Pay
Systems
Module

Note: Agent is not allowed to access
employee pay system. Employee is the
only person allowed to set up an
allotment. Agent is never to ask for PIN#.

*‘ American
*- Benefits
_4m | Exchange




American Benefits Exchange

Pay Systems

Introduction

The federal government uses four payroll management systems for its
employees. Depending on the Government agency an employee works for
will determine their payroll system.

The four payroll systems are:

EmployeeExpress — Employee Express is an online payroll resourse for
many government agencies.

https://www.employeeexpress.gov
PostalEASE — Used by all Postal Service personnel.
https://ewss.usps.gov/

myPay — Used primarily by Department of Defense and the Veterans
Administration.

https://mypay.dfas.mil/mypay.aspx
National Finance Center — The National Finance Center is operated under

the control of the United States Department of Agriculture. This
organization, like the others, contracts with other government agencies for

use of this system.

https://www.nfc.usda.gov/personal

A listing of federal agencies and their payroll centers are listed below:

Agency

Location

ADV Council on Historic Preservation
African Development Foundation

Arctic Research Commission

Broadcasting Board of Governors
Commission of Fine Arts

Commodity Futures Trading Commission
Consumer Product Safety Commission
Department of Education

Department of Energy

Department of Health and Human Services
Department of Homeland Security
Department of Housing and Urban Development
Department of Justice

Department of Labor

—

https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://mypay.dfas.mil/mypay.aspx
https://mypay.dfas.mil/mypay.aspx
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
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Agency

Location

Department of State

Department of the Interior

Department of the Treasury

Department of Transportation

Department of Veterans Affairs
Environmental Protection Agency

Equal Employment Opportunity Commission
Executive Residence of White House
Federal Aviation Administration

Federal Deposit Insurance Corporation
Federal Election Commission

Federal Labor Relations Authority

Federal Trade Commission

General Services Administration
Government Accountability Office

Harry S Truman Scholarship Foundation
Inter-American Foundation

International Trade Commission

James Madison Memorial Fellowship Funds
Library of Congress

Merit Systems Protection Board

Millennium Challenge Corporation

National Aeronautics and Space Administration
National Labor Relations Board

National Science Foundation

National Transportation Safety Board
Nuclear Regulatory Commission

Office of Federal Housing Enterprise Oversight
Office of Government Ethics

Office of Navajo and Hopi Indian Relocation
Office of Personnel Management

Office of Special Counsel

Overseas Private Investment Corporation
Pension Benefit Guaranty Corporation
Railroad Retirement Board

Securities and Exchange Commission
Selective Service System

Small Business Administration

Social Security Administration
Transportation Security Administration
U.S. Agency for International Development

https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://mypay.dfas.mil/mypay.aspx
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://www.nfc.usda.gov/personal
https://www.employeeexpress.gov

U.S. Chemical and Safety Hazard Investigation Boardhttps://www.employeeexpress.gov

U.S. Holocaust Memorial Museum

U.S. Trade and Development Agency

United States Air Force

United States Army

United States Marines

United States Navy

United States Postal Service

Utah Reclamation Mitigation and Conserv
Commission

Valles Caldera Trust

—

https://www.employeeexpress.gov
https://www.employeeexpress.gov
https://mypay.dfas.mil/mypay.aspx
https://mypay.dfas.mil/mypay.aspx
https://mypay.dfas.mil/mypay.aspx
https://mypay.dfas.mil/mypay.aspx
https://ewss.usps.gov/

https://www.employeeexpress.gov
https://www.employeeexpress.gov
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EMPLOYEE EXPRESS

The process for establishing an Employee Express government allotment is
outlined in the follow pages.

ﬂ‘- Employee Express - Home Page - Windows Internet Explorer e . _I EIIXi

@@ L Ii https:.-".r’www.employeee:-tpless.gow’DetauIlLogin.asprj ﬂ | @ . E‘Ti : XK | ﬁ Google EP ',

File Edit View Favortes Tools  Help

oo Favorites | o @8 Syngested Siss ~ BT Free Hotmall @ | 14/eh Slice Gafleny =

B8 £ rrlaves Express - Hame Page ﬁqﬁ ~ Bl = r,gJ = Page~ Safety~ Toolz- @-

EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | FAQ | Contact Us | Help | Brochure

Welcome to Employee Express.

