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Employee Self Service

EmpowHR Employee Self Service (ESS) is a Web application offering employees direct online
access to Human Resources (HR) information such as benefits and compensation data. ESS
reduces the number of phone calls and paperwork in and out of the HR office. ESS provides the
ability to initiate an online training request or other requests (e.g., address, email, emergency
contact information, phone number, leave without pay (LWOP), change in work schedule). The
requests are electronically submitted for approval to the appropriate individual(s). This allows the
employee to take responsibility for data entry and accuracy of personal information.
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This section includes the following topics:

(O T ST =Y g ] = o DTN UUPUPRTIRN 3
L L A L (=] AV A 1S AN

Job Classification Request

Personnel Actions ......................

Skills Information..............cc.c...

{=To (U] or= 11 o] o PSP RRRUPRP PRSI
Payroll DOCUMENTS ........uiiiiiii it e et e e e e e st e e e e e e e eannneee 18
AWAITAS .ottt 49
CoNtact INFOrMALION ......coiiiiie i 52
PEIrfOIMANCE ...ttt 67

Career Plan

Note: This option is no longer used.

Exit Interview
To Enter Data for an Exit Interview:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.
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3. Select the Exit Interview component. The Exit Interview page is displayed.

: (US Dept of Agriculture)
EveowHR
SOLUTTONS
TN L TO RETIR
Favorites = Main Menu > Employee Self Service > Tasks > Exit Interview
Exit Interview
Empl ID 330000 Name Doe, John
Please indicate whether you wish to take the exit toves ONo
interview.
ESave | LE\Return to Search | [=Notify |
Figure 1: Exit Interview Page
4. Complete the fields as follows:
Field Description/Instruction
Empl ID Populated when the employee signs on to ESS.
Name Populated when the employee signs on to ESS.

Please indicate whether | Click the applicable radio button to indicate whether or not you want to
you wish to take the exit | take the exit interview.
interview.

5. Click Yes to take the exit interview. The Exit Interview is displayed.

6. Complete the question fields.

Note: On the Exit Interview, there are 103 questions that require selecting an option or completing
a narrative. Answer all of the questions.

7. After answering all of the questions, complete the Date Completed field as follows:

Field Description/Instruction

Date Completed Enter the date the exit interview is completed or select a date from the
calendar icon.

8. Click save.
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Job Classification Request

The Job Classification component allows the user to request the reclassification of an existing
position. An employee can request their position to be reclassified or a manager can initiate a

reclassification of a subordinate’s position. This section provides the steps to request a job
reclassification.

To Add or Update an Existing Job Classification Request:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Job Classification Request component. The Classification Request page - Find an
Existing Value tab is displayed.

FmrowHR

SOLUTIONS
FROM MRS TO RETERE

Favorites Main Menu > Employee Self Service » Tasks > Job Classification Request

(US Dept of Agriculture)

Classification Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

. Find an Existing Value . Add a New Value

¥ Search Criteria

Job Requisition:  [begins with v/ Q
Requisition Status:[= v] | v
Department: begins with V||
Position Number: |begins with \/|| Q

Search | Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Figure 2: Classification Request Page - Find an Existing Value Tab

4. Complete the fields as follows:

Field Description/Instruction

Job Requisition Enter the job requisition number or select data by clicking the search
icon.

Requisition Status Enter the applicable status or select data by clicking the search icon.
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Field Description/Instruction
Department Enter the Department code or select data by clicking the down arrow.
Position Number Enter the position number or select data by clicking the search icon.

5. Click search. The Job Classification Request page is displayed.
OR

Click Clear to clear the entry.

OR
Select the Add a New Value tab. The Classification Request page - Add a New Value tab is
displayed.
_ (US Dept of Agriculture)
BpowHR

TROM T TO RETT

Favorites = Main Menu > Employee Self Service > Tasks > Job Classification Request
- - - -
Classification Request

Find an Existing Value Add a New Value

Job Requisition: 000000

Add

Find an Existing Value | Add a New Value
Figure 3: Classification Request Page - Add a New Value Tab

6. Complete the field as follows:

Field Description/Instruction

Job Requisition Enter the number of the job requisition to be added.
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7. Click Add. The Job Classification Request page is displayed.

EvrowHR

SOLUTTONS
1M IS TO RETING

Favorites ' Main Menu > Employee Self Service > Tasks > Job Classification Request

(US Dept of Agriculture)

Job Classification Request

Job Requisition 000000 Date Entered  09/18/2015 Req Status  Initiated

Select a Classification Action Modify

New Position Classification

New Position on Approved Org Chart?

