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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
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Requesting a PIN — 1

3 Employee Express - Home Page - Microsoft Internet Explorer o | Ellil

x G O to File Edit Miew Favorites Tools  Help ﬁ
$=Eack ~ = v &) ﬁ| {Qhsearch [ Favorites  fMedia ®| By S - LD

Address I@ D:\Documents and SettingsiBanisssiMy DocumentsiEmplayee Express - Home Page.htm j G |Links

www.employeeex

press.gov home
p ag e [ Welcome to Employee Express. e e e T

U.5. Government System for

. . authorized use only. Unauthorized
Ernployee Express puts federal employees in control of their payroll-personnel use of this system or the
infarmation. information on this system could
result in criminal prosecution.
Signing into Employee Express

If your agency is a participant in Employee Express, you can view and make miifeiizs g ey e 2]

A A " accepted the Full Termis and
changes online to your personnel-payrall information. Employee Express transfers Conditions of Use and you consent

x Se | ECt 1 LOSt Or tyougruﬁr;na:tngep;epqeurefsutr:rs ?;oiusrtizrgc;r;i!payroll-persUnnel office eliminating the need m;:;ﬁ::::;ng and monitoring.
e o |

Forgot Pin"on —

bottom right-hand

side of screen.

Lost or Forgot PIMN

SlET

|éj : - ) ) l_ l_ l_ | nternet

www.employeeexpress.gov Return to Table of Contents
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Requesting a PIN — 2

x “PIN Assistance”
page should
appeatr.

x Select “Request ——

PIN Online” in the
middle of the
screen.

www.employeeexpress.gov

-

2 Employee Express - Online PIN - Microsoft Internet Explorer . =10/ x|
EMPLOYEE CHANGES? NO BIG DeAL! [l
PRESS

PIN Assistance

If wou have lost or forgotten your Employee Express PIM, you may request to receive a new one online or via
mail.

est a New PIN by Mail: =gprr=c (PI0 LExy ()

If you |d like to receive a new FIN by mail, please select the "Request PIN By Mail" button above. Your new
PIM will be Mwjled the next business day to your address on file. ¥You should receive your new PIM within 5 -7
business days. revent further delay in using Employee Express, please do not attempt to access the system
until you receive yobwrgoew PIN,

You may request a new by Mail by calling the Employee Express Helpdesk at 478-757-3030. Hearing impaired
employees may access the by calling 478-757-3117,

Request a New PIN Online: Request PIN Online

If wou would like to receive a nNEIN online, pleﬂselect the "Request PIM Online" button above. In order to
receive a new PIN online, you must e-mail address. ¥our new PIMN will be emailed to you after our
verification process has been completed. You should receive your new PIN by the next business day, To prevent
further delay in using Employee Express, please do not attempt to make duplicate requests until you have

receive an e-mail notice from Employee Express concerning the status of your request,
It is helpful to change your Employee Express PIMN to something that is easy to remember,

O lmmm A0 m |

|@ Dane ’_ ’_ E |G Internet

N

Return to Table of Contents




Requesting a PIN — 3

x “PIN Request or
Retrieval” page
should appear.

mployee Express - Online PIN - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeEAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

PIMN Request or Retrieval

Select the "PIN Request’’ button if you have lost or forgotten your PIN and would like to request a new PIN

DO MOT MAKE AM OMLIME PIM REQUEST:
- if you hawve already requested a pin by mail
- if you have already requested a pin online

x Select “PIN
Request” on the
middle-left of the
screen.

www.employeeexpress.gov

- if you hape called our helpdesk and requested a new PIN
- a new employee, who does not currently have access
By dossmeiseeyill further delay you receiving access to Employee Express,

PIM Request

Select the "PIN Retrieval” button if you have received an email validating a request for a new PIN online. ¥
must have your userid and password to gain access.

PIN Retrieval | =
For PIN Assistance click here ;  PIN Assistance |

4| | 2|
4

|&) bone l_ l_ ré_ |4 mternet

Return to Table of Contents




Requesting a PIN — 4

x "Request PIN
Online” page
should appear.

x Under “Personal
Information,” fill
out all the
Information
exactly as it
appears on your
employee file.

www.employeeexpress.gov

3 Employee Express - Online PIN - Microsoft Internet Explorer - |I:I|5|
-

EMPLOYEE CHANGES? NO BIG DeAL! Bl

PRESS

REQUEST PIN ONLINE

Please complete the following items to receive your PIN by email. If the
Information you enter does not match the information on file, your
request cannot be processed. Your email address and items in the
additional Information section are required.

Personal Infoermation

[ [nodashes)

Seleyt Agency: | Select an Agency - j

2]
[%2]
2

Adgdress | |
o
ress: |
|@ Dane ’_ ’_ E |G Internet 4

Return to Table of Contents




X

Reqguesting a PIN —

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.”

www.employeeexpress.gov

If you have
FEHB you must
5 enter the code,

/ if not leave

blank.

73 Employee Express - Online PIN - Microsoft Internet Explorer . : 10 |

Enter your current Information below, If contributing to TSP and
involved in FEHB, your current information is required. Otherwise leave
TSP and FEHB fields blank. ¥aour Retirement system and Qate Of Birth
are required.

Additional Information

TSP Contribution Type: % [Percentage
Select Dollar Amount or Percentage: § [Dollar Amount]
Enter Contribution:

To find your FEHB code, click FEHE Guide andWefer to the Plan
Comparisons section,

FEHB Code:

Retirement System:
Date Of Birth: (mm/dd/yyyy)

Employee Express - Changes? NO BIG DEAL!

& Done / ’_ ’_ E|O Interr\et

w2

|

Must Include “Retirement System”
and DOB to process.

Return to Table of Contents




Retrieving a PIN — 1

3 Employee Express - Home Page - Microsoft Internet Explorer - | Dlﬂ

File  Edit Wew Favorites Tools Help ﬁ
x : O to §mBack ~ = - @ ﬁ| @Search [Ge] Fawarites @Media ®| %v =] - ¥ D

Address I@

Documents and Sel s\Banisss\My Documents\Emploves Expre ome Page.htm @GD Links *

-

WWW.employee_ex S e CHANGES? NO BIG DeAL! [

PRESS

ress.gov home
n
Welcome to Employee Express. Employee Express is an official
U.5. Government System for
a e . . . authorized use only. Unauthorized
Ermployee Express puts federal employees in control of their payroll-personnel use of this system or the
information. information on this system could

result in criminal prosecution.
Signing into Employee Express

If your agency is a participant in Emplovee Express, you can view and make indicates you have read and
h line t | 1 in i Ernol E t f accepted the Full Termis and
changes online to your personnel-payroll information. Employee Express transfers Conditions of Use and you consent

your change request to your servicing payroll-personnel office eliminating the need to security testing and monitoring.
to submit a paper form. It is that easy!

x Select “Lostor —___ O —
Forgot PIN™ on |

bottom right-hand
side of screen. a — =TT @

Lost or Forgot PIM

Sl

www.employeeexpress.gov Return to Table of Contents
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Retrieving a PIN — 2

x “PIN Assistance”
page should
appeatr.

x Select “Request
PIN Online” in the
middle of the
screen.

www.employeeexpress.gov

-

3 Employee Express - Online PIN - Microsoft Internet Explorer E ;IEIEI
EMPLOYEE CHANGES? NO BIG DeAL!
PRESS

PIN Assistance

If wou have lost or forgotten your Employee Express PIM, you may request to receive a new one online or via
mail.

Request a New PIN by Mail: =gprr=c (PI0 LExy ()

If wou would like to receive a new PIN by mail, please select the "Request PIN By Mail" button above. Your new
PIM will be mailed the next business day to your address on file. ¥You should receive your new PIM within 5 -7
[ness days. To prevent further delay in using Employee Express, please do not attempt to access the system
until eceive your new PIN.

You may re t a new PIN by Mail by Calllng the Employee Express Helpdesk at 478-757-3030. Hearing impaired
employees may a -7E7-3117.

Request PIN Online

Request a Mew PIN Online:
If wou would like to receive a nNEIN online, pleﬂselect the "Request PIM Online" button above. In order to
receive a new PIN online, you must e-mail address. ¥our new PIMN will be emailed to you after our
verification process has been completed. You should receive your new PIN by the next business day, To prevent
further delay in using Employee Express, please do not attempt to make duplicate requests until you have

receive an e-mail notice from Employee Express concerning the status of your request,
It is helpful to change your Employee Express PIMN to something that is easy to remember,

O lmmm A0 m |

|@ Dane ’_ ’_ E |G Internet

N

Return to Table of Contents
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Retrieving a PIN — 3

x “Retrieve New
PIN” page should
appear.

x Fill out the
Information
requested.

x Then click
“submit.”

www.employeeexpress.gov

/3 Employee Express - Template - Microsoft Internet Explorer

EMPLOYEE

Information needed <

can be found in your
e-mail from <

Employee Express!{

Retrieve New PIN

To retrieve your New PIN, please enter your userid, password, and your agency’s name.

If you need assistance,

please contact the Employee Express Helpdes

Enter P swurd:l

Select Agency: | Select an Agency --
Submit I Cancel I
4] |_’|_I

|2:| Done ’_ ’_ ré_ |Q Inkernet v

Return to Table of Contents
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Logging On —

3 Employee Express - Home Page - Microsoft Internet Explorer

Eile Edit View Favorites Tools Help

x GO to (mBack v = - @ fat | @Search [Fe] Favarites @Media @ | %v S = ¥ D

Address I@ https: v, emploveeexpress. gov

www.employeeex

PRESS

press.gov home

p ag e Welcome to Employee Express. Employee Express is an official

U.5. Government System for
authorized use only. Unauthorized
Employee Express puts federal employees in control of their payroll-personnel use of this system or the
infarrmation. information on this system could
result in criminal prosecution.
Signing into Employee Express

If your agency is a participant in Employes Express, you can view and make i“dicaE:!"}‘?“ :'al‘;":_"ead and
. . . acce e Fu erms
changes online to your personnel-payroll information. Employee Express transfers e o

your change request to your servicing payroll-personnel office eliminating the need to security

X Fl” |n SOCIaI —— | to submit a paper form. It is that sasy! coctal s
Security Number
an d P I N (] Lost or Forgot PIN

System Requirements Open Season Information System Availability / Announcements
Your Current System Settings:
Browser: 9/1/2003 - 12/15/2003
A 11 A © Combined Federal Campaian (CFC) MO announcements at tis time,
x e n C I C I g n Microsoft Internet Explorer & open enrellment period,
@ Javascript Enabled 10/15/2003 - 12/31/2003
79 Thrift Savings Plan (TSP) Open
n Monitor Resolution: enrallment periad,
[ ]
Employee Express is best viewed at
500 = £00 resolution. 11/10/2003 - 12/8,/2003
Federal Employee Health Benefits (FEHE)

€l

www.employeeexpress.gov 12 Return to Table of Contents
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Logging On —

ww.employeeexpress.goy,login.aspx - Microsolft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

an Sut

Main Menu

11 . 7] Payroll - Personnel Actions Earnings and Leave
x I h e IVI al n M e n u Your infarmation was last updated on April 19, 2003. | Your leave and earnings infarmation was last updated

on: April 19, 2003.

