instruction
	Plan Code/Name Field Instruction
	Plan Code/Name (FEHB) Field Instruction
	Plan Code/Name Field Instruction
	Plan Field Instruction
	Plan Name Field Instruction
	PP Total Field Instruction
	Preferred Phone Field Description
	Preferred Phone Field Instruction
	Premium Conversion Field Instruction
	Residence Address Field Instruction
	Select One or More ERI Code That Applies Field Name Instruction
	Select Year Field Instruction
	Self Service History
	Sex Field Description
	Sex Field Instruction
	Sick Field Instruction
	Social Security No. Field Instruction
	Start Time Field Instruction
	Starting Balance Field Instruction
	Status (Allotment) Field Instruction
	Status Field Instruction
	Stop Contributions Field Instruction
	Street Address Line 1 Field Instruction
	Street Address Line 2 Field Instruction
	Street Address Line 3 Field Instruction
	Total Amount Field Instruction
	Type of Account (Allotment) Field Instruction
	Type of Account (Current) Field Instruction
	Type of Account (Data) Field Instruction
	Type of Account (Displays) Field Instruction
	Type of Account (New) Field Instruction
	Type of Account Field Instruction
	Type of Change Field Instruction
	Type of Change Field Description
	Type of Election (Catch-Up) Field Instruction
	Type of Election (TSP) Field Instruction
	Type of Election (TSP) Field Description
	Type of Election Field Instruction
	Type of Request (Allotment) Field Instruction
	Type of Request (HSA) Field Instruction
	Type of Request (New) Field Instruction
	Type of Request Field Instruction
	Type of Work (Transaction Code) Field Instruction
	User ID (Sign Up Letter) Field Instruction
	User ID Field Instruction
	W2 Password Field Instruction
	Work Descriptor Field Instruction
	Zip Code (Optional) Field Instruction
	Zip Code Field Instruction