Job Code ASPD Lookup

No ASPD?: [

Create an Additional Indentical: [

Department W Q

Division
Branch
Section
Location Code I—Q Print PD |

Current Duties

Proposed
Changes

Select one or more reasons for changes to ASPD First Bl 1.5 or 5 Bl Last
Reason for Change [No Change v [#[=]

| v] =

I v =

| vl =

I vl FHE

Figure 4: Job Classification Request Page

8. Complete the fields as follows:

Note: Some of the fields on this page are populated from other pages and cannot be modified.
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Field

Description/Instruction

Job Requisition

Populated.

Date Entered

Populated with the system date or the current date and cannot be
changed.

Req Status

Populated.

Select a Classification
Action

Defaults to Update and cannot be changed.

New Position
Classification

Description/Instruction

New Position on
Approved Org Chart?

Select the applicable value from the drop-down list.

Job Code

Populated based on the position number selected.

No ASPD?

Check this box if the job being classified is not an Agency Standard
Position Description (ASPD).

Create an Additional
Identical

Check this box to create an additional job classification identical to the
one currently being created.

Department Enter the applicable Department code or search for a code by clicking
the search icon.

Division Populated.

Branch Populated.

Section Populated.

Location Code

Enter the applicable location code or search for a code by clicking the
search icon. The literal is displayed to the right of the field.

Current Duties

Enter the current duties of the job being classified.

Proposed Changes

Enter the proposed changes for the position being classified.

Select one or more
reasons for changes to
ASPD

Instruction

Reason for Change

Select the applicable reason for changing the job to ASPD from the
drop-down list.
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Additional Indentical

Department

Pay Plan/Occ
Series/Grade

Job Code

Current Duties

Select Position to Copy OGUXX

ITSPEC

FOUOX(

GS/ 2210/ 14

View Position
Description

Figure 5: Job Classification Request Page (Additional Identical)

Field

Description/Instruction

Additional Identical

Select Position to Copy

Enter the position number of the position to copy. The name of the
position is displayed to the right of the number.

Department

Populated with the Department code.

Pay Plan/Occ
Series/Grade

Populated with the pay plan, occupational series, and grade.

Job Code

Populated with the job code.

Current Duties

Populated with the current duties of the position.

Update/Re-Describe Classification

Empl ID

Department

Pay Plan/Occ
Series/Grade

Job Code

Proposed Title

Current Duties

Position Number

Proposed Changes

HHHAAK Doe, John
SRR ITSPEC
WO Last Promotion Date

Position Audit Decision Date
GS /2210 I 14
Position Entry Date 05/08/2011

LO0:0.0.0.0.4

View Position
Description

Figure 6: Job Classification Request Page (Update/Re-Describe Classification)
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Field

Description/Instruction

Update/Re-Describe
Classification

Description/Instruction

Empl ID

Populated with the user's employee identification (Empl ID) number. The
name is displayed to the right of the number.

Position Number

Populated with the user's position number. The position name is
displayed to the right of the number.

Department

Populated with the Department code.

Last Promotion Date

Populated with the last promotion date, if applicable.

Position Audit Decision
Date

Populated with the audit decision, if applicable.

Pay Plan/Occ
Series/Grade

Populated with the pay plan, occupational series, and grade.

Position Entry Date

Populated with the date that the employee entered the position.

Job Code

Populated with the job code of the job being classified.

Proposed Title

Enter the proposed title of the job.

Current Duties

Enter the current duties of the job.

Proposed Changes

Enter the proposed changes to the job duties.

10
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Recertify Classification

Position Number ~ POOOOGK ITSPEC
Department 00000
Pay Plan\Occ Series\Grade
GS \ 2210\ 14
View Position
Job Code  XXXXX Description
Duties
Proposed Changes
Figure 7: Job Classification Request Page (Recertify Classification)
Field Description/Instruction
Recertify Classification Description/Instruction
Position Number Populated with the user's position number. The position name is
displayed to the right of the number.
Department Populated with the Department code.
Pay Plan/Occ Populated with the pay plan, occupational series, and grade.

Series/Grade

Job Code Populated with the job code of the job being classified.
Duties Enter the duties of the job.
Proposed Changes Enter the proposed changes to the job duties.

11
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Justification

Supervisory Certification:: O
By checking this box, | certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational
relationship, and that the position is necessary to carry out Government functions for which | am responsible. This certification is made with the

knowledge that this information is to be used for statutory purposes relating to appeointment and payment of public funds, and that false or
misleading statements may constitute violations of such statutes or their implementing regulations.