You may view or change the following payroll-

pag e S h O u | d th e n personnel information using Employee Express. Gross Pay: § 2,462 44

To view a summary of your current infarmation, Met Pay: § 1,570.31
select ¥iew Summary Benefits. Annual Balance: 64,15 hours
a ear sick Balance: 15,00 hours
u Direct Deposit

Eederal Employee Health Benefits
Federal Tax

Comp Balance: 0,00 hours

To view your earnings and leave statement, select

EEHB Premium Conversion Earnings and Leave.

Financial allotment

Home Address

Savings Bond

State Tax

Thrift Savings Plan

Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal Federal L T c I
Identification Number (PIN). ederalLong lerm Lare Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

i€l

www.employeeexpress.gov 13 Return to Table of Contents




View Leave and Earnings Statement - 1

rosoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

* Select "Earnings
and Leave” from ot

ayroll - Personnel A ns Earnings and Leave

L]
Your information was last updated on April 19, 2003. | Your leave and earnings information was last updated
I u . on: April 19, 2003.

You may view or change the following payroll-
ersonnel information using Employee Express. Gross Pay: § 2,462.44
: , .

Net Pay: § 1,570.31
Annual Balance: 64,15 hours

Sick Balance: 16,00 hours
Direct Deposit

Federal Employee Health Bene
Federal Tax

Comp Balance: 0.00 hours

To view your earnings leave statement, select

FEHB Premium Conversion Earnings and Leave.

Financial allotment
Home Address
Savings Bond
State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal Federal
Identification Number (PIN). ederal Long Term Care Insurance
EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Elexible Spending Account Program

Retirement Estimator

L T T T T W P R - Y-S S PRy

] [

www.employeeexpress.gov 14 Return to Table of Contents




View Leave and Earnings Statement - 2

% View information on your

EMPLOYEE CHANGES? NO BIG DEAL!

Leave and Earning S
State m e nt . Text version |  save toFile

Hard Copy On Printable Yersi

L

Hard Copy Off
pay period to view:

8/21/2004 = Gol

x I O tu rn O n/off th e h O m e National Aeronauties and Space Administration For Pay Period Ending NetPay
EARMINGS AND LEAVE STATEMENT

Pay Period # Pay Date
5 AT I2003

- Name Pay Plan/Grade/Step | Annual Salary Hourly Rate
e |Ver O e eave an o o et v =
T Home Address Pay Check Mailing Address
1234 CONNECTICUT BLVD
- - SILVER SPRING MD 200011414
ar I S tate e t I BT INFORMATION
E I I I I S I I I I I ] C C FLSA Class E Organization Code 120203 Hire bt 670401

Your Pay Consists of Current YTD | Tax i Zemptions Additional Current YTD

‘ ‘ , , Gross 2,462.449 2063531 | Information S Withholding Wages Wages

O n ar O n 0 r Total Deductions 20213 6,630.25 | Federal M o1 0.00

Mt Fay 157031 1154262 | State - M o 0.00

NINGS
11 17 TYPE RATE HOURS  YTD HOURS CURRENT YTD
DOG ALLOWANCE (PARK 80.00 1,396.00 13,968 B9
ard Copy Off.
NIGHT DIFFERENTIAL 25.00 4375 200,32
FAIR LABOR STANDARDS ACT- 0.00 264.20 3038 67
OVERTIME
- DEDUCTIONS

x f ; | t (14 M M b} ) t MISC ADJUSTED CURRENT  YTD TYPE MISC ADJUSTED CURRENT  YTD
7EIH0 1563.00 STATE TAX1fMD 20036 98626
e e C al n e n u O 24240 55260 MEDICARE S650 12026

HEALTH INSURANCE 11118 33357

return or “Sign Out” to exit =

FEGLI FEHEB 242.00 T42.00

FERS/CERE Medicare 66.69 120.26

the program. o

www.employeeexpress.gov 15 Return to Table of Contents




View Summary of Benefits —

x Select “View

Summary Benefits.”

www.employeeexpress.gov

EMPLOYEE

FPRESS

Payroll - Personnel Actions

Your information was last updated on April 19, 2003.

You may view or change the following payroll-
personnel infarmation using Emplayee Express.

To

¥
ect ¥Yiew Summary Benefits.

Direct Deposit

Federal Employee Health Benefits
Federal Tax

FEHB Premium Conversion
Financial Allotment

Home Address

Savings Bond

State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Make a change to your Employee Express Personal

'www.employeeexpress.gov/login.aspx - Microsoft Internet Explorer

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

CHANGES? NO BIG DeAL!

Sign Cut |

Main Menu

Earnings and Leave

Your leave and earnings information was last updated
on: April 19, 2003.

Gross Pay: £ 2,462.44

Net Pay: £ 1,570.31
Annual Balance: 64,15 hours
Sick Balance: 16.00 hours

Comp Balance: 0.00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Miscellaneous Related Sites

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

FSAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

P T T SR T -SSR PR

5]

16

Return to Table of Contents




View Summary of Benefits — 2

x View Information on
Summary of Benefit
Information.

x To view any option, single
click on option header.

x Select “Main Menu” to
return or “Sign Out” to exit
the system.

www.employeeexpress.gov

‘=3 Summary Page - MICrosolt Internet EXplorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Freque- ., asked Questions | Contact Us | Help

Main Menu Sign Out

17

Summary of Benefit Information
A summary of your Employee Express information as of April 19, 2003 appears below. If you wigh to
make a change or view any of the items, select the corresponding feature title link. Employee Bxpress
will then display your detail information and guide you through the change process.
Direct Deposit Earnings and Leave Statement ral Employee
Be
Bai Gross Pay: 2,462.44
pduting 271182524 i Blue Crosf and
Code: et Pay: 157031 Plan: Blue Shield
Annual Service Bpnefit
Account 64,15
Number: 00000000000000000 Balance: Code: 105
Account . Sick Balance: 16.00
R Checking
Type: Gomp Balance: 0.00
Last Updated: april 19, 2003
Federal Tax
Filing Status: ™M Insurance premiums are withheld Allotment 1: 300.00
R on 3 pre-tax basis,
Exemptions: 1 Allotment 2: a00.00
Additional: 0.00
Home Address PIN Change
1234 Please select the "PIN Change" Number of 1
Street 1: CONNECTICUT title to change your Employee Bonds:
BLYD Express Personal Identification iod
. MNumber (PIN}). pay PE'_"D 10.00
City: SILVER SPRING Deduction:
State: MD
ZIP: 209011414
Filing Status: il Pay Period Pay Period
. Deduction: 13% Deduction: 0.00
Exemptions: 1
Additional: 0.00

Return to Table of Contents




Change Direct Deposit —

rosoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

x S e I e Ct “ D i re Ct Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help
Deposit” from the e

ayroll - Personnel A ns Earnings and Leave

L]
Your information was last updated on April 19, 2003. | Your leave and earnings information was last updated
I u n on: April 19, 2003.

You may view or change the following payroll-
personnel information using Employes Express. Gross Pay: § 2,462.44
: , .

To view a surmmary of vour current information, Net Pay: § 1,570.31
select ¥iew Summary Benefits. Annual Balance: 64,15 haurs

Sick Balance: 16,00 hours

Direct Deposit
Comp Balance: 0.00 hours

Federal Tax

. . Ta wview your earnings and leave statement, select
FEHBE Premium Conversion Earnings and Leave.

Financial allotment

Home Address

Savings Bond

State Tax

Thrift Savings Plan

Thrift Savings Plan Catch-Up

Miscellaneous Related Sites
Make a change to your Employee Express Personal
Identification Number {PIN). Federal | ong Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Elexible Spending Account Program

Retirement Estimator

L T T T T W P R - Y-S S PRy

] [

www.employeeexpress.gov 18 Return to Table of Contents




Change Direct Deposit —

“J Employee Express - Template - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

x Make the necessary
changes by inputting it

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu I Sign Qut I

Direct Deposit Change

Direct Deposit allows your paycheck to be electronically transferred to the financial institution of
your choice,

You may Start or Change a Direct Deposit,

To Start or Change, you need yvour Financial Institution's Routing Murnber, Account Mumber and

j g Account Type (Checking or Savings). You can obtain this information from your financial institution,
- If you change your Financial Institution's Routing Mumber, you may also need to change your
r I g t_ a n C 0 u I I I n . \ Account Mumber and Account Type,

urrent as of Pay Period ending April 19, 2003,

This infor mat

This action will be effective Deeember 13, 2003; however, due to agency processing, it may be effective the next pay
period,

® Select “Save” to Direct Deposit Items

Bank Routing Code: 271182524

proceed with the s 2

DAMVILLE IL 61832 0000

Current

|2?1182524

IDDDDDDDDDDDDDDDDD

{* Checking {™ Saving

Account Number: 00000000000000000

transaction.— S

Employee Express - Changes? NO BIG DEAL!

www.employeeexpress.gov 19 Return to Table of Contents




Change Direct Deposit —

x To confirm select “Yes”
or to cancel select “No.”

www.employeeexpress.gov

a Employee Express - Template - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

Direct Deposit Confirmation

This information is current as of Pay Period ending April 19, 2003,

This action will be effective December 13, 2003; however, due to agency processing, it may be effective the next pay

period.
Direct Deposit Items Current New
Bank Routing Code: 271182524 271182524
EDUCATION PERSONNEL FCU EDUCATION PERSONNEL FCU
1102 M WALNUT 1102 M WALNUT
DAMVILLE IL 61832 0000 DAMVILLE IL 61832 0000
Account Nurhber: 00000000000000000 *# 123123123
Account Type: Checking * Saving

he value g changed.