Employee Express is an official

. : .5, nt fo
Employee Express puts federal employees in control of their payroll-personnel e mom e
information. use of this system or the
information on this system could

: i 2 E result in criminal prosecution.
If your agency is a participant in Emplovee Express, you can view and make e i Paenla
changes online to your personnel-payroll information. Employee Express transfers j ¥
your change request to your servicing payroll-personnel office eliminating the need

to submit a paper form_ It is that easy!

What's New?
Making Changes? Easy.

System Availability / Announcements

No announcements at this time.

=

T e IR

Go to the agency website.
Enter the Login ID and Password.
Click the ‘Sign In’ button.
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{'f; Employee Express - Secunty Alert - Windows Internet Explorer

e https S employeeespress. gos /oo azps
EMPLOYEE CHANGES? NO BIG DEAL!

ERESS Privacy Policy | Security | FAQ | Contact Us | Help | Brochure

Security Alert Message

Last Updated on March 23, 2008

Continue to Main Menu

Employee Express Securil” Alert - Protecting Your Information

In the past, it was discovered that home computers of several Employee Express users were infected
with malicious software by a suspected criminal source. A piece of software known as a rootkit was
installed on the user's home computer. The rootkit allowed a remote computer criminal to install a
keystroke logging program which captured the user’s account information by capturing the user's
keystrokes.The computer criminal was able to detect passwords, IDs, and other personal information.
This information was used to access Employee Express and possibly other web sites. This software is
often installed on systems when an individual simply views emails or clicks links that look and seem like
reputable sites.

"Phishing” is another way scam operators obtain your personal information. Phishing tricks people into
parting with personal information by luring them to false corporate web sites or by requestlnngersonal
information be sent in a return e mall Accordmg to the Federal Trade Commlssmn, “Phlshers bend emails

|_ l_l_l_l_’_’_|@ Internet

|Dune

[Fa - [0 - g

Click ‘Continue’.
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% MainMenu - Windows Internet Explorer

el https: £fwimi: employeeespress.gov/Maint enu.asps M odulel pdated=0 & | @|
personnel information using Employee Express. To view your earnings and leave statement, select |

Earnings and Leave.
Direct Deposit

Disability Update

Earnings and L eave HardCopy On/Off
Ethnicity and Race Indicator

Federal Employee Health Benefits
Federal Tax

FEHB Premium Conversion

Home Address

Savings Bond
State Tax

Thrift Savings Plan
Thrift Savings Plan Catch-Up

Miscellaneous Related Sites

View your W2 Information

BENEFEDS - The Federal Government's

new administrative system for enrolling
Change Password in FEDVIP
Create/Change Login ID Federal Long Term Care Insurance

FEHB Plan Comparison Website -
PlanSmartChoice

View Your History Personnel/Payroll actions

e e B e i e e S i —— i ——— -

|Done l_l_l_l_l_l__.|@.;ﬁt£;mel.

Click ‘Financial Allotment’.
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V& Employee Express - Financial Allotment - Windows Internet Explorer

|- https /S employeeespress. gov Financialbloiments aspe !

EHEPLOYEE CHANGES? NO BIG DeAL!

PRESS Privacy Policy | Security | FAQ | Contact Us | Help | Brochure

Main Menu I Sign Out

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, garnishments, unicn or other
organizational dues. For these changes, see your servicing personnel or payroll office.

= You may START a new allotment, CHANGE an existing allotment amount, or STOP an existing
allotment.

= To START or CHANGE, you need your Financial Institution's Routing Mumber, Account Mumber, and
Account Type (Checking or Savings).

= If you change your Financial Institution's Routing Mumber you may also need to change your
Account Mumber and Account Type. You can obtain this information from your Financial Institution.

If you have recently saved an EEX Financial Allotment, you may view a history of your Financial Allotment transactions sent
to your agency payroll office by selecting the link:

View Your History Personnel/Payroll Actions

These EEX Financial Allotment transactions will be reflected in your current information after payroll has completed
processing for the pay period. If you have erroneously entered an EEX financial allotment transaction, contact your agency's
payroll service.

This information is current as of Pay Period ending April 24, 2010.
This action will be effective May 22, 2010; however, due to agency processing, it may be effective the next pay period.
You may have up to 7 Financial Allotments. You currently have 2 Financial Allotment(s).