Submil

Figure 8: Job Classification Request Page (Justification)
Field Description/Instruction

Justification Enter the justification for the change.

Supervisory Certification | Check this box after the request has been certified by the supervisor.

9. Click submit. The request is entered into the workflow for approval and processing. Your
Position Request Has Been Entered Into Workflow (99999999,999) is displayed.

10. Click oK. The Job Requisition and the Requisition Status have changed. The approver (the
Manager of the request’s Initiator) will receive an email, and the job requisition will
become a workflow item on their worklist.

Note: You can click Print PD to print a copy of the job description.

Personnel Actions

In the Personnel Actions component, you can view or print your Standard Form (SF) 50B,
Notification of Personnel Action.

To Enter a Personnel Action:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

12
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3. Select the Personnel Actions component. The Personnel Actions page is displayed.

(US Dept of Agriculture)

EmrowHR

SOLUTTONS
TRON I TO RETIRE

Favorites Main Menu > Employee Self Service > Tasks > Personnel Actions

Doe, John Employee Id: >0000K

Date of Request 08/17/2015 Proposed Effective Date: E1

Figure 9: Personnel Actions Page

4. Select the applicable date. The Personnel Actions page (PAR Category) is displayed.

EmrowHR

SOLUTTONS
RO VR TO RETIR

Favorites = Main Menu > Employee Self Service » Tasks > Personnel Actions
L4 L4 - -

(US Dept of Agriculture)

John Doe Employee Id: »3:30000
Date of Request 09/08/2015 Proposed Effective Date: |09/06/2015
PAR Category | vl
Choose your action

Figure 10: Personnel Actions Page (PAR Category)

5. Complete the fields as follows:

Field Description/Instruction

Date of Request Populated.

Proposed Effective Date | Populated based upon the date selected above.

PAR Category Select the applicable category from the drop-down list.

Choose your action Select data from the drop-down list. The valid values for this field depend
on the selection made on the PAR Category field.

The applicable Personnel Actions page is displayed. The fields on this page are dependent
on the PAR Category and Choose Your Action selections.

6. Complete the fields as follows:

Field Description/Instruction

Date of Request Populated.

13
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Field

Description/Instruction

Proposed Effective Date

Populated with the date entered on the Personnel Action Proposed
Effective Date page.

*PAR Category

Required field. Populated with the selection on the Personnel Action
PAR Category page.

*Choose your action

Required field. Populated with the selection on the Personnel Action
PAR Category page.

Position Populated.

Department Populated.

Location Populated.

Job Code Populated.

Type of Appt Populated.

PP/Series/Grade Populated.

Standard Hours Populated.

Work Schedule Populated.

Action Status Populated.

GLOC Code Enter the geographic location code (GLOC).
City Populated based upon the GLOC entered.
State Populated based upon the GLOC entered.
County Populated based upon the GLOC entered.

Justification

Enter the justification for the action.

7. Click Submit to submit the personnel action. The Workflow Confirmation popup appears.

8. Click oK. The Successfully Saved Confirmation popup appears.

9. Click OK.

Skills Information

Provided below are instructions for selecting the applicable skill to enter skills information.

14
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To Enter Skills Information Data:
1. Select the Employee Self Service menu group.
2. Select the Tasks menu

3. Select the Skills Information component. The Skills Information page is displayed.

EvrowHR

SOLUTTIONS
TN MITILE TO RETTRE

Favorites = Main Menu > Employee Self Service > Tasks > Skills Information
v b b g -

(US Dept of Agriculture)

Doe, John

Skills Information

i Edicafion |

Languages |

Licenses / Certificates |

Professional Training |

Figure 11: Skills Information Page

4. Select the applicable skill type to be entered/updated.

Education
To Enter Education Data:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

15
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3. Select the EmpowHR Education component. The Education page is displayed.

EmrowHR

SOLUITTONS
TROM JTRE TO RETIE

Favorites = Main Menu > Employee Self Service > Tasks > EMPOWHR Education

(US Dept of Agriculture)

Education

John Doe

Degree School Year

Doctorate degree 1986 Edit Delete

Doctorate degree 1997 Edit Delete

Doctorate degree 1997 Edit Delete

Doctorate degree 1997 Edit Delete

Less than grade 8 Edit Delete

Less than grade 8 Edit Delete

Less than grade 8 Edit Delete

Less than grade 8 Edit Delete

Less than grade 8 Edit Delete

Add a Degree |

Figure 12: Education Page

16
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4. Click Add a Degree. The Education Detail page is displayed.