Employee Express - Changes? NO BIG DEAL!

Return to Table of Contents

20



Change Direct Deposit — 4

x For an emall R ——
confirmation, type your g CHANGES? NO BIG DEAL!
emall address in the e e e i e
ap p o p |"| ate I | ne th en Direct Deposit - Pay Period Notification

Employee Express has saved your action, Your Earnings and Leave statement will be your confirmation.

Se I eCt S u b m It This action will be effective ; however, due to agency processing, it may be effective the next pay
period.
re m e m ber th at O LJ\ If wou wish to receive an email confirmation of your change, enter your email address and select the
submit and Return to Main buttan, Your email confirmation e will be processed the next business
end in .gov.

MO THAMKS! I AM MOT IMTERESTED IM A CONFIRMATION EMAIL

% |f you do not want to
re Ce ive an e m ai I Employee Express - Changes? NO BIG DEAL!
confirmation, select “No
thanks!...”

-
|@ javascriptwinOpen('ContactUs, aspx’, 780,4200; l_ I_ |E|_ # Internet 4

www.employeeexpress.gov 21 Return to Table of Contents




Changing Federal Employee Hea
Benefits (FEHB) — 1

www.employeeexpress.goy /login.aspx - Microsoft Internet Explorer

EMPLOYEE

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Sign Qut |

Main Menu

a Pall:l" Personnel Actions
Your information was last updated an A[JI'I' 19, 2003. | Your leave and earnings infarmation was last updated

E m p I Oyee H ealth Yau ray wvigw or change the following payraoll- one ApFl 19, 2003.

persannel ifformation using Employee Express. Gross Pay: £ 2,462.44

Be n efitS” fro m M ai n To view a spmmary of your current information, Net Pay: £ 1,570.31

select ¥iew] Summary Benefits. Annual Balance: 64,15 haours

Sick Balance: 16.00 hours
e n u Direct Deppsit
| ] .

Comp Balance: 0.00 hours

Earnings and Leave

To wview your earnings and leave statemeant, select
Earnings and | eave.

Financial Allotment

Home Address

Savings Bond
State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up
Miscellaneous Related Sites

Make a change to your Employee Express Personal Federal L T c 1
Identification Number {PIN). rederallong lerm Gare Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

L TP T T PR T N ST SR J

@ ' - [

www.employeeexpress.gov 29 Return to Table of Contents




Changing Federal Employee Health
Benefits (FEHB) — 2

x To change your
Information select
“Change” or to stop your
coverage choose “Stop.”

www.employeeexpress.gov

mployee Express - Health Benefits (FEHB) - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | Sign Qut |

Health Benefits (FEHB) Change

You Cannot use Ermplovee Express to: Claim more than 10 family members or add disabled children
over age 22, If you need any of the abave Health Benefits changes, please see your servicing
personnel or payroll office.

To Start ar Change your current enroliment, vou will need the name ar enrollment code far the
plan you want 1o enrall in ar change to.

Toenrall in or change to a family plan, it is required that you have each family member's name and
date of birth, It is also helpful to have their S5M and Zip Code.

If you use Employee Express, do NOT submit paper farms for the same action.

To awoid a gap in your family member's coverage, this change should be coordinated with the
effective date of their new coverage.

This informatian is current as of Pay Period ending April 19, 2003,
Enrollment Plan Name: Blue Cross and Blue Shield Service Benefit
allment Plan Code: 105

igr, Self and Family

Stop FEHB

Employee Express - Changes? NO BIG DEAL!

Return to Table of Contents
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Stopping FEHB - 1

x To continue with this
procedure select
“Yes.”

% |f you would like to
discontinue select
“NO_”

www.employeeexpress.gov

a Employee Express - Health Benefits {FEHB) - Microsoft Internet Explorer

=1ol

Main Menu I Sign Cut |

Health Benefits (FEHB) Change

This action will be effective January 10, 2004,

By stopping vour enrcliment, neither you nar any family member will continue ta be covered by the FEHB
prograrn, nor will army of you be entitled 1o a 31-day extension of coverage for conversion to non-group
coverage or temparary continuation of coverage,

Stopping your enrallment may adversely affect your eligibility for FEHE enrollment after you retire. vou
kqust be currently enrolled and must have been enrolled (or covered as a family mermber) for the five
yexs of service immediately before retirernent, If you delay your re-enrollrment until it is tirme to qualify for
FEHE Sqverage as a refiree, there is always the risk that you will have to retire earlier than expected and

ATTEMTION! In arder to carry Rgderal Emplavee Health Benefits (FEHB) inta retirement vou must (1) have
been enralled in the federal healtWnsurance program for at least the last five years of service prior to
retirement or (2} you have besn enrdlled in FEHE since receiving & permanent appointrent entitling you o
Brwall in FEHB, if enralled less than 3 vexs.

Select Yesifyou are sure that yg _ msbgl vour Health Benefits coverage.

|@ Dare

E
-

l_ ’_ E |4 Internet

Return to Table of Contents
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Stopping FEHB — 2

= S e | e Ct 0 n e Of th e Zj Employee Express - Confirmation - Microsoft Internet Explorer
fO”OWing methods: XA CHANGES? NO BIG DEAL!
mail, fax, or print
confirmation.

FEHB - Pay Period Motification

To Print, select Pri next page.

Mail Confirmation Fax Confirmation Print Confirmation

Employee Express has saved your action. Your Earnings & Leave statement will be your confirmation.
This action will be effective on Wednesday, December 10, 2003 .

Employee Express will send you a confirmation of the FEHB action you just entered. This letter will include
all the information from this action and will be your personal record of your health benefits election, It
can be mailed to the address on file, printed, or faxed to you. You will not be able to use this system to
make a duplicate request, howewver you can call the Emplayee Express Helpdesk at 478-757-3030 for
further assistance,

Employee Express - Changes? NO BIG DEAL!

@ javascript: WinOpen('ContactUs, aspe’, 780, 4200; l_ l_ ré_ |Q Internet A

www.employeeexpress.gov o5 Return to Table of Contents




Stopping FEHB — Mall
.t;;;iz)r:;:nﬁmum.Mim.s.,nIntememplmr — i < If you Chose the mall
option and still would

like to receive a paper
Erpoyee Expres wil mall your confmatin ette toyour dresson e You can expc to recav Copyintherna”,59kﬁﬂ

Do you still wish to have your paper copy mailed?
C > uY 1
YES NO
_I eS [ ]

|
Employee Express - Changes? NO BIG DEAL! EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

I 3 ployee Express - Confirmation - Microsoft Internet Explorer

PRESS Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Manu Sign Out |

FEHB - Pay Period Notification

[&] pore e

Ermployee Express has accepted your request. You can expect to receive it within § to 7 business days.

x This screen will — | “ewireise T e P ot s s B Hepi
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.

www.employeeexpress.gov 26 Return to Table of Contents

Employee Express - Changes? NO BIG DEAL!
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EMPLOYEE

B

A Employee Express - Confirmal

- <} Employee Express - Confirmation - Microsoft Internet Explorer
EMPLOYEE

soft Internet Explorer

CHANGES? NO BIG DeAL!

n
Privacy Palicy | Security | Frequently Asked Questions | Contact Us | Help : ; t O p p I I l g I I I I B — I aX
Main Menu Sign Qut

FEHB - Pay Period Notification

Enter Fax Telephone Number

Please enter your fax number beginning with area code.

x First enter your fax number

Fax Number:

e (see screen A) and select
CHANGES? NO BIG DEAL! i “ACCept e ’

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

FEHB - Pay Period Notification x Then Verify number inpUt
Yo Cat e o Tt vt i reaeet wiin he hour. an d S€ I € Ct “Ye S” If corre Ct
——— (SC reen B) _

YES M

2} Employee Express - Confirmation - Microsoft Internet Explorer

=10/ %
EMPLOYEE CHANGES? NO BIG DEAL!
Employee Express - Changes?|

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | Sign out

x Screen C will

t ] f
Employee Express has accepted your request. Remember to check for your fax within the hour. However,

[ [5 [ mermet
www.employeeexpress.gov

assistance

if you do not receive it, please contact the Employee Express Helpdesk at 478-757-3030 for further I g -

Employee Express - Changes? NO BIG DEAL!

[&] pone

N

57 Return to Table of Contents




Stopping FEHB — Print

3 Employee Express - Confirmation - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

x |f you chose the
print option the
following screen

Print FEHB Verification

will appear.
Print |
Select Main Menu to make ad™ an Sign Out if you are finished.

/ United States Technology Support Center
C " Office of 4685 Log Cabin Drive
Yo * Personnel Management Macon, Georgia 31204 EMPL 0 YEE

PRESS

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | Sign Qut I

x Select “Print.”

* The effective date of coverage could change if you are in a non-pay status and this is your initial enrollment.

Employee Express - Changes? MO BIG DEAL!

|4

-

|@ Daone ’_ ’_ E |Q Internet

Return to Table of Contents
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Changing FEHB

x Enter the first three letters iz

of the name of your
service provider or your
enrollment code, then

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

Health Benefits (FEHB) Search

To choose a Health Care Praovider, type the Enrollment Code or the first 3 letters of the Health Care Provider's

click “Accept.”

x The type of service you're
enrolled in will determine
what screens will show
next. Read each screen
carefully and make the
appropriate changes.

www.employeeexpress.gov

Mame in the text box below and select the option of the desired search type.

It is your responsibility to assure that the plan selected is available in your geographic location. Plan brochures
should be read carefully before selecting a plan.

Search Text: |

{* First 3 letters of Health Care Provider's Mame

{~ Enrollment Code

Select either self only, s self and family coverage by selecting the appropriate option below,
™ Self Only
(™ Self and Family

After entering the Enrollment Code or first 3 letters of the Health Care Provider's Marme and selecting yvour
Coverage Type click the 'accept/Submit’ Bytton to perform the search.

Accept/Submit I Cancel I

Return to Table of Contents
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Federal Tax -1

osoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

111 . Sign Out |
x SeleCt Federal Main Menu

Payroll - Personnel Actions Earnings and Leave

I aX” fro m M al n Your information was last updated on April 19, 2003, | Your leave and earnings information was last updated
on: April 19, 2003.
You may view or change the following payrall-
Menu.

persannel information using Employee Express. Gross Pay: § 2,462 .44

To view a summary of your current information, Net Pay: § 1,570.31

select ¥iew Summary Benefits. Annual Balance: 54,15 haours
Sick Balance: 156.00 hours

Direct Deposit

Comp Balance: 0.00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Financial Allotment
Home Address
Savings Bond
State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal
Identification Number {PIN}.