Select Start |t0 begin a new allotment.

ncial Allotment - RAFE FCU 4422
Bank ng e: 322281206 Account Number: 9839401
Ac t Type: Savings Amount: $225

Financial Allotment - NATIONAL CITY BANK
Bank Routing Code: 041000124 Account Number: 4441573113454
Account Type: Savings Amount: 11

Change | Stopl

|

Click ‘Start’.

Done Internet Vg v | E00E -




American Benefits Exchange

,/:': Employee Express - Financial Allotment - Windows Internet Explorer

|-- https /S employeeespress. gov Financialslniment s aep 1B
EMPLOYEE CHANGES? NO BIG DeAL!

Privacy Policy | Security | FAQ | Contact Us | Help | Brochure

Main Menu | Sian Out

Financial Allotment Start

» Enter the information below to start an allotment.

* Once you save this action, you will not be allevwwed to stop or change it until after May 22, 2010.
You may have up to 7 Financial Allotments. You currently have 2 Financial Allotment(s).
Bank Routing Code: [103300038

Account Number: |3335?3113454

Account Type: {~ Savings (v Checking

Amount: |52 (Max 9993)

SAVE CANCEL |

| z |

Employee Express - Changes? NO BIG DEAL!

i
[¥a - | =00 -

DT T T @ intemet

|FinancialAlIutments.aspx

Enter the organizations routing number.

Enter the organizations account number.

Enter the account type.

Enter the dollar amount (full dollar amounts only)
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,ff Employee Express - Financial Allotment - Windows Internet Explorer

|- httpz S employeesspress. gov. Financialbloiments aspe

EMPLOYEE CHANGES? NO BIG DEAL!

PRESS Privacy Policy | Security | FAQ | Contact Us | Help | Brochure

Financial Allotment Start Confirmation

= Once you save this action, you will not be allowed to stop or change it until after May 22, 2010.

Once you save this action, you will not be allowed to STOP or CHANGE this Financial Allotment until after payroll
processing.
Allotment Items New
Bank Routing Code: * 103500036
* BANK OF OKLAHOMA HATL. ASN.
* 6242 E 415T 5T. SOUTH
* ACH DEPARTMENT

* TULSA, OK 74135-0000

Account Number: * 333573113454
Account Type: * Chacking
Amount: * 452

* The value of this item has changed.

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

U@ intemet

|75 - | 100

At the confirmation screen, click “Yes’.

If no errors are presented, then the allotment will begin paying in
approximately 14 days.
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myPay

The process for establishing a myPay government allotment is outlined in
the follow pages.

/" myPay Web Site - Wir i =181 x|
' o

@T_\, - |g, hitpe: /fmypay.dias. mil/mypay. aspx

52? by gmypayW'ebSite I | @ e m > @ = |J‘I’ Page ~ -.rf; Tools =

Security | Privacy Notice | FAQ | System Schedule | System Usage | Contact Us

myPay puts you in control
nter Login I1D: {SSN not VEYR 4
lowed) myPay allows you to manage your
pay information, leave and earning

ﬂ statements, W-2s and more.

Go é myPay puts more information and
services at your finger tips.

Brought to you by DFAS...

I'm Do | enter SSM or Login I0?
Your Financial Partner @ Work
Why aren't | entering my N2
Important Seci Information
OR

If you haven't established a Login ID, Alert: New Login ID and Password Requirements
enter your 55N below:

To enhance uger security, We are requiring anyene who uses a social security number as their

login ID to create a new login ID. All users will be prompted to create a new password. This can

Go| g be done at your convenience.

The next time you login to myPay, please enter your current login ID or social security number in

Forget your Login IDF? the appropriate field to the left. You then will be prompted to enter your PIN. After you've entered

your PIN, you will be required to create a new login ID and password.
7

Need a New Password? If vou need help completing thiz process, please print the step-by-step instructions below.
If you are still experiencing difficutties after following the instructions, please contact our

Centralized Customer Support Unit toll free at 1-888-DFAS411 or DSN 580-5096, and presz #5

New Password | for myPay. The hours of operation are 7 a.m. - 6:30 p.m. Eastern, Monday through Friday.

Step-by-Step Instructions for Changing Your myPay Login
Credentials

If you log-in to myPay using your Social Security Mumber, click here, to watch a video about

n DFAS is now on Facebook creating a safe, secure login ID and Password,
’7 ,ﬁ ’7 ’7 ’7 ,7 |e Internet

Enter the ‘Login ID’.
Click ‘Go’.