EmrowHR

SOLUTIONS
TROM HITIE TO RETIRD

Favorites | Main Menu > Employee Self Service > Tasks > EMPOWHR Education

(US Dept of Agriculture)

Education Detail

Dioe, John

Level of Education

Education Level | v| Year Acquired:

** Post High School Education Only

Degree

Major Category

Major Specialization

Minor Category Code

[« [ [ 5]

Minor Specialization

Country United States
State
School Code
Save |
Return to Education
Figure 13: Education Detail Page
5. Complete the fields as follows:
Field Description/Instruction
Level of Education Description/Instruction
Education Level Identifies the employee’s highest level of education based on the number

of years of formal schooling and/or academic degrees or certificates.
Select the applicable data from the drop-down list.

Year Acquired Select the applicable year from the drop-down list. This field is used to
identify the calendar year during which the employee received the
degree or certificate shown for the education level.

*Post High School Description/Instruction
Education Only

17
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Field Description/Instruction
Degree
Major Category Select the applicable education major from the drop-down list. The

Education Major field identifies the employee’s major field of study
beyond high school.

Major Specialization

Select the applicable specialization from the drop-down list.

Minor Category Code

Select the applicable minor area of study from the drop-down list. This
field identifies the employee’s minor field of study beyond high school.

Minor Specialization

Select the applicable minor specialization from the drop-down list.

School Description/Instruction

Country Defaults to United States. Tochange the data select from the
drop-down list.

State Select the applicable State/province from the drop-down list.

School Code Select the applicable school code from the drop-down list.

6. Click save. The Save Confirmation popup appears.

EvrowHR

SOLUTTIONS
R T TO RETIRE

Favorites = Main Menu > Employee Self Service > Tasks > EMPOWHR Education

Save Confirmation

“ The Save was successful.

Figure 14: Save Confirmation Popup

7. Click oK. The Education page is displayed with the new information added.

Payroll Documents

The Payroll Documents module of EmpowHR contains payroll and benefits-related information.
Employees can access and update data. The ESS Payroll Documents have additional instructions
in the application to mimic the Employee Personal Page.

18
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Charitable Contributions

A charitable contribution is the authorization by an employee to withhold, through payroll
deductions, contributions for the Combined Federal Campaign (CFC).

Any employee whose duty station is located within an approved CFC area, and whose net pay is
sufficient to cover the allotment, may authorize payroll deductions for charitable contributions.
Included are employees whose appointments are limited to 1 year or less, provided an appropriate
official of the employing Agency determines the employee will continue employment for a period
sufficient to justify the allotment. The allotment will be an equal amount deducted each pay period
(minimum $1.00). The allotment will be for a term of 1 year beginning with the first pay period
that begins in January and ending with the last pay period that begins in December.

No deductions are made for any pay period in which the employee’s net pay is insufficient to cover
the deduction amount. No adjustments are made in subsequent pay periods to make up for missed
deductions.

All CFC contributions are automatically discontinued upon expiration of the 1-year withholding
period, death, retirement, or separation from Federal service.

Following are guidelines for processing charitable contribution data:

e Regulations require CFC designation to be processed by December 1. However, entries
received after that date will be processed.

e One-time cash contributions are not entered in EmpowHR. The contribution is made in
accordance with the Agency CFC instructions.

e An employee may discontinue an allotment at any time by submitting a signed letter or
memorandum to the personnel office. The document must include the employee’s name,
the amount, and the organization from which the contribution is being revoked. The
discontinuance is effective the first pay period beginning after receipt of the written
revocation.

19
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e The Office of Personnel Management (OPM) regulations provide that allotment
authorizations be transferred when an employee moves to an organization serviced by a
different payroll office. A new authorization form should be completed only if an
authorization was in effect with the losing Department on the date of transfer.

e The maximum number of charitable contribution records allowed is four.
This example will show how to enter data for an employee who wants to (1) authorize, (2) change,

or (3) cancel biweekly payroll deductions for charitable contributions to CFC.

For more information see:

Entering/Changing/Canceling Charitable Contribution Data...........c..ccoocciieenen.n. 20

Entering/Changing/Canceling Charitable Contribution Data
To Add/Change/Cancel Charitable Contribution Data:

1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Payroll Documents component.

20
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4. Select Modify Charitable Contribution. The Charitable Contribution tab is displayed.