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartGhoice

ESAFeds - The Federal Government's
Elexible Spending Account Prograrm

Retirement Estimator

L T T JU A TR N - Y S S J Y

€ [

www.employeeexpress.gov 30 Return to Table of Contents




Federal Tax — 2

x To make changes to
marital status, number of
exemptions, and/or
additional deductions,
enter the correct
Information in the
appropriate fields then

3 Employee Express - Federal Tax Module - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

Main Menu I Sign Qut I

Federal Tax Change

= You may use Employee Express 1o change your Marital Status, vour number of exemptions, the
amount of an additional deduction, file your initial W-4 form, and file exermpt from withhalding, To
file advanced earmed income credit, please see your servicing personnel or payroll office.

= You cannot claim exermption from withholding if: (3) your income exceeds $750 and includes more
than $250 of unearned incorme {e.g. interest and dividends) AND (b)Y another person can claim you
as a dependent on their tax retum,

This information is current as of Pay Period ending April 19, 2003.

This action will be effective December 13, 2003; however, due to agency processing, it may be effective the next pay

select “Save.”

x To change your status to
Exempt, choose “file
exempt.”

www.employeeexpress.gov

period.
W-4 Items Current
IIIIIIIIIIIIIIII Married i~ Single or Married but wit |ding at a higher single rate
Number of Exemptions: 1
Additiona ction Amount: $ 0

SANE I CANCEL

FILE EXEMPT |

Employee Express - Changes? NO BIG DEAL!

Return to Table of Contents
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Federal Tax — Save Changes

§Emp|nyee Express - Federal Tax Module ernet Explorer

EMPLOYEE

R P

Ps]
LIAMNITO T N DIy L

x Verify changes by

Al Nl PeEol |

e e e selectin g “Yes” or “No.”

Federal Tax Confi

This action will be effective December 13, 2003; however, dus to
period,

W-4 Items Current
Marital Status: Marrizd
Number of Exemptions: 1

Additional Deduction Amount: $ o

Under penalties of perjury, T certify that I am entitled o the)

* The value of this item

To confirm,

Employee Express - Changes?

www.employeeexpress.gov

rmation

Married
[ &)

*t5

as changed.
orrect?

Is this information d

gcel, press NO.

NO BIG DEAL!

nurmber of withholding allowances claimed.

ency processing, it may be effactive the next pay x I.I: yo u Se I eCted uYeS ’ 1 an

e-mail notification request
will appear.

/3 Employee Express - Confirmation - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu Sign Qut

Federal Tax - Pay Period MNotification

Emnployee Express has saved your action, ¥our Earnings and Leave statement will be your confirmation,
This action will be effective ; however, due to agency processing, it may be effective the next pay
period,

If you wish to receive an email confirmation of your change, enter your email address and select the
Submit and Return to Main button, Your email confirmation request will be processed the next business
day after Employee Express has transmitted your change to your agency.

Email Address:l

Submit and Return to Main

MO THAMKS! I AM MOT INTERESTED IM A CONFIRMATION EMAIL I

Employee Express - Changes? NO BIG DEAL!

Return to Table of Contents
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Federal Tax — File Exempt

ZA Employee Express - Federal Tax Module - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeEAL!

Privacy Palicy | Security | Frequently Asked Questions | Cantact Us | Hely

x Screen A goes through two ==
statements that If true, you can |
flle exempt If you WlSh to L Lty e rfn f i o e s il e a0

AND

2. This year I expect a refund of ALL Federal income tax withheld because 1 expect to have NO tax

continue select “Yes.”

If your last name differs fram that on your Social Security card, you must call 1-800-772-1213 for a new
card,
Do you wish to file exempt from withholding?

Employee Express - Federal Tax Module - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG D€AL!

x Screen B verifies your exempt T
Status’ SeleCt uYeSn If you WISh tO Federal Tax Confirmation
proceed . T i st 1203 e 2 57y, T

You are claiming exempt from withholding.

If your last name differs from that on your social security card, you must call 1-800-772-1213 for a new card.

rosoft Internet Explorer this information correct?
ress YES. To cancel, press NO.
CHANGES? NO BIG DEAL! il P

B employee Expres:

EMPLOYEE

PRESS Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x |If you selected “Yes,” e —

Federal Tax - Pay Period Notification

Employee Express has saved your action. Your Earmings and Leave statement will be your confirmation
This action will be effective ; however, due to agency processing, it may be effective the rext pay

. " g .
an e-mail notification |-
If you wish to receive an email confirmation of your change, enter your email address and select the

Submit and Return to Main button, Your email confirmation request will be processed the next business
day after Employee Express has transmitted your change to your agency

request will appear

Subrnit and Return to Main

(Screen ( :) s s o o s oo |
L ]

Employee Express - thanges? NO B

33
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x Select “FEHB

FEHB Premium Conversion Change — 1

osoft Internet Explorer

EMPLOYEE

Premium
Conversion” from
Main Menu.

www.employeeexpress.gov

Payroll - Personnel Actions

Your jnformation was last updated on April 19, 2003.

Home Address
Savings Bond
State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Make a change to your Employee Express Personal

Identification Number {PIN]}.

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

Main Menu

Earnings and Leave

Your leave and earnings
on: April 19, 2003.

information was last updated

Gross Pay: § 2,462.44

Net Pay: £ 1,570.31
Annual Balance: 64,15 hours
Sick Balance: 16.00 hours

Comp Balance: 0.00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Miscellaneous Related Sites

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartGhoice

ESAFeds - The Federal Government's
Elexible Spending Account Prograrm

Retirement Estimator

L T T JU A TR N - Y S S J Y

€
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FEHB Premium Conversion Change — 2

73 Employee Express - Template - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeEAL!

x Select either
“Walive Pre-Tax” or
Participate Iin

Pre-Tax.” [

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

Employee Express - Changes? NO BIG DEAL!

14

@ Dane ’_ ’_ ré_ |4 Tnternet A
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Waive — FEHB

Premium Conversion

If you wish to
waive, select
“YeS_”

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

www.employeeexpress.gov

Employee Express - Template - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG D€AL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu I Sign Qut |

FEHB Premium Conversion Confirmation
Thig infarmation is current as of Pay Period ending April 19, 2003,

This action will be effective January 11, 2004 .
You have decided to waive pre-tax status for your FEHB premium deduction, and to have your FEHB premiums deducted on an
after-tax basis. This election will become effective on the first day of the first full pay period in the following calendar year. Cnce

this action becomes effective, you will not be able to make a premium comversion change until the next open season, unless you
hawve a qualifying life ewent, If you have a qualifying life event, vou must complete a paper form.

Do you still wish to waive the pre-tax deduction of your FEHB

p rem I um? A Employee Express - Confirm. Microsoft Internet Explorer
EMPLOYEE
. w | _Sian out

YESl MO | PRESS
FEHB Premium Conversion - Pay Period Notification

| | This action will be effective

CHANGES? NO BIG DeAL!

curity | Frequently Asked Que:

| Contact Us | Help

If you wish to receive an email confirmation of your change, enter your email address and select the
Subrmit and Return to Main button, Your email confirmation request will be processed the next business
Employee Express - Changes? N day after Employee Express has transmitted your change to your agency.

Email Address: [
B Submit and Return ta Main

HO THANKS | I AM HOT INTERESTED IN A CONFIRMATION EMAIL

es2 NO BIG DEAL!

6 Return to Table of Contents



Participate — FEHB
Premium Conversion

If you wish to
participate,
select “Yes.”

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

www.employeeexpress.gov

a Employee Express - Template - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | Sign Cut |

FEHB Premium Conversion Confirmation
This information is current as of Pay Period ending April 19, 2003,

This will be effective January 11, 2004 .

You have decided to have your FEHB premiurms deducted on a pre-tax basis. Once this action becomes effective, you will not be
able to change it until the next open season, AMND you will not be able to make changes to your Health Benefits outside of open
sea50M, unless you have a qualifying life event. If you have & qualifying life event, you rust complete a paper form. This election
will become effective on the first day of the first full pay period in the following calendar vear.

Do you still wish to have your Health Benefits premium

deducted on a pre-tax bas| Yy —
A A Employee Express - Confirmation - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

FEHB Premium Conversion - Pay Period Notification

This action will be effective

If you wish to receive an email confimation of your change, enter your email address and select the
Submit and Return to Main button. Your email confirmation request will be processed the next business
day after Employee Express has transmitted your change to your agency.

Email Address: [
B Submit and Return ta Main

HO THANKS | I AM HOT INTERESTED IN A CONFIRMATION EMAIL

Employee Express - Changes? NO BIC

Employee Express - Changes? NO BIG DEAL!

Return to Table of Contents
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Change Financial Allotment —

osoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

11 = - . Sign Out |
x SeleCt FlnanCIal Main Menu

Payroll - Personnel Actions Earnings and Leave

AI I Otm e n't” fro m Your information was last updated on April 19, 2003, | Your leave and earnings information was last updated
on: April 19, 2003.

You may view or change the following payrall-

M ai n M e n persannel information using Employee Express. Gross Pay: § 2,462.44
u ] MNet Pay: ¢ 1,570.31

Vo view a summary of your current information,
Rlect Yiew Summary Benefits. Annual Balance: 64,15 hours

Sick Balance: 16.00 hours

Comp Balance: 0.00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Savings Bond
State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal
Identification Number {PIN}.

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartGhoice

ESAFeds - The Federal Government's
Elexible Spending Account Prograrm

Retirement Estimator

L T T JU A TR N - Y S S J Y

€ [

www.employeeexpress.gov 38 Return to Table of Contents




Change Financial Allotment —

x E e I e Ct 14 < : h a n g e 7 a Employee Express - Financial Allotment - Microsoft Internet Explorer
[}

EMPLOYEE CHANGES? NO BIG DeEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help]

Main Menu Sign Sut |

Financial Allotment List

Financial Allotments are voluntary deductions to Financial Institutions with direct deposit, This does
not include such items as charity, savings bonds, thrift savings, garnishrments, union or other
organizational dues, For these changes, see your servicing personnel or payroll office.