10

—
| —



American Benefits Exchange

/= myPayVK - Windows Internet Explorer

# | hitps:#mypay.dfas. mil myPayK. asps i g

| myPay -

Security

Use the Virtual Keyboard to enter your PIN/Password

Enter PIN/Password: I

(5] 2] 2] ] o] 7] 2] s o] 2]

of =5[] 2 ] ] 4]

[ vjl7]jraflof ullwie]

s|F[ o] s]a] k]| n] ]
2| x]efv] &) ] m

Accept / Submit

El

To better protect your myPay PIN/PASSWORD, DFAS has installed a VIRTUAL KEYBOARD for you to enter your myPay
PIN/PASSWORD. This keyboard reduces threats from malicious software (e.g. spyware, keyloggers, etc.). The virtual
keyboard displays the keys in random order and requires you to click on the appropriate key with your mouse. To learn
more about this feature, see our Security FAQs.

=

’_l_l_l_l_’_ﬁ Internet

Using the screen keypad, enter the employees ‘PIN/Password’.
Click ‘Accept’.

11

—
| —
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[~ myPay - Windows Intemnet Explorer

& | https://mypay. dfas. mil/myPapt essage. asprYAccessSinng=DJM SAA~EMAIL~NAGFEGID <2404 7 3e-2015-4aae-b371-ab 557 48be FEfkaloball D =DME T 0096201 00E042037 280/ 02465598 ditm=060420 ﬂ

System Message

You are accessing a U. S. Government (USG) Information System (IS) that is provided for USG-authorized
use only.

By using this IS (which includes any device attached to this IS), you consent to the following conditions:

e The USG routinely intercepts and monitors communications on this IS for purposes including, but not
limited to, penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct
(PM), law enforcement (LE), and counterintelligence {CI) investigations.

e At any time, the USG may inspect and seize data stored on J%s IS.

« Communications using, or data stored on, this IS are not private, are subject to routine monitoring,
interception, and search, and may be disclosed or used for any USG-authorized purpose.

e This IS includes security measures (e.g., authentication and access controls) to protect USG interests--
not for your personal benefit or privacy.

« Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative
searching or monitoring of the content of privileged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such
communications and work product are private and confidential. See User Agreement for details.

X1 agree to the terms of the User Agreement.

e 18 U.S.C. § 1030 prohibits unauthorized or fraudulent access to government computer systems. If the
credentials you enter are not your own, you are in violation of this law and should exit this system
immediately. Completing this action may subject you to a fine of up to 55,000 or double the value of
anything obtained via this unauthorized access, plus up to five years imprisonment.

zﬁl =

|Dnne l_l_l_l_l_l_ﬁlnlemél 0% - A

Click the ‘I Agree’ checkbox.
Click ‘OK".

12
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/= MyPay - Windows Internet Explorer

# | hitps://mypay. dfas mil M aintdenu. aspr?accessShing=DUMS A8 ~EMAIL “NAGF&Globalid=DME T 0096201 006042037 284w/ 02455534 dtT m=06042010203932

| myPay

Main Menu

Last Date myPay Accessed: 02/12/2010

Your Army Active Duty Pay Account
@ Leave and Earnings Statement (LES)
@ Savings Deposit Program (SDFP) Statement

nges:
( @ Allotments
avin

@ Turn onfoff Hard Copy of LES
Direct Deposit:

@ MNetPayEFT

@ Travel EFT

@ Miscellaneous EFT
Taxes:

@ Federal Withholding

@ State Withholding

@ Tax Statement (W-2)

@ Student Loan Repayment Program (SLRP) W-2
@ Travel ! Miscellaneous Tax Statement (W-2)
@
L]

Turn on/off Hard Copy of W-2
S0P Tax Statement 1098-INT
@ Thrift Savings Plan (TSF)
@ Travel Voucher Advice of Payment (AOP)
@ SDP Withdrawal Request
@ Email Address
@ FPersonal Setings Page  (Click here for details)

[ [ [ @ nteme

Click the ‘Allotments’, hyperlink.

13
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dows Internet Explorer

£ | https:/¢mypay.dias. mil ALLOTMENT 5. ASF<?AccessSting=00 M 544~ EMAILkalobalid=D NE T 0036201 006042037 28/ 0246553k gcCurPysy=DuM 5454 0cD CPS D bi=kdim=0604201 02033358

|myPay 7

Allotments Help | Main | Exit

This information is current as of June 4, 2010.
« STATUS: You currently have 0 Discretionary Allotments.