EmrowHR

SOLUJTTONS
TRON MR TO RETIRG

Favorites - Main Menu > Employee Self Service > Tasks > Payroll Documents
L4 i - - -

[ Charitable Contribution |

Doe, John Empl ID: 30000

(US Dept of Agriculture)

SSN: UL

Instructions:

To add a new Charitable Contribution, click the plus sign to add a new row and enter the State,
and City codes, and the amount to deduct per pay period, then click Save.

Voluntary Charitable Contributions Find | View All First [ 4] 10f9 [ )] Last
+

Effective Date: |[01/11/2015 Pay Period: 01 Action Date: 01/14/2015

User ID: Transaction Status: |Applied

Data Element

Transaction Code Add
State Code: 22 LA
City Code: 1650 NEW ORLEANS

Deduction Per Pay Period: $25.00

[Elsave | [=Notify |
Figure 15: Charitable Contribution Tab

5. Complete the fields as follows:

Field Description/Instruction
Empl ID Populated when the employee signs on to ESS.
SSN Populated with the Social Security number (SSN) when the employee

signs on to ESS.

Voluntary Charitable Description/Instruction
Contributions

Effective Date Populated with the effective date of the action.
Pay Period Populated with the coordinating pay period.
Action Date Populated and cannot be changed.

User ID Populated when the employee signs on to ESS.
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Field

Description/Instruction

Transaction Status

Populated with the current status of the transaction. When the
transaction is saved, the status will change.

Data Element

Instruction

Transaction Code

Select the applicable information from the drop-down list. The valid
values are Add, Change, and Delete.

Note: This field can only be completed when the Effective Date is
within an open season.

State Code Enter the State code or select data by clicking the search icon.
Note: This field can only be completed when the Effective Date is
within an open season.

City Code Enter the city code or select data by clicking the search icon.

Note: This field can only be completed when the Effective Date is
within an open season.

Deduction Per Pay Period

Enter the amount of charitable deduction to be withheld per pay period.

Note: This field can only be completed when the Effective Date is
within an open season.

6. Click save.

7. Click OK.

Direct Deposit

Direct Deposit allows the transfer of net pay into a checking or savings account at a financial
organization through direct deposit/electronic funds transfer (DD/EFT). It is the employee’s pay
after deductions, which is transmitted through DD/EFT to a financial organization. A net pay
allotment is the direct deposit of net pay into a checking or savings account at a financial
organization through DD/EFT.

Before beginning the following information in needed:

Bank routing number.

Employee’s account number.

Type of account (savings or checking) into which the deposit will be made.
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For more information see:

ChangiNg NET PaY .......ccoiuiiiiiiiii ettt e et s e e e snbeee e ataeeeens 23
CaANCEIING NET PAY ....iiiiiiiiie ittt e et e e 23

Changing Net Pay

Once the employee is participating in direct deposit, an employee can:

. Change the depositor account number

. Change from a checking to a savings account or vice versa
. Change from one financial organization to another

. Change the routing number of a financial organization

Canceling Net Pay

To cancel a direct deposit authorization, enter the new check mailing address data or designated
agent code in the Employee Address document, you must enter the new check mailing address or
designated agent number; otherwise, the salary will continue to be disbursed to the financial
organization through DD/EFT.

To Cancel Net Pay Data:
1. Select the Employee Self Service menu group.
2. Select the Tasks menu.

3. Select the Payroll Documents component.
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4. Select Modify Direct Deposit. The Direct Deposit tab is displayed.

EmrowHR

SOLUTTONS
1RO 11K TO RETIA

Favorites | Main Menu > Employee Self Service > Tasks > Payroll Documents
- - - -

Direct Deposit

Doe, John Empl ID: X000

(US Dept of Agriculture)

SSN: OG0

Instructions:

Direct Deposit allows your paycheck to be electronically transferred to the financial institution of your
choice. You may Start or Change a Direct Deposit. If you change your financial institution's Routing
Number, you may also need to change your Account Number and Account Type.

Enter your new Direct Deposit information below and click Save.

To cancel a Direct Deposit, please contact your servicing personnel office.

Direct Deposit Eind | View All First o 10f1 ) | Last
*Effective Date: |08!23f2015 Q Pay Period: 17 Date Entered: 09/03/2015 [+
User ID: EMPOWHR_TL Transaction Status: InProgress M

Account Information

Account Type: @) Checking O Savings
*Routing #: Q
*Account #: |

Elsave | = Notify |

Figure 16: Direct Deposit Tab

5. Complete the fields as follows:

Field Description/Instruction

Empl ID Populated when the employee signs on to ESS.

SSN Populated when the employee signs on to ESS.

Direct Deposit Description/Instruction

*Effective Date Required field. Populated with the beginning date of the current pay
period. This field can be changed by clicking the search icon.