You may START a new allotrment, CHANGE an existing allotrent amaount, or STOP an existing
allotrment.

To START or CHANGE, you need yvour Financial Instifution's Routing Mumber, Account Number, and
Account Type (Checking or Savings),

If you change your Financial Institution's Routing Murnber you may also need to change your
Account Nurnber and Account Type, You can obtain this information from vour Financial Institution,

£300

$800

Employee Express - Changes? NO BIG DEAL!

www.employeeexpress.gov 39 Return to Table of Contents




Change Financial Allotment —

3} Employee Express - Financial Allotment - Microsoft Internet Explorer

EMPLOYEE

CHANGES? NO BIG DeAL!
. Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help
% [nput changes into s e | _san |
. Financial Allotment Change
the appropriate

fields under the —— ——
This infarmation is current as of Pay Period ending April 19, 2003,
11 N eW” CO I u m n . ggg?uzftion will be effective December 13, 2003; however, due to agency processing,

You may have up to 2 Financial Allotments. You currently have 2 Financial allotment(s).

w Enter the information you wish o change below,

it may be effective the next pay

Your agency only allows a maximum of 2 fi
Allotment Items Current

Bank Ruuting Code: RO1130235 RO11302335

11 17
x Se | eCt Save \ Account Number: 00000000000000000 |ooooooooooooonnno
L]

Account Type: Checking " Savings (¢ Checking

$300 300 (Max 99999)

QD) omen |

Employee Express - Changes? NO BIG DEAL!
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Change Financial Allotment —

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

x |f you selected
“Yes,” an emall
notification
request will appear
(screen B).

www.employeeexpress.gov

=} Employee Express - Financial Allotmen! rosoft Internek Ex|

period,

A

EMPLOYEE

Privacy Policy | Security |

CHANGES? NO BIG DeAL!

Frequenty Asked Questions | Contact Us | Help

Financial Allotment Confirmation

This action will be effective December 13, 2003; however, due to agency processing, it may be effective the next pay

Your agency only allows a maximum of 2 financial allotments.

Allotment Items

Bank Routing Code: RO1130235

Account Number:
Account Type:
Amount:

Current

New

* 256074974

PO BOX 3002

ATTM: DASS

MERRIFIELD WA

Qooooooooooo00o00 * 02458
Sawings Savings

4800 * 4700

* The value of this item has chang

Is this information correct? To confirm, press YES.

ves| nol

EMPLOYEE

Financial Allotment - Pay Period Notification

Employee Express has saved your action, Your Eamings and Leave statement will be your confirmation.
This action will be effective ; however, due ta agency processing, it may be effective the next pay
period.

|@ Done

If you wish to receive an email confirmation of your change, enter your email address and select the
Submit and Return to Main button. Your email confirmation request will be processed the next business

41

day after Employee Express has transmitted your change to your agency.

Email Address: [

NO THANKS! 1 AM NOT INTERESTED IN A CONFIRMATION EMAILL

[Eoone [

B8 Internet

Return to Table of Contents




Stop Financial Allotment —

osoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

11 = - . Sign Out |
x SeleCt FlnanCIal Main Menu

Payroll - Personnel Actions Earnings and Leave

AI I Otm e n't” fro m Your information was last updated on April 19, 2003, | Your leave and earnings information was last updated
on: April 19, 2003.

You may view or change the following payrall-

M ai n M e n persannel information using Employee Express. Gross Pay: § 2,462.44
u ] MNet Pay: ¢ 1,570.31

Vo view a summary of your current information,
Rlect Yiew Summary Benefits. Annual Balance: 64,15 hours

Sick Balance: 16.00 hours

Comp Balance: 0.00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Savings Bond
State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal
Identification Number {PIN}.

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartGhoice

ESAFeds - The Federal Government's
Elexible Spending Account Prograrm

Retirement Estimator

L T T JU A TR N - Y S S J Y

€ [
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Stop Financial Allotment —

x Select “Stop.”

www.employeeexpress.gov

a Employee Express - Financial Allotment - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeEAL!

43

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help]

Main Menu Sign Sut |

Financial Allotment List

Financial Allotments are voluntary deductions to Financial Institutions with direct deposit, This does
not include such items as charity, savings bonds, thrift savings, garnishrments, union or other
organizational dues, For these changes, see your servicing personnel or payroll office.

You may START a new allotrment, CHANGE an existing allotrent amaount, or STOP an existing
allotrment.

To START or CHANGE, you need yvour Financial Instifution's Routing Mumber, Account Number, and
Account Type (Checking or Savings),

If you change your Financial Institution's Routing Murnber you may also need to change your
Account Nurnber and Account Type, You can obtain this information from vour Financial Institution,

£300

Bank Routing Gode:RO1130238  Account Number: 00000000000000000
Account Type: Savings $800

Employee Express - Changes? NO BIG DEAL!

Return to Table of Contents




Stop Financial Allotment —

‘mployee Express - Financial Allotmen rosoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

x C O nfl rl I l Sto p by Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help
= 11 b} ) . . . .
Se eCtI n g eS Financial Allotment Stop Confirmation
(S C re e n A) This action will be effective December 13, 2003; however, due to agency processing, it may be effective the next pay
L]

period.

Your agency only allows a maximum of 2 financial allotments,
Bank Routing Code: R01130235

Account Number: 00000000000000000

x Account Type: Savings
| you selecte Amount: go00
(14 b} A - . [
eS an el I I al Are you sure that you want to Stop this Financial Allotment to this institution?
y

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | sign out

A es| o

| | Financial Allotment - Pay Period Notification

t . f. t .
= Employse Express has saved your action, Your Earnings and Leave statement will be your confirmation,
re q u e St WI ap p e ar Employee Express - Changes? NO BI ;::D:E(\Dn will be effective ; however, due to agency processing, it may be effective the next pay

If yau wish 1o receive an email canfirmation of your change, enter your emal address and select the
Submit and Return to Main button, Your email confirmation request will be processed the nekt business
|@ day after Employee Express has transmitted your change to your agency

(screen B).

Submit and Return to Main

NO THANKS! 1 AM MOT INTERESTED IN A CONFIRMATION EMAIL

Employee Express - Changes? NO BIG DEALL

[EJoone RE ]
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Change Home Address —

ww.employeeexpress.gov/login. icrosoft Internet Explorer

EMPLOYEE

CHANGES? NO BIG DeAL!

PRESS Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x Select “Home Address” T

ngs and Leave

A Payroll - Personnel Actions Ea
ro I I I al I l e I I u " vour information was last updated on April 19, 2003. | Your leave and earnings information was last updated

on: April 19, 2003,

You may view or change the following payroll-
personnel information using Employee Express. Gross Pay: § 2,462, 44
, .
To view a summary of your current information, Net Pay: £ 1,570.31
select Yiew Summary Benefits. Annual Balance: 64.15 hours
Sick Balance: 16.00 hours

Comp Balance: 0.00 hours

Federal Tax To view your earnings and leave statement, select

m Conversion Earnings and Leave.
Financial allotment

Home Address
Savings Bond
State Tax

Thrift Savings Plan
Thrift S8avings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal
Identification Number (PIN).

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

& [
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Change H

ome Address — 2

3 Employee Express - Home Address - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Sign Cut I

Main Menu |

% |nput changes into
the appropriate
fields.

x Select “Save.’

Home Address Change

= You may change any part\ef your address,
» Changing your home addreds will not change your address for savings bonds,
» Changing your zip code will uidate the city, state and country,

This information is current as of Pay Period ending Rpril 19, 2003,

This action will be effective December 13, 2003; hoyever, due to agency processing, it may be effective the next pay
period,

Home Address Items Current

Street 1: 1234 CONNECTICUT BLWD CONNECTICUT BLWD
Street 2:

City: SILVER SPRING

State: [l

ZIP: 20901-1414 [RHKRK-KREK])
County: MONTEOMERY

www.employeeexpress.gov

Employee Express - Changes? NO BIG DEAL!

Return to Table of Contents
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Change Home Address — 3

Employee Express - Home Address - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Home Address Confirmation

This information is current as of Pay Period ending April 19, 2003,

.
x ‘ O n fl rl I I C h a n g e S by This action will be effective December 13, 2003; however, dus to agency processing, it may be effective the next pay

period,
= (11 1

Home Address Items Current New

S e I e Ctl n g Ye S L] Street 1: 1234 COMMECTICUT BLWD * 1700 Woodbury Rd
Street 2:
City: SILVER SPRING * ORLANDO
State: MD *FL
ZIP: 20901-1414 * 32828
County: MONTGOMERY * ORANGE

x |f you selected “Yes,”
y :
- . n - # The wvalue of fhis item has changed,
an emal I notlflcatlon To confirm, press YES. To cancel, press NO.

| Employee Express - Confirmation - Microsoft Internet Explorer
EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | sign out

request will appear

Home Address - Pay Period Notification

Employee Express has saved your action. Your Earnings and Leave statement will be your confirmation.
0 This action will be effective ; however, due to agency processing, it may be effective the next pay

period.

Employee Express - Changes? NJ|

If you wish to receive an email confirmation of your change, enter your email address and select the
Submit and Return to Main button, Vour emai confirmation request will be processed the next business
day after Employes Exprass has transmitted your change to your agency

Emall address: [

Submit and Return ta Main B

U 30 0 17 RS i @ D  RE) |

Employee Express - Changes? NO BIG DEAL!
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Change Savings Bonds —

icrosoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

PRESS Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x Select “Savings Bonds”

Payroll - Personnel Actions Ea

Sign Out

ngs and Leave

- Your information was last updated on April 19, 2003. | Your leave and earnings information was last updated
rom Main Menu
L ]

You may view or change the following payrall-

personnel information using Employee Express. Gross Pay: § 2,462,44

To view a surmmary of your current information, Net Pay: £ 1,570.31
select ¥iew Summary Benefits. Annual Balance: 64,15 hours

sick Balance: 16.00 hours
Direct Depaosit

Federal Employee Health Benefits
Federal Tax

Gomp Balance: 0,00 hours

To view your earnings and leave statement, select

FEHB Premium Conversion Earnings and Leave.

Financial allotment

Savings Bond

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal Eed n T c 1
Identification Number (PIN). ecera long lerm Lare Insurance

FEHB Plan Comparison Website -
PlanSmartGhoice

FSAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

e ST TV RIS PRP—

@ - |
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Change Savings Bonds — 2

2} Employee Express - Savings Bond -

0soft Internet Explarer

EMPLOYEE

CHANGES? NO BIG DeEAL!

