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How to Use this Tutorial
The purpose of this tutorial is to provide assistance while 

utilizing Employee Express. The slides are designed to 
take you step by step through each transaction within the 
program. 

You can view this one of two ways. First, to view the 
presentation in its entirety, simply hit the enter key to go 
to the next slide. Or you can view individual information 
for the transaction you wish to know more about. To do 
this, simply go to the Table of Contents slide and click on 
the link you wish to view. 

At any time you can return to the Table of Contents by 
selecting its link on the bottom right-hand corner of the 
slides.



www.employeeexpress.gov Return to Table of Contents3
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Requesting a PIN – 1

Go to
www.employeeex
press.gov home 
page.

Select “Lost or 
Forgot Pin” on 
bottom right-hand 
side of screen.

http://www.employeeexpress.gov
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Requesting a PIN – 2

“PIN Assistance” 
page should 
appear.

Select “Request 
PIN Online” in the 
middle of the 
screen.
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Requesting a PIN – 3

“PIN Request or 
Retrieval” page 
should appear.

Select “PIN 
Request” on the 
middle-left of the 
screen.
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Requesting a PIN – 4

“Request PIN 
Online” page 
should appear.

Under “Personal 
Information,” fill 
out all the 
information 
exactly as it 
appears on your 
employee file.
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Requesting a PIN – 5
Scroll down the page.

Continue to fill out all 
the information 
exactly as it appears 
on your employee file.

Employee Express 
will only allow one 
PIN request every 14 
days.

The email address 
that the PIN is sent to 
must end with a .gov 
extension.

Then click “submit.”
Must Include “Retirement System”

and DOB to process.

If you have 
FEHB you must 
enter the code, 
if not leave 
blank.
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Retrieving a PIN – 1

Go to 
www.employee.ex
press.gov home 
page.

Select “Lost or 
Forgot PIN” on 
bottom right-hand 
side of screen.

http://www.employeeexpress.gov
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Retrieving a PIN – 2

 “PIN Assistance” 
page should 
appear.

Select “Request 
PIN Online” in the 
middle of the 
screen.
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Retrieving a PIN – 3
“Retrieve New 
PIN” page should 
appear.

Fill out the 
information 
requested.

Then click 
“submit.”

Information needed
can be found in your 

e-mail  from 
Employee  Express!
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Logging On – 1
Go to
www.employeeex
press.gov home 
page.

Fill in Social 
Security Number 
and PIN.

Then click “Sign 
On.”

http://www.employeeexpress.gov
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Logging On – 2 

The “Main Menu”    
page should then 
appear.
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View Leave and Earnings Statement - 1

Select “Earnings 
and Leave” from 
the Main Menu.
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View Leave and Earnings Statement - 2

View information on your 
Leave and Earning 
Statement.
To turn on/off the home 
delivery of the Leave and 
Earnings Statement, click 
on “Hard Copy On” or 
“Hard Copy Off.”
Select “Main Menu” to 
return or “Sign Out” to exit 
the program.
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View Summary of Benefits – 1 

Select “View 
Summary Benefits.”
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View Summary of Benefits – 2 

View Information  on 
Summary of Benefit 
Information.

To view any option, single 
click on option header.

Select “Main Menu” to 
return or “Sign Out” to exit 
the system.
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Change Direct Deposit – 1 

Select “Direct 
Deposit” from the 
Main Menu.
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Change Direct Deposit – 2 

Make the necessary 
changes by inputting it 
correctly in the 
identifying fields in the 
right-hand column.

Select “Save” to 
proceed with the 
transaction.
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Change Direct Deposit – 3 

To confirm select “Yes”    
or to cancel select “No.”
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Change Direct Deposit – 4  

For an email 
confirmation, type your 
email address in the 
appropriate line then 
select “submit…”   
remember that your 
email account must 
end in .gov.

If you do not want to 
receive an email 
confirmation, select “No 
thanks!...”
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Select “Federal 
Employee Health 
Benefits” from Main 
Menu.

Changing Federal Employee Heath 
Benefits (FEHB) – 1
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Changing Federal Employee Health 
Benefits (FEHB) – 2

To change your 
information select
“Change” or to stop your 
coverage choose “Stop.”
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Stopping FEHB – 1 
To continue with this 
procedure select 
“Yes.”

If you would like to 
discontinue select 
“No.”
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Stopping FEHB – 2 
Select one of the 
following methods:
mail, , fax, or , or print 
confirmation.
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Stopping FEHB – Mail 
If you chose the mail 
option and still would 
like to receive a paper 
copy in the mail, select 
“Yes.”

This screen will 
appear to verify 
your request.

REMEMBER: If your home address has 
changed and you have not changed 

it through EE, then you wont get 
your verification in the mail.
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Stopping FEHB – Fax 

A

B

C

First enter your fax number 
(see screen A) and select 
“Accept…”

Then verify number input 
and select “Yes” if correct 
(screen B).

Screen C will 
appear to verify 
submission.
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Stopping FEHB – Print 

If you chose the 
print option the 
following screen 
will appear.

Select “Print.”
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Changing FEHB
Enter the first three letters 
of the name of your 
service provider or your 
enrollment code, then 
click “Accept.”

The type of service you’re 
enrolled in will determine 
what screens will show 
next. Read each screen 
carefully and make the 
appropriate changes.
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Federal Tax – 1 

Select “Federal 
Tax” from Main 
Menu.
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Federal Tax – 2
To make changes to 
marital status, number of 
exemptions, and/or 
additional deductions, 
enter the correct 
information in the 
appropriate fields then 
select “Save.”

To change your status to 
Exempt, choose “file 
exempt.”
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Federal Tax – Save Changes
Verify changes by 
selecting “Yes” or “No.”