Pay Period Populated with the coordinating pay period.

Date Entered Populated with the date entered.

User ID Populated when the employee signs on to ESS.
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Field Description/Instruction

Transaction Status Defaults to In Progress and reflects the status of the transaction.

The transaction status will change when the transaction is saved, is in
suspense, or resent to NFC.

Account Information Select the applicable type of account.
Account Type Instruction
*Routing # Required field. Enter the routing number of the bank or select data by

clicking the search icon.

*Account # Required field. Enter the account number of the direct deposit.

6. Click save.

7. Click OK.

Federal Tax Data

Federal tax is withheld through payroll deductions based on the processing of the Internal Revenue
Service (IRS) Form W-4, Employee's Withholding Allowance Certificate. Federal income tax
withholding is based on an IRS formula that includes a calculation of Thrift Savings Plan (TSP)
contributions, the number of allowances claimed, and a tax-withholding table for marital status.
From this calculation, the tax amount is determined based on the taxable income amount and the
tax percentage.

Federal income tax is withheld based on the processing of Form W-4. Ifa W-4 is not processed,
Federal income tax will automatically be withheld at the rate of single with zero exemption until a
W-4 is processed.

A Federal income tax certificate does not need to be processed for employees reassigning to
another Agency serviced by NFC within the same Department. However, employees transferring
from one Department to another Department serviced by NFC must submit a new W-4 at the time
the accession action is processed.

An employee may choose to claim exempt if no Federal tax was owed the prior year and the
employee does not expect to owe any tax in the current year. The employee must file a W -4 before
February 15 of each year if total exemption is claimed. Otherwise, tax withholding will
automatically be withheld based on single with zero exemptions.

Note: Employees whose duty station is the Republic of Panama, Virgin Islands, Guam, or the Northern
Mariana Islands, may be exempt from Federal income tax. If exempt, the employee must file a W-4
indicating Exempt status.

Before beginning, the following information is needed:
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e Marital status of the employee.
e Total number of tax exemptions to be claimed by the employee.

e Any additional withholding amount (in dollars and cents).

Note: This is an optional field.

For more information see:

Entering/Changing/Canceling Federal Tax Data............oocuuvieeiieiiiiiiiiiiieee e, 26

Entering/Changing/Canceling Federal Tax Data
To Enter/Change/Cancel Federal Tax Data:

1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Payroll Documents component.
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4. Select Modify Federal Tax. The Federal Tax tab is displayed.
{ (US Dept of Agriculture)
EvvowHR
SOLUTIONS
RN TR TO RETIRG
Favorites ' Main Menu > Employee Self Service > Tasks > Payroll Documents
. Federal Tax
Doe, John Empl ID: JG0000¢ SSN: XU

Instructions:
Enter your new Federal Tax withholding below and click Save.
On this page, you may change the following:
-Marital Status
-Number of Allowances
-Amount of additional withholding
You may also file your initial W-4 form or file exempt from withholding. To file advanced earned income credit,
see your servicing personnel office. You cannot claim exemption from withholding if:
Your income exceeds $750 and includes more than $250 of unearned income (e.g. interest

and dividends)
AND
Another person can claim you as a dependent on their tax return.
Federal Tax Data Eind | View All First 4 10f4 [} Last
*Effective Date:|06/17/2012 Pay Period: 13 Date Entered:  06/28/2012
User ID: X000 Transaction Status: /Auto Actn [v]
Tax Marital Status: Single il
Total Number of Allowances Claimed: 7
Additional Withholding Amount: $0.00

Elsave |!‘—_'1Nolify |

Figure 17: Federal Tax Tab

5. Complete the fields as follows:

Field Description/Instruction

Empl ID Populated when the employee signs on to ESS.

SSN Populated when the employee signs on to ESS.

Federal Tax Data Description/Instruction

*Effective Date Required field. Populated with the beginning date of the current pay
period. This field can be changed by clicking the search icon.

Pay Period Populated with the coordinating pay period.
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Field Description/Instruction

Date Entered Populated with the date that the information was entered.

User ID Populated when the employee signs on to ESS.

Transaction Status Defaults to In Progress and reflects the status of the transaction.

The transaction status will change when the transaction is saved, is in
suspense, or resent to NFC.

Exemption Data Instruction
Tax Marital Status Select the tax marital status from the drop-down list.
Total Number of Enter the number of exemptions.

Allowances Claimed

Additional Withholding Enter the additional amount (dollar amount) to be withheld in addition to
Amount the Total Number of Allowances Claimed.