FPRESS Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x To change any T
Information to your
savings bonds, select
“Change.”

This action will allow you o start, change or stop your Savings Bonds. You should not use both &
paper form and Employes Express to make Savings Bond changes.

“You may purchase hoth Series EE and Series I bonds, Series EE bonds are available in the
following denominations: $100, $200, $500 and $1,000, Series I bonds are available in the
following denominations: $50, $75, $100, $200, $500 and $1,000.

To Start or Change a bond, you need the following information: The Bond owner's narme and Social
Security Number, the mailing address for the bond and the name of the Co-owner or Beneficiary, if
ay.

There is a limit of one Owner and one Co-owner or Beneficiary per bond,

Series EE Bonds are Treasury securities that earn interest at market based rates for up tb 30
years, The purchase price of a bond is S0 percent of its face amount, For example, $100 bond
costs $50. Interest is added to the value each month and paid when the bond is redeemed. The
interest you earn on your Series EE bond is exempt from state and local taxes, Federal Tax can be
Neferred until you redeem the bonds or when they stop earning interest after 30 years.

dies 1 Bonds are Treasury securities that earn interest over and above thelr face value, The

ase price of a Series 1 Bond is its face value,

Bond 1
Bond Type: Series EE
Denomination: $100
Deduction Amo $10.00
Owner's Name: JOHN 5 DOE
Owner's SSN: 999999991

Owner's Address: 1234 CONMECTICUT BLVD

WER SPRING , MD 209011414
Co-owner/Beneficig

Select  Stop Al | to stop all Savings Bonds.,

www.employeeexpress.gov 49 Return to Table of Contents




Change Savings Bonds — 3

Employee Express - Sa osoft Internet Explorer

EMPLOYEE CHANGES? NO BIG D€AL!

x Make the approp riate T
changes in the fields
provided on the right-
h a n d C O I u m n e n t i tI e d gg?ufm will be effective December 13, 2003; however, due to agency processing,

You may have up 1o 10 Savings Bonds, You currently have 1 Savings Bond(s)

s Bond Change

= Enter the information you wish to change below®

This information is current as of Pay Period ending April 19, 2003,

& the next pay

Savings Bond Items Current
1 N ew ” A — S
L]
. $10,00 .75)
Deduction Amount:
JOHM 5 DOE (First Name, Middle Initial, Last Name)
Owner's Name:
JroHn s poe
Owner's S8M: 939393931 999999991 (Mo Dashes allowed)
Registration: Bensficiary & Beneficiary ¢~ Co-Owner ¢ Single Gwnership
. . .

x W h e n fl n I S ; h e d Wlth Co-owner/Beneficiary J5HN S DOE, IR (First Narne, Middle Initisl, Last Harme)
Registration Name: IJOHN 5 DOE, IR
Owner's Address 1234 CONNECTICUT BLYD (Enter only numbers and alpha characters.)

|1234 CONNECTICUT BLVD

changes, select

Owner's Address
Street 2:

Save” at the bottom — | e e
of the page.

(Optional - Enter only nurbers and alpha characters,)

(HHHRE-HIRH)
P Code:

Employee Express - Changes? NO EIG DEAL!
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Change Savings Bonds — 4

x The changes made
will be displayed
(screen A), to agree
with these changes,
select “Yes.”

x To make additional
changes, Select “No”
and repeat the
previous step.

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

www.employeeexpress.gov

Employee Express - Savings Bond - Microsoft Internet Explorer

EMPLOYEE

CHANGES? NO BIG DeAL!

PRESS

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Savings Bond Change Confirmation

This action will be effective December 13, 2003; however, due to agency processing, it may be effective the next pay

period.
You may have up to 10 Savings Bonds, You currently have 1 Savings Bond(s),
Savings Bond Items Gurrent New
Bond Type: Serias EE - $100 * Sarias EE - $200
q ) $10.00
Deduction Amount: im0
. ) JOHN $ DOE
Owner's Name: Y
owner's S5N: 999999991 999999991

Registration: Beneficiary Beneficiary

Go-owner/Beneficiary JOHN S DOE, JR

Registration Name: * JOHN 5 DOE IR

Owner's Address 1234 CONNECTICUT BLVD

Street 1: 1234 CONMECTICUT BLWD

Owner's Address

Street 2:

City: SILVER SPRING SILVER SPRING

State: MO MD

EMPLOYEE

Owner's Address CHANGES? NO BIG DEAL!

ZIP Gode:

20901-1414 20901

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Msin Merw | Sign out

Savings Bond - Pay Period Notification
Employee Express has saved your action. Your Eamings and Leave statement will be your confirmation.
This action will be effective ; however, due te agency processing, it may be effective the next pay
perind,

# The value of this item has cha

Is this information correct? To confirm, press YE

If you wish to receive an email confirmation of your change, enter your email address and select the
Submit and Return to Main butten. Your email canfirmation request will be processed the next business
day after Employee Express has transmitted your change to your agency.

A

Email Address: [

Submit and Return to Main

HO THANKS! 1 AM NOT INTERESTED IN A COMFIRMATION EMAIL

Employee Express - Changes? NO BIG |

Employee Express - Changes? NO BIG DEALY

Return to Table of Contents
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Stop Savings Bonds —

ww.employeeexpress.gor osoft Internet Explorer

EMPLOYEE

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x Select “Savings Bonds” vy

fro m M ai n M e n u Payroll - Personnel Actions Earnings and Leave
L ]

Your information was last updated on April 19, 2003. | Your leave and earnings information was last updated
on: April 19, 2003.

Main Menu

You may view or change the following payrall-

personnel information using Employee Express. Gross Pay: § 2,462,44

To view a surmmary of your current information, Net Pay: £ 1,570.31
select ¥iew Summary Benefits. Annual Balance: 64,15 hours

sick Balance: 16.00 hours
Direct Depaosit

Federal Employee Health Benefits
Federal Tax

Gomp Balance: 0,00 hours

To view your earnings and leave statement, select

FEHB Premium Conversion Earnings and Leave.

Financial allotment

Savings Bond

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal Eed n T c 1
Identification Number (PIN). ecera long lerm Lare Insurance

FEHB Plan Comparison Website -
PlanSmartGhoice

FSAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

@ B ' {
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Stop Savings Bonds — 2

x To stop your savings
bonds, select “Stop”

2} Employee Express - Savings Bond -osoft Internet Explorer

EMPLOYEE

CHANGES? NO BIG DeEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu Sign Qut

Savings Bond List

= This action will allow you to start, change or stop your Savings Bonds, You should not use bath a
paper form and Employes Express to make Savings Bond changes.

= You may purchase both Series EE and Series I bonds. Series EE bonds are available in the
following denominations: $100, $200, $500 and £1,000. Series 1 bonds are available in the
following denominations: $50, $75, $100, $200, $500 and $1,000.

under the desired
savings bond.

x To stop all savings
bonds, select “Stop
All.”

ay.
= There is a limit of one Owner and one Co-awner or
= Series EE Bonds are Treasury securities that earn i
years, The purchase price of a bond is S0 percent of
costs $50. Interest is added to the value each month
interest you earn on your Series EE bond is exempt
deferred until vou redeern the bonds or when they
= Series [ Bonds are Treasury securities that earn intg
purchase price of a Series 1 Bond is its face value.

This information is current as of Pay Period ending April 19, 2003,

This action will be effective December 13, 2003; however, due to
period.

You may have up to 10 Savings Bonds. You currently have 1 Saving:

Select St | to begin a n

Bond 1
Bond Type: Series|
Denomination: $100
Deduction Amount: $10.0
Owner's Name: JOHN
Owner's SSN: 99999
Owner's Address: 1234

To Startor Change 2 bond, you need the fallawing information: The Bond owner's name and Sacial
Security Number, the mailing address for the bond dnd the name of the Co-owner or Beneficiary, if

Eeneficiary per bond,

terest at market based rates for up to 30

its face armount, For example, 100 bond
and paid when the bond is redeemed. The
from state and local taxes. Federal Tax can be
top earning interest after 30 vears,

est over and above their face value. The

agency processing, it may be effective the next pay

Band(s).
bw savings bond.

DOE
ool
ONMECTICUT BLVD

SILWER SPRING , MD 209011414

Co-owner/Beneficiary Name: 10 IR
Chang Stop

ct _Stop Al | to Btop all Savings Bonds.

Return to Table of Contents
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www.employeeexpress.gov
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Stop Savings Bonds — 3

Employee Express - Savings Bond osoft Internet Explorer

EMPLOYEE

x To agree with the
stop of savings

bonds, select “Yes.”

an email notification
request will appear
(screen B).

www.employeeexpress.gov

If you selected “Yes,”

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help|

Main Manu Sign Out |

Savings Bond Stop ALL Confirmation

» Any outstanding balance will be refunded.

This action will be effective December 13, 2003; however, due to agency processing, it may be effective the next pay

period.
*ou may have up to 10 Savings Bonds. You currently have 1 Savings Bondis).
Bond 1
Bond Type: Series EE
Denomination: $100
Deduction Amount: $10.00
Owner's Name: JOHM S DOE

owner's S8N: 999999997
Owner's Address: 1234 COMNECTICUT BLYD

SILVER SPRING , WD 209011414
Co-owner/Beneficiary Name:JOHN S DOE, IR

Are you sure that you want to stop ALL savings bond?

BEmployee Express - Confirmation - Microsaft Internet Enplorer

EMPLOYEE

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Hely

Main Manu | Sign out

Savings Bond - Pay Period Notification
Employee Express has saved your action. Your Eamings and Leave statement will be your confirmation
This action wil be effective ; however, due to agency processing, it may be effective the next pay
period.

Employee Express - Changes? NO BIG DEAL

If you wish to receive an email confirmation of your change, enter yaur email address and select the
Submit and Return to Main button. Your email confirmation request will be processed the next business
day after Employee Express has transmitted your changs to your agency

Email Address: |

Submit and Return to Main

B Wi 0 1) 0 D 51 L R R |

Employee Express - Changes? NO BIG DEALL

Return to Table of Contents
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Start Savings Bonds —

icrosoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x Select “Savings Bonds”
Payroll - Personnel Actions Earnings and Leave

.
fro m M al n M e n l I vour information was last updated on April 19, 2003. | Your leave and earnings information was last updated
L ]

on: April 19, 2003,

You may view or change the following payroll-

personnel information using Employee Express. Gross Pay: § 2,462, 44
, .