AND
You may NOT exceed 6 Discretionary Allotments in myPay.

What is an Allotment? An allotment is an amount of money designated by you that is automatically
distributed from your pay to another individual or organization.

What type of Allotments may I start in myPay? All allotments started via myPay must be sent to a
financial institution. You may start such an allotment for reasons of deposit or for voluntary payments
to your dependents or relatives. Please contact your Servicing Payroll Office or Customer Service
Representative to start any other allotments, to include, charitable contributions, insurance
premiums, thrift saving plan deposits, garnishments, union or other organizational dues.

Court/Support Agency Deductions: Court/support agency deductions require a case number for
payment transactions. You cannot enter a case number and additional information using myPay.
Contact your Servicing Payroll Office or Customer Service Representative to start any court
ordered childfalimony support payments.

What do I need to start/change/stop an Allotment in myPay? To start a new allotment in myPay,
change an existing allotment, or stop an existing allotment you must have the Financial Institution's
Routing Transit Number, your Account Number, and the Account Type (Checking or Savings). Note:
You can obtain this information from your Financial Institution.

Warning: Initiating or increasing an allotment without sufficient funds may
adversely affect your monthly income.

Contact your Servicing Payroll Office or Customer Service Representative if you cannot
answer the questions listed above.

How many Allotments can I send to my financial institution? The financial institution can be
changed for any existing allotment, but only one allotment can be sent to any given financial
institution.

Please contact your financial institution if you desire to have your allotment divided between
multiple accounts with that institution.

How many Allotments may I have? You are limited to only six discretionary allotments. Your total
allotments and bonds cannot exceed 15.

Warning: Please know the Allotments and Bonds you currently have on file and
take these into consideration if you wish to start a new allotment.

How do I know my Allotment was accepted in myPay?: MyPay will provide a notification screen
advising when the action will be processed by your pay system.

What if Allotments are not displayed in myPay? You may not change allotments that are not
displayed in myPay. Contact your Servicing Payroll Office or Customer Service Representative to
change these allotments.

If you need help using myPay, contact the Centralized Customer Support Unit toll free at 1-
888-DFAS411 or 1-888-332-7411, commercial (216) 522-5096, or Defense Switching Network
(DSN) 580-5096 (7:00 A.M. - 6:30 P.M. Eastern Time).

Start Savings Allotment | Start Dependent Allotment

aum
i INFO
* The screen reflects your number of Discretionary Allotments.

l_l_l_l_l_’_@ Internet

Click ‘Start Savings Allotment’.

14
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/2 Allotments - Windows Internet Explorer i
gi https: ##mypay. dfaz. mil/allotments. aspr globalid=DNE T 0096201 00604 2037 28w 0246559 accessSinng=DU MSA4 ~E MAILE&gcCurPySy=DJMS Ak kaction=startkdttm=0604201 020394 08F AL T ppe=AS

Help |  Main | Exit

Savings Allotment - Start

This action will be reflected in your June 15, 2010 pay.

Items

Financial Institution Routing
Transit Number 1103900036

Account Number: |333440:523532

€ Savings

Account Type: & Checking

Monthly Amount: [so.00
(Max of 9999.99)

Cancel |

2.«&:
i INFO
e Enter the new 9-digit Financial Institution Routing Transit Number in the specified location.

« The RTN must consist of 9 digits. It must begin with 01 through 12 or 21 through 32.

PAUL MAPLE 1924
’_l_ l_ l_ ’_ l_ ﬁ Internet

Enter the organizations Routing Number.
Enter the organizations Account Number.
Check the Account Type.

Enter the monthly amount.

15
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/_; Allotments - Windows Internet Explorer

£ | https://mypay. dias.milallatments. aspr?globalid=DNE TO0SE201 00504203?2%0245559&access$tring=DJMSM2?eEMAIL&gcCurPySy=DJMSAA&action=start&dttm=.0504201 02039408FALT ppe=AS =

Financial Allotment Confirmation
This action will be reflected in your June 15, 2010 pay.

If you are receiving mid-month and end-of-month pay and your transaction occurs after mid-month processing,
the entire monthly allotment deduction amount will be reflected in your end-of-month pay. If you process prior
to mid-month processing, the entire monthly allotment deduction amount would be divided approximately in
half and reflected in both your mid-month and end-of-month pay. Please be aware of your current net pay and
the impact this transaction will have on your net pay prior to submission to avoid any adverse effect on your
pay. The next update will be for June mid-month.