If you selected “Yes,” an 
e-mail notification request 
will appear.
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Federal Tax – File Exempt
Screen A goes through two 
statements that if true, you can 
file exempt. If you wish to 
continue select “Yes.”

Screen B verifies your exempt 
status, select “Yes” if you wish to 
proceed.

If you selected “Yes,”                
an e-mail notification          
request will appear            
(screen C).

AA

BB

CC
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FEHB Premium Conversion Change – 1 

Select “FEHB 
Premium 
Conversion” from 
Main Menu.
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FEHB Premium Conversion Change – 2 

Select either  
“Waive Pre-Tax” or 
Participate in    
Pre-Tax.”
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Waive – FEHB  
Premium Conversion

AA

BB

If you wish to 
waive, select 
“Yes.”

If you selected 
“Yes,” an e-mail 
notification 
request will 
appear (screen 
B).
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Participate – FEHB  
Premium Conversion

AA

BB

If you wish to 
participate, 
select “Yes.”

If you selected 
“Yes,” an email 
notification          
request will 
appear (screen 
B).
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Change Financial Allotment – 1 

Select “Financial 
Allotment” from 
Main Menu.
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Change Financial Allotment – 2 
Select “Change.”
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Change Financial Allotment – 3 

Input changes into 
the appropriate 
fields under the 
“New” column.

Select “Save.”
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Change Financial Allotment – 4 

Confirm changes 
by selecting “Yes” 
(Screen A).

If you selected 
“Yes,”  an email 
notification          
request will appear            
(screen B). AA

BB
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Stop Financial Allotment – 1 

Select “Financial 
Allotment” from 
Main Menu.



www.employeeexpress.gov Return to Table of Contents43

Stop Financial Allotment – 2 
Select “Stop.”
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Stop Financial Allotment – 3 

Confirm stop by 
selecting “Yes” 
(Screen A).

If you selected 
“Yes,”  an email 
notification          
request will appear            
(screen B).

AA

BB
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Change Home Address – 1 

Select “Home Address” 
from Main Menu.
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Change Home Address – 2 

Input changes into 
the appropriate 
fields.

Select “Save.”
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Change Home Address – 3 

Confirm changes by 
selecting “Yes.”

If you selected “Yes,”                
an email notification          
request will appear            
(screen B).

AA

BB
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Change Savings Bonds – 1

Select “Savings Bonds” 
from Main Menu.
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Change Savings Bonds – 2 

To change any 
information to your 
savings bonds, select 
“Change.”
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Change Savings Bonds – 3 

Make the appropriate 
changes in the fields 
provided on the right-
hand column entitled 
“New.”

When finished with 
changes, select 
“Save” at the bottom 
of the page.
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Change Savings Bonds – 4 
The changes made 
will be displayed 
(screen A), to agree 
with these changes, 
select  “Yes.”
To make additional 
changes, Select “No” 
and repeat the 
previous step.
If you selected “Yes,”                
an email notification          
request will appear            

AA

BB(screen B).
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Stop Savings Bonds – 1 

Select “Savings Bonds” 
from Main Menu.
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Stop Savings Bonds – 2 

To stop your savings 
bonds, select “Stop” 
under the desired 
savings bond.

To stop all savings 
bonds, select “Stop 
All.”
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Stop Savings Bonds – 3 

To agree with the 
stop of savings 
bonds, select  “Yes.”

If you selected “Yes,”                
an email notification          
request will appear            
(screen B). AA

BB
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Start Savings Bonds – 1 

Select “Savings Bonds” 
from Main Menu.
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Start Savings Bonds – 2 

To start your savings 
bonds, select “Start.”
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Start Savings Bonds – 3 

Fill in the appropriate 
information in the 
spaces provided in 
the column entitled 
”New.”

Once completed select 
“Save.”
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Start Savings Bonds – 4 

To confirm the start 
of a savings bonds, 
select  “Yes.”

If you selected “Yes,”
an email notification          
request will appear            
(screen B).

AA
BB
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Change State Tax – 1 

Select “State Tax” from 
Main Menu.
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Change State Tax – 2 

Input changes into 
the appropriate 
fields.

Select “Save.”
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Change State Tax – 3 

Confirm changes by 
selecting “Yes.”

If you selected “Yes,”                
an email notification          
request will appear            
(screen B). AA

BB
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Thrift Savings Plan – 1 

 Select “Thrift Savings Select “Thrift Savings 
Plan” from Main Menu.Plan” from Main Menu.
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Thrift Savings Plan – 2 

To make changes to your 
TSP enter the necessary 
information in the “New 
column” and then select  
“Save.”

To stop TSP contributions, 
select “Stop…”
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Thrift Savings Plan – Stop 

To confirm stop, 
select “Yes.”

If you selected 
“Yes,” an email 
notification request 
will appear (screen 
B).

AA

BB
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Thrift Savings Plan – Change 

AA

BB

To confirm 
changes, select 
“Yes.”

If you selected 
“Yes,” an email 
notification request 
will appear (screen 
B).
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TSP Catch-Up – 1 

Select “Thrift Savings 
Plan Catch-Up” from 
Main Menu.
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TSP Catch-Up – 2 

To enroll in this 
program, enter the 
amount you want 
deducted in the “New” 
column.

When finished, select 
“Save.”
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TSP Catch-Up – 3 

AA

BB

To confirm 
changes, select 
“Yes.”

If you selected 
“Yes,” an email 
notification request 
will appear (screen 
B).



The End
For additional information about Employee Express, visit this WeFor additional information about Employee Express, visit this Web site:  b site:  

www.employeeexpress.govwww.employeeexpress.gov

http://www.employeeexpress.gov/
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