To view a summary of your current information, Net Pay: £ 1,570.31
select Yiew Summary Benefits. Annual Balance: 64.15 hours

Sick Balance: 16.00 hours
Direct Deposit

Federal Employee Health Benefits
Federal Tax

Comp Balance: 0.00 hours

To view your earnings and leave statement, select

FEHB Premium Gonversion Earnings and Leave.

inancial sllotment

Savings Bond

Thrift Savings Plan
Thrift S8avings Plan Catch-Up

Miscellaneous Related Sites

Make a change to your Employee Express Personal Federal L T c I
Identification Number {PIN). ederallong fenm Lare Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

@& i} I

www.employeeexpress.gov 55 Return to Table of Contents




Start Savings Bonds — 2

x To start your savings
bonds, select “Start.”

www.employeeexpress.gov

Employee Expres:

EMPLOYEE

rasoft Internet Explorer

CHANGES? NO BIG DeEAL!

PRESS

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu Sign Qut

56

Savings Bond List

This action will allowlyou o start, change or stop your Savings Bonds. You should not use both &
paper form and Emplpyes Express to make Savings Bond changes.

“fou may purchase both Series EE and Series I bonds, Series EE bonds are available in the
following denominatichs: $100, $200, $500 and $1,000. Series 1 bonds are available in the
following denominatiohs: $50, $75, $100, $200, $500 and $1,000.

To Start or Change a pond, you need the following information: The Bond owner's narme and Social
Security Number, the failing address for the bond and the name of the Co-owner or Beneficiary, if
ay.
There is a limit of one Pwner and one Co-owner or Beneficiary per bond,

Series EE Bonds are Trgasury securities that earn interest at market based rates for up to 30
years, The purchase prie of a bond is S0 percent of its face amount, For example, $100 bond
costs $50. Interest is acted to the value each month and paid when the bond is redeemed. The
interest you earn on youb Series EE bond is exempt from state and local taxes, Federal Tax can be
deferred until vou redeefn the bonds or when they stop earning interest after 30 yvears,

Series [ Bonds are Treagury securities that earn interest aver and above their face value, The
purchase price of a Serigs 1 Bond is its face value.

This action will be effect)

period.
Yaou may have up to 10 Savind trrently have 1 Savings Bondis).

Select Bt | to begin a new savings bond.

Bond 1
Bond Type: Series EE
Denomination: $100
Deduction Amount: $10.00
Owner's Name: JOHN 5 DOE
Owner's SSN: 999999991
Owner's Address: 1234 CONMECTICUT BLVD

SILWER SPRING , MD 209011414
ary Name:JOHM S DOE, JR

Change ﬂl

Select  Stop Al | to stop all Savings Bonds.,

Return to Table of Contents

Co-owner/Benefi




Start Savings Bonds — 3

4} Employee Express - Savings Bond - Microsoft Internet Explorer

% Fill in the appropriate EMFLOYEE HNGES? NO 06 De

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help)

iInformation in the | ] omos

Savings Bond Start

S p aC e S p rOVi d e d i n = Enter the information below 1o start 3 savings bond,

th e ‘ :O I u I ' l n e n t I tI e d * Onice you save this action, you will not be allowed to stop or change it gintil after December 13, 2003,
You may have up to 10 Savings Bonds. You currently have 1 Savirgasiemmsms
Savings Bond Items
eW Bond Type: Series EE » £ 1z~ $s00 ¢~ $1.000
L]

(Min 3.75 - Cents must be .00, .25, .50, .75)

Deduction Amount: I

(First Marne, Middle Initial, Last Marme]

Owner's Name:

Owner's S5MN; I (Mo Dashes Allowed)

" Beneficiary (" Co-Owner { Single Ownership

x Once completed select

Registration Name: |

“S a_Ve ” owner's Address [Enter only numbers and alpha characters,)
- Street 1: |1234 COMMECTICUT BLVD

owner's Address (Cptional - Enter only numbers and alpha characters.)
Street 2: |
City: SILVER SPRING

State: Mo

20901-1414 (HRHHHE-HERR)

Employee Express - Changes? NO BIG DEAL!
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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).

www.employeeexpress.gov

crosoft Internet Explorer

Employee Express - 5a

EMPLOYEE

Savings Bond Items

Bond Type: * Series EE - $100

Deduction Amount:

Owner's Name:
* Jane Doe

Owner's SSN: # 1233241325
Registration: * gingle Ownaership

Co-owner/Beneficiary
Registration Name:

Owner's Address

Is this information correct? To confirm, press

A

58

#* The walue of this item has c

Employee Express - Changes? NO B]|

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Savings Bond Start Confirmation

* Once you save this action, you will not be allowed to stop or change it until after December 13, 2003,

You may have up to 10 Savings Bonds, You currently have 1 Savings Bond(s).
New

EMPLOYEE

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help|

Main Manw | sign out

Street 1: * 1234 CONMECTICUT BLWD
Owner's Address

Street 2:

City: * SILVER SPRING

State: * MD

Owner's Address 20501-1414

ZIP Code:

Savings Bond - Pay Period Notification
Employee Express has saved your action. Your Eamings and Leave statement will be your confirmation
This actian wil be effective ; however, due to agency processing, it may be effective the next pay
period

If you wish to receive an email confirmation of your change, enter your email address and select the

Submit and Return ta Main buttan. Your email confirmation request will be processed the next business
day after Employee Express has transmitted your change to your agency.

B

Email Address: [

Submit and Return to Main

O THANKS | 1 AM NOT INTERESTED IN A GOMFIRMATION EMAIL

Employee Express - thanges? NO BIG DEAL

Return to Table of Contents




Change State Tax — 1

x Select “State Tax” from

Main Menu.

www.employeeexpress.gov

ternet Explorer

EMPLOYEE

yroll - Personnel Actions

Your information was last updated on April 19, 2003.

You may view or change the following payroll-
persannel infarmation using Employee Express,

To view a summary of your current information,
select Yiew Summary Benefits.

Direct Deposit

Federal Employee Health Benefits
Federal Tax

FEHB Premium Conversion
Financial allotment

Home Address

State Tax
lan
Thrift Savings Plan Catch-Up

Miscellaneous

Make a change to your Employee Express Personal
Identification Number {PIN}.

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

gn Dut |

Main Menu

Earnings and Leave

Your leave and earnings information was last updated
on: April 19, 2003.

Gross Pay: § 2,462 44

MNet Pay: ¢ 1,570.31
Annual Balance: 64,15 hours
Sick Balance: 16.00 hours

Comp Balance: 0,00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Related Sites

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

B T TR T T S-S P

]
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Change State Tax — 2

a Employee Express - State Taxes - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x InpUt Changes Into State Tax For MARYLAND Change
th e ap p ro p rl ate » You rmay change withholdings for your current state anly; vou may NOT use Employes Express fo:

Change your State, File the initial state withholding form, File exempt from state withholding, or

Main Menu | Sign Cut I

f' I Claim mare than 10 exermptions

I e d S . » If you change Departments or Agencies, you must file an initial state tax withholding forrm with your
nesy Agency. If you have rmoved to another state, or need any of the above changes, please see

your servicing persannel ar payroll office.

is_information is current as of Pay Period ending April 19, 2003.

x S e | e Ct u S ave 2 This action effective December 13, 20032; hawever, due to agency pracessing, it may be effective the next pay
. )
period.

State Tax

Exemptions: i

AdditionatBeduction Amount: $ 0

Employee Express - Changes? NDO BIG DEAL!
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Change State Tax — 3

x Confirm changes by

Employee Express - State Taxes - Microsoft Internet Explorer

EMPLOYEE

CHANGES? NO BIG DeEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

State Tax For MARYLAND Confirmation

selecting “Yes.”

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

www.employeeexpress.gov

This action will be effective December 13, 2003; howevdr, due 0 agency processing, it may be effective the next pay

period,

State Tax Current
Exemptions: 1

Additional Deduction Amount: $ 0

[F @

§0

#* The walue of fhis item has changed.

Under penalties of perjury, I certify that I am enfitled to the nurmber of withhalding allowances claimed.,

Is this information correct? To cgnfirm, press YES. To cancel, press NO.

YES

Employee Exprass - Chang

61

N

3l Employee Express - Confirmation - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help|

main menu | sign out
State Tax - Pay Period Notification
Emplayee Express has saved your action. Vour Earnings and Leave statement will be your confirmatian,
This action will be effective ; however, due to agency processing, it may be effective the next pay
period

If you wish to receive an email confirmation of your change, enter your email address and select the
Submit and Return to Main button, Your email confirmation request will he processed the next business
day after Employee Express has transmitted your change to your agency

Email Address: [

Submit and Return ta Main

MO THANKS! T AM NOT INTERESTED IN A CONFIRMATION EMAIL |

Emplayee Exprass - Changes? NO EIG DEALL

Return to Table of Contents




Thrift Savings Plan —

www.employeeexpress.goy,/login.asps - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

® S el e ct uTh rift S aVi n g S Privacy Policy | Security | Frequently Asked Questions | lI:oP

Main Menu

Plan” from Main Menu. e

Your information was last updated on April 19, 2003. | Your leave and earnings information was last updated
on: April 19, 2003.

You may view or change the following payroll-
personnel information using Employee Express. Gross Pay: § 2,462, 44
To view a summary of your current information, Net Pay: § 1,570.31
select Yiew Summary Benefits. Annual Balance: 64.15 hours
Sick Balance: 15.00 hours

Comp Balance: 0,00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Miscellaneous Related Sites

Make a change to your Employee Express Personal
Identification Number {PIN}.

Federal Long Term Care Insurance

EEHB Plan Comparison Website -
PlanSmartChoice

ESAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

B TR PO T T =S-SR PR

] [
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Thrift Savings Plan —

Employee Express - TSP Module:

EMPLOYEE

crosoft Internet Exiplorer

CHANGES? NO BIG DeAL!