* BANK OF OKLAHOMA MNATL. ASN.
6242 E 415T 5T. SOUTH

ACH DEPARTMENT

TULSA, OK 74135-0000

Account Number: = 333440023532
Account Type: * Checking
Monthly Amount: = $20.00

Financial Institution:

To confirm, press YES. To cancel, Press NO.

* The value of this item has changed

Mo Yes

’_I_I_I_I_’_ﬁ Internet

Press ‘Yes’ as a confirmation.

16
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et Explorer

& | hitps: #mupay. dfas. mil/ TransactionConfirm. aspw?E ffectiveD ate=%20une2015, % 2020108 T ype=tllotéGloball NE TO096201006042037 28w 024655384 ccess Sting=DJ MSAAEMAILEgeCurPy!

Notification Main | Exit

myPay has received your request. Your Leave and Earnings pay statement will be your confirmation. This
action will be reflected in your June 15, 2010 pay.

You may access myPay in 3 to 5 business days to verify acceptance of this transaction by your pay
system.

Select Main to make additional changes. Select Exit if you are finished

l_l_l_l_’_’_ﬁ Internet

Click the ‘Exit’ hyperlink.

17
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PostalEASE

The process for establishing a POStEASE government allotment is outlined in
the follow pages.

D TPA Processing [ Restricted Information

C M % https://ewss.usps.gov/ 8 » OG- F-

D Candidates with Milita... D Control panel @ Web Based CRM Soft... B SimplyZipCodes.com * 7] other bookmarks

UNITED STATES
POSTAL SERVICE. PostalEASE
Restricted Information

FOR OFFICIAL USE OMLY

This is a U.5. Government website intended for authorized use only by Postal Service employees. Unauthorized access

or use of this website may subject violators to administrative action, civil, and/or criminal prosecution under the United
States Criminal Code (Title 18 U.S.C_ § 1030).

When browsing this site, all activity and information may be monitored, intercepted, recorded, read, copied, or captured
and disclosed by and to authorized personnel for official purposes, including criminal prosecution.

Clieck the ‘I Agree’ button.

18
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[} TPA Processing [ welcome to PostalEASE

€« C | % https://ewss.usps.gov/cgi-bin/cgicint.dlf/ewss/ND00O_ 2 » O F-

|:] Candidates with Milita. .. D Control panel m Web Based CRM Soft... D SimplyZipCodes, com ¥ 7] other bookmarks

UNITED STATES PostalEASE
Bad PosTAL SERVICE. Employes Web

Saturday. July 10, 2010

Welcome to the PostalEASE Employee Web

You may view or make changes to your benefits or payroll deductions. You will need your Employee Identification
Number and your USPS Personal Identification Number (PIN) to access this system.

if you do not know your USPS PIN, click here_ |
Employee ldentification Mumber: ||
USPS PIN: I

Submit |

USPS Restricted Information

Enter the employee’s Employee ID.
Enter the USPS PIN.

19
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[} TPA Processing

€ cC f©

[ candidates with Miita...

[ PostalEASE Employes Web ...

s¥ https://ewss.usps.gov/cgi-bin/cgicnt.dl/DF4UTBAWLCTRH@VEH B » | O~ K~

D Control panel @ Web Based CRM Soft... D SimplyZipCodes. com » (O] other bookmarks

UNITED STATES . PostalEASE
POSTAL SERVICE. Main Menu

Employee Web
Saturday, July 10, 2010

PostalEASE Employee Web Main Menu

Mote: Do not use the browser's Back or Forward button for navigating within PostalEASE.
Use only the buttons included on the PostalEASE Web pages.

Benefits

Allotments / Payroll Met To Bank Federal Employees Health Benefits

il | 1ar 4
T ——

Thrft Savings Plan

eTravel Met To Bank TSP Catch-Up Contributions

Savings Bonds Flexible Spending Accounts

W-2 Reprint

Annual Leave Exchange

MARECS Annuity Estimate

eOPF Fulfillment

Health Savings Accounts

Log out

Click the *Allotments/Payroll Net To Bank’ button.