6. Click save.

7. Click OK.

Financial Allotments

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

In order to participate in a Health Savings Plan, you must participate in a High Deductible Health
Plan, have no other insurance coverage other than those specifically allowed (e.g., disability,
dental, vision, long-term care, and limited expense flexible spending accounts) and not be claimed
as a dependent on someone else’s tax return. Filing jointly as a spouse does not mean you are a
dependent on your spouse’s tax return. Y ou cannot contribute to an Health Savings Account
(HSA) if you participate in a general-purpose health care flexible spending account (HCFSA), a
spouse’s HCFSA, a spouse’s family enrollment in other non-high deductible health insurance
coverage, TRICARE, Medicare, or have received Department of Veterans Affairs (VA) benefits
within the previous 3 months.

For more information see:

Entering/Changing/Canceling Financial Allotments...........cccccoociiiiiiiiiiniiiieneen, 29
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Entering/Changing/Canceling Financial Allotments
To Enter/Change/Cancel Financial Allotments:

1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Payroll Documents component.

4. Select Modify Financial Allotment/Health Sav. The Financial Allotment/Health Sav tab is
displayed.

EmrowHR

SOLUTTONS
TN MILE TO RETIR

Favorites ' Main Menu > Employee Self Service > Tasks » Payroll Documents

(US Dept of Agriculture)

Financial Allotment/Health Sav

Doe, John Empl 1D: 30000 SSN: O KKK

Instructions:
Enter your new Financial Allotment amount and Account Information below and click Save.

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

Financial Allotment/Heath Savings Account Eind | View All First T 1 o4 O Last
*Effective Date: |07/15/2012 Pay Period: 15 Date Entered: 07/27/2012
User ID: }0000x Transaction Status: |[Auto Actn

Account Information

Account Type: Checking ® savings

*Routing #: P

*Account #: HIGOLUGOL

Allotment Amount: $50.00 Cancel Allotment

Elsave | [= |Notify |

Figure 18: Financial Allotment/Health Sav Tab

5. Complete the fields as follows:

Field ‘ Description/Instruction
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Field Description/Instruction

Empl ID Populated when the employee signs on to ESS.

SSN Populated when the employee signs on to ESS.

Financial Description/Instruction

Allotment/Health Savings

Account

*Effective Date Required field. Populated with the beginning date of the current pay

period. This field can be changed by clicking the search icon.

Pay Period Populated when the employee signs on to ESS.
Date Entered Populated when the employee signs on to ESS.
User ID Populated when the employee signs on to ESS.
Transaction Status Defaults to In Progress and reflects the status of the transaction.

The transaction status will change when the transaction is saved, is in
suspense, or resent to NFC.

Account Information Instruction
Account Type Select the applicable account type.
*Routing # Required field. Enter the routing number of the bank or select data by

clicking on the search icon.

*Account # Required field. Enter the account number of the direct deposit.
Allotment Data Instruction

Allotment Amount Enter the amount of the financial allotment.

Cancel Allotment Check this box if the allotment should be canceled.

6. Click save.

Health Benefits

Any Federal Employees Health Benefits (FEHB) program change request entered during Open
Season will be effective Pay Period 01. If you meet the criteria for a qualifying life event (QLE)
and wish to have your FEHB change effective on a different date, please see your servicing
personnel office. The major QLEs that permit enrollment or change in enrollment outside of open
season are:

e Change in family status:

e Marriage
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e Birth or adoption of a child
e Acquisition of a foster child
e Legal separation
e Divorce
e Death of a spouse or dependent
e Change in employment status:
e Reemployed after a break in service of more than 3 days.

e Return to pay status after your coverage terminated during LWOP status or because
you were in LWOP status for more than 365 days.

e Pay increases enough for premiums to be withheld.
e Restored to a civilian position after serving in the uniformed services.

e Change from a temporary appointment to an appointment that entitles you to a
Government contribution.

e Change to or from part-time career employment.
e Employee or a family member lose FEHB or other coverage:

e Under another FEHB enrollment because the covering enrollment was terminated,
canceled, or changed to self only.

e Under another Federally-sponsored health benefits program.

e Under Medicaid or similar State-sponsored program for the needy because your
membership terminates in the employee organization sponsoring the FEHB plan.

e Under a non-Federal health plan.
When one of these events occur, the employee may:

e Enroll
e Change enrollment from self only to self and family
e Change enrollment to self only

e Cancel enrollment

Note: A change to self only may be made only if the QLE causes the enrollee to be the last eligible family
member under the FEHB enrollment. A cancelation may be made only if the enrollee can show that as a
result of the QLE, he or she and all eligible family members now have other health insurance.