PRESS Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | _ sign out

Thrift Savings Plan Change

= You can select sither a percentage OR enter a whole dollar amount of your basic pay that you wish to contribLte per
pay periad by selecting the appropriate block on the screen, Your payroll dallar amount canot exceed the maximum

contribution amount alloved. The maximurn allowed is based on your total salary,
“ou should not uss both a paper form TSP-1 and Employes Express 10 make TSP elections,
The election you make through Emplayee Express will anly affect your fLre contributions, ot your past

contributions.
You can start or change your fire contributions only during the TSP open seasons. You may use Employee Express
o change the amount ar percent of payrall deduction for contributing to TSP, You can stop your contrbutions at any

time,

FERS refers to the Federal Employees’ Retirement System, the Foreign Service Pension System, and other
equivalent Government retirement plans.

FERS ermployees may contribute Lp 10 the maximum percentage allowed of basic pay each pay period. The

maximum contribLition percentage appears below. The dollar amount you elect cannot exceed the maximurm
percentage amount of basic pay sach pay period for FERS employses.
There is an anvual limit on TSP contributions established by the IRS. The current annual limit appears belaw. If yau

. . .
(14 veath the RS limit om TSP contribLtions before the end of the year, yor contrisutions will stop and you willlose 2ny
further agency matching cortributions.
IF you are  new or rehirsd erployee who has never had & Thrift Savings Plan (TSP) account, your cortriutions
will bs invested in the Government Sacurities Tnvestment (G) Fund, ntil you request a contribution allocation
through TSP

If you are arehired employes who has previously had a Thrift Savings Plan account, your contributions will be
invested according to your last contribution allocation on file with the TSP until you request a different contribution

n allacation through TSP,
u TSP regulations allow you to make only one election each Open Season. Once your TSP election is effective, you can not
change it excent to stop your TSP contributions.
S a.V e u

The maxiurn contrlbution percentage currently allowed for FERS &s 14%

sag) limit for TSP contributions is currently $13,000,

This informasion ks ument as of Pay Pe

Thrift Bavings Items Current
Dollar Armount:

x To stop TSP contributions,
select “Stop...”

visit TSP vreb site - The Federal Retirement Thrift Board's TSP veeb site (s tsp.gov) lets you change
the sllocation of future T8 contributions or transfer existing sccount balances amang the ©, F, €, 8, or |
funds. You may alse call the ThriftLine at 504-255-8777, or submit form T8P-50 available from your
servicing personnel or payrall affice,

kit TE wal Sae

This aption will transter you out of Employea Fxpress to the TSP wel site.

Salect TP workshaat Calculatar to link to the TSP site.

TEP rarhshast Caloulatr

This aption will transtar you out of Employea F2press to the TR wals site.
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Thrift Savings Plan — Stop

Employee Expres: SP Module - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

x T O C O nfl rl I l Sto p 3 Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help
(11 1 . ) . . tain Manu Sign Out |
Se I eCt YeS . Thrift Savings Plan STOP Confirmation

Thig action will be effective December 13, 2003,
‘fou may elect to resurme your employes confributions during the open season which begins April 15, 2004,

As a FERS employes, i you would like to change the investment of your contribution, you must make your contribution
allocation directly with TSP by visiting it's web site at www.tsp.gov, calling the ThrifiLing at S04-255-8777, or submitting a
form TSP-50 available from your servicing personnel/payroll office.

x |f you selected -
“YeS," an email T e onfi, pross YE3. To cancel, prase O,
notification request
will appear (screen S

‘@ Dane: Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help|

Main e | _sign out
0 Thrift Savings Plan - Pay Period Notification

Emplayee Express has saved your action. Your Earnings and Leave statement wil be your confirmation.
This action will be effective

CHANGES? NO BIG DEAL!

If you wish to receive an email confirmation of your change, enter your email address and select the
Submit and Return to Main button. Your email confirmation request will be processed the next business
day after Employee Express has transmitted your change to your agency.

Email Address: [

Submit and Return to Main

O THANKS! 1 AM NOT INTERESTED IN A CONFIRMATIGN EMAIL |

Employee Express - thanges? NO BIG DEAL!

& [ =}
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Thrift Savings Plan — Change

a Employee Express - TSP Module rosoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DEAL!

x T O C O n fi rm Privacy Policy | Security | Fraquenty Asked Questions | Contact Us | Help
Thrift Savings Plan Confirmation
changes, select
“Y e S . 1 This action will be effective December 14, 2003,

Thrift Savings Items Current New
Dollar Amount: §o o
Percentage: 1z % *1z %

# The value of this itern has changed.

Is this information correct?

x |f you selected o confitm, poss YES. To cancel ross NO.
“Yes,” an email
notification request

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

will appear (screen T ——

Emplayee Express has saved your action. Your Earnings and Leave statement wil be your confirmation.
This action will be effective

CHANGES? NO BIG DEAL!

If you wish to receive an email confirmation of your change, enter your email address and select the

Submit and Return to Main button. Your email confirmation request will be processed the next business

day after Employee Express has transmitted your change to your agency.
(]

Email Address: [

Submit and Return to Main

NO THANKS! 1 AM NOT INTERESTED IN A CONFIRMATION EMAIL

Employee Express - thanges? NO BIG DEAL!

@ 1B @ e »
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TSP Catch-Up - 1

www.employeeexpress.goy,/login.asps - Microsoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

x Select “Thrift Savings —

Payrol - Personnel Actions Earnings and Leave

17 Your ihformation was last updated on April 19, 2003. | Your leave and earnings information was last updated
an a C = p rOI I I on: April 19, 2003.

You may view or change the following payroll-
personhel information using Employee Express. Gross Pay: § 2,462, 44

M al n M e n u " To view)a summary of your current information, Net Pay: § 1,570.31

ew Summary Benefits. Annual Balance: 64,15 hours

Sign Cut |

Sick Balance: 16.00 hours

Comp Balance: 0,00 hours

To view your earnings and leave statement, select
Earnings and Leave.

Thrift Savings Plan Catch-Up

Related Sites
Make a change to your Employee Express Personal

Identification Number {PIN). Federal Long Term Care Insurance
EEHB Plan Comparison Website -

PlanSmartChoice

ESAFeds - The Federal Government's
Flexible Spending Account Program

Retirement Estimator

B TR PO T T =S-SR PR

] [
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TSP Catch-Up — 2

a Employee Express - TSP Catch Up Module osoft Internet Explorer

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu Sign Qut |

Thrift Savings Plan Catch-Up Change

. .
x I O e n rO I I I n th I S “fou should not use both & paper form TSP-1C and Employes Express o make TSP Catch-Up elections,

ou can start, change, or stop TSP Catch-Up contributions year round.

p ro g ral I I e n te r t h e “our catch-up contributions will be invested accarding to your most recent confribution allocation on file with the TSP,
]

This election will not affect vour regular TSP contributions.

This election will continue until the end of the calendar year unless
u y u W (1} You reach the annual limit of $3000 for catch-up contributions or b
(2 You stop your TSP catch-up contributions or
(3} You stop your regular TSP contribution

. (14 b b )
‘ E u C ‘ E I n ‘ e ‘ EW “You do not receive matching confributions from your agency for any catch-up contributions,

=3 Employee Express - TSP Catch Up Moau ok Funlnrar - ﬂlﬂ
There is an annual limit on TSP Catch-up contributions established by the IRS, which is durrently $3000. If you reach the |

C O I u I I l I I IRS limit on TSP Catch-Up cantributions before the end of the year, your pay period deddctions will stop automatically,
L]

To be eligible, you must be 50 years old by the end of current calendar year or older and currently contributing the
maximum for your regular TSP contributions,

NOTICE FOR EPA AND RRB EMPLOYEES ONLY:
EEX references to 2004 TSP Catch-up processing in EEX does not apply to EPA and RAB employees, TSP catch-up
contributions entered into EEX between 11/30/2003 -12/13/2003 will be applied to 2003 TSP catch-up contributions for
both EP& and RRE. Etrployvees should refer to their agencies mass-railers for details,

. .
x W h e n fl n I S h e d y S e I e Ct EPA ermployees - Reference OHROS Agency-Wide Mass-Mailer mermo dated 11/14/2003, Subj: TSP ‘Catch-up' 2004,

RRE ermployees - Refer to the Docs & Resources on the HR - TSP area of Boardwalk.

(14 b3}
a_Ve u * Please be sure to enter the amount you want deducted PER PAY PERIOD. If you enter fhe maximum annual comribution
of $3000, the entire $3000 will be deducted from your paycheck,

This inforissign is current as of Pay Period ending April 19, 2003.

Current

vy
0 [Max 23]

cancel |

Employee Express - Changes? NO BIG DEAL!

& ’_I_ ’—é_ & Internct =
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TSP Catch-Up — 3

To confirm
changes, select
HYeS.H

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

www.employeeexpress.gov

mployee Express

EMPLOYEE

tch Up Module osoft Internet Explorer

CHANGES? NO BIG DeAL!

Privacy Policy | Security | Frequenty Asked Questions | Contact Us | Help

Thrift Savings Plan Catch-Up Confirmation

I certify that I have already elected to make regular TSP contributions up to the maximum amount allowed by the IRS and
TSP rules. T understand that my catch-up contributions are in addition to rmy regular TSP contributions,

I understand that the amount I have entered will be deducted from my paycheck each pay day until I reach the annual
maximum amaunt which is currently $3000, I confirm that this is the amount I would like 1o be deducted each pay period.

This action will be effective December 14, 2003; however, due t0 agency processing, it may be effective the next pay
period.

Thrift Savings Items Current
Pay Period Deduction Amount: ¥ 0 *§25

# The value of this item has changed.
To confirm, press YES. To cancs

EMPLOYEE

PRESS

A

Is this information corr et e
‘mployee Express - C rosoft Internet Explorer

5]

(0153

CHANGES? NO BIG DEAL!

Privacy Policy | Security | Frequently Asked Questions | Contact Us | Help

Main Menu | _ Sign Out

Thrift Savings Plan Catch-Up - Pay Period Notification

be your confirmation

Employee Express has saved your action. Your Eamings and Leave statement will [
This action will be effective ; however, due to agency processing, it may be effective the next pay
period.
If you wish to receive an email confirmation of your change, enter your email address and select the

day after Employee Express has transmitted your change to your agency

Subrmit and Return to Main button. Your email confirmation request will be processed the next business

Email Address: [

Submit and Return ta Main

NO THANKS! 1 AM NOT INTERESTED IN A CONFIRMATION EMAIL

Employee Express - Changes? NO B1G DEALL

e

Return to Table of Contents
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For additional information about Employee Express;, visit this Web site:
wWww.employeeexpress.gov.
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