20
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; X = (B %
D TPA Processing 4 D Allotments/Met To Bank Inf... \\; 11_}-'
€ C M ¥ htips://ewss.usps.gov/cgi-bin/cgicnt.dlf21JW965V3XC4R82BEKIRCS, & P | (O~ S~
D Candidates with Milita... D Control panel HD' Weh Based CRM Soft... D SimplyZipCodes.com 7] other bookmarks

P UNITED STATES Allotments/Payroll Net To Bank PostalEASE

POSTAL SERVICE. Employee
Web

Saturday, July 10, 2010 Exit

Welcome to the Allotments/Net To Bank Application

This module is for adding, cancelling or making changes to your Allotments or your Met To Bank. Before using this
madule, you must have a checking or savings account already established in your name at your financial institution. You
cannot establish a checking or savings account through this system. Please complete an Allotments/Net To Bank
worksheet prior to adding or changing information through this system.

Werification of the information you enter is not validated with the financial institution until your transaction is sent to the
Payroll system for processing. Therefore, if any of the information is incorrect, the transaction will not process and not be
reflected in your paycheck.

Any Allotments or Met To Bank transaction you make is in a "pending” status until it is processed. Processing occurs on
Days 6. 6, 7, 10, 11, & 12 of each pay period at 4:00am Central Time. Therefore, you may delete your "pending” election
or change it up until the next processing cycle.

At the end of each transaction, you will receive a confirmation number along with information regarding the pay period in
which it will be processed and the date of that paycheck. Please print a copy for your records and refer to this
confirmation number if you should have any guestions.

If you have any problems using this online system or have questions, please contact the Human Resources Shared
Senvice Center (HRSSC) at 1-877-477-3273, menu option & and then request Benefits when prompted. To reach the
HRSSC using TTY, call 1-866-260-7507. You may also send a FAX to the HRSSC at 1-651-994-3543. Another alternative
to the online system is to make your election through the PostalEASE IWR system by calling 1-877-477-3273, menu
option 1.

Main Menu | Continue

USPS Restricted Information

Click the ‘Continue’ button.
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Allotments/Net To Bank Transaction Menu

Please select the type of transaction you wish to process

Allotments | Add, change, or cancel your allotment transactions. A specified amount can be deposited into an
account at a financial institution as an allotment. If your rate schedule code is C, K, M, N, P, Q, or 5,
you may have up to three allotments. If vour rate schedule code is E and you are a career employes,
you may also have up to three allotments; otherwise, you may have a maximum of two.

Met To Bank | Add, change, or cancel your Met To Bank Transactions. A Met To Bank transaction allows your net
paycheck to be deposited directly into your bank account.

Back | Main Menu

USPS Restricted Information

Click the ‘Allotments’ button.
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Name: NITZ, GRAEME P Date: 07/10/2010 1:35:43 PM Central Time

linformation that you provide will be maintained by the Postal Service. It will be protected and only disclosed in
accordance with the Privacy Act of 1974. An explanation as to how this information will be used, what disclosure will be
imade of it, and the consequences of not providing it are available by clicking the Privacy Act link below.

Privacy Act |

Allotment 1

Current Information

Routing Transit #: |1U3gngg35 M

Financial Institution Mame: BANK OF OKLAHOMA NATL. ASMN.

Account # 333446156180 Example |
Account Type: [Checking v|

Amount: 5 |135_?3

™ Cancel This Allotment

Make the desired changes to your allotments above and then click the Validate button below.

Back | Main Menu | Validate

USPS Restricted Information

Enter the organizations Routing Number.
Enter the organizations Account Number.
Enter the account type.

Enter the Amount.

Click ‘Validate’.
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In addition, to its website, PostalEASE also allows its employees to use an
interactive voice response system. The instructions for use are located on
the next page.

Call PostalEase toll-free at 1-877-477-3273

TOZErASTIONMMOUODY

When prompted, press '1' to enter PostalEase.
When prompted, enter employee ID.
When prompted, enter Pin #.

. Press '2' for payroll options.

Press '1' for allotments.
Press '2' to continue to the allotment module.

. Press '3' to add a new allotment.

Add Routing Number.

Press '1' to continue processing allotment.
Press '1' to add account number.

Add Account Number.

Press '1' to confirm account number.

. Press "1' for checking account.

Enter Dollar amount: $

. Enter Cents amount: . ¢

Press '1' to confirm dollar amount.

Basic Federal Systems and Coverage

Federal civilian employees automatically participate in one of the federal
retirement systems. With few exceptions, the system an employee
participates in is determined by the date of hire.
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