For more information see:
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Entering/Changing/Canceling Health Benefits Data..........cccccoecviiieieeiiiiiciiieeneen 32

Entering/Changing/Canceling Health Benefits Data
To Add/Change/Cancel Health Benefits Data:

1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Payroll Documents component.
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4. Select Modify Health Benefits. The Health Benefits page - Elections tab is displayed.

(US Dept of Agriculture)

EvrowHR

SOLULTTONS
TROM IR TO RETIR

Favorites = Main Menu > Employee Self Service > Tasks > Payroll Documents

Elections . Dependants

Cioe, John Empl ID: X0G000

S8N: R ARKAK

Instructions: Any FEHB Change Request you enter during Open Season will be effective Pay Period 01. If
you meet the criteria for a "qualifying life event" (add link to what these include) and wish to have your FEHB

change effective on a different date, please see your servicing personnel office.

It is your responsibility to ensure that the plan you select is available in your area. Read plan brochures

carefully before selecting a plan.
Complete the enroliment information below and click "Save"

If Cancel is selected — display the following text in the Transaction Information group box:

If you elect to cancel your FEHB health benefits coverage, you may not enroll again until FEHB Open Season
or a "qualifying life event” occurs. Cancelling your health benefits could also affect your eligibility to continue

health benefits coverage after retirement
Health Benefits

*Effective Date:  |01/11/2015 Pay Period: 01 Date Entered:

Eind | View Al
12/08/2014

First BN 1 or2 I Last

User 1Dz X0000( Transaction Status: |Applied

Benefit Plan: 112 BLUE CROSS AND BLUE SHIELD

Coverage Code: 2 Self+Family

Change

Code:
Event Code: Spanis S

Transaction

Email Address:  X000@ooox_

Medicare B: Medicare D:
* Other Insurance  [No FEHB:

Medicare A:
Tricare:

Other Insurance Name:

Policy Number:

Plan Information

Transaction Information

Married?:
Preferred Telephone Number:  FHOOOGK

Health Benefits Form (SF2809)

Remarks

Dther Insurance Information

Medicare Claim #

Event Date: 11/10/2014 Date Document Signed: |12/07/2014
Event Change Code: 1B Office Received Date: 12/07/2014
Personnel Contact
Name: SPECIALIST, BENEFITS
*First  BENEFITS Middle *Last |SPECIALIST Suffix
Authorized Agency Phone RHIHFAFORA Personnel Office Phone SRR HAK,
Number: Number:
Retro collection by NFC: Pre-Tax FEHB Premium: v/ ;??n?iEnTployee e

&iSave | [= Notify |

Figure 19: Health Benefits Page - Elections Tab
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Complete the fields as follows:

Field Description/Instruction
Empl ID Populated when the employee signs on to ESS.
SSN Populated when the employee signs on to ESS.

Health Benefits

Description/Instruction

*Effective Date

Required field. Populated with the beginning date of the current pay
period. This field can be changed by clicking the search icon.

Pay Period

Populated with the pay period that the document was entered.

Date Entered

Populated with the date that the document was entered.

User ID

Populated when the employee signs on to ESS.

Transaction Status

Populated with the current status of the transaction. When the
transaction is saved, the status will change.

Plan Information

Instruction

Benefit Plan

Enter the health benefit plan.

Coverage Code

Enter the applicable coverage code for the health benefit plan entered.

The literal is displayed to the right of the field.

Transaction Information

Instruction

Transaction Code

Select the application action from the drop-down list. The valid values are

Add, Change, and Delete.

Married?

Check this box if the applicant is married.

Event Code

Select the applicable event from the drop-down list.

Preferred Telephone
Number

Enter the phone number of the applicant.

Email Address

Enter the email address of the applicant.

Other Insurance Instruction

Information

Medicare A Check this box if applicable.
Medicare B Check this box if applicable.
Medicare D Check this box if applicable.

Medicare Claim #

Enter the Medicare claim number if applicable.

34




. . SOLUTIONS
EmpowHR, Section 8, Employee Self Service FROM IIIRE TO RETIRE

Publications Category: HR and Payroll Processing EMPOWHR)

Field Description/Instruction
Tricare Check this box if applicable.
*Other Insurance Required field. Select whether or not the applicant has other insurance

from the drop-down list.

FEHB Check this box if the applicant already has FEHB coverage.

Other Insurance Name Enter the private insurance name if the applicant has additional
insurance.

Policy Number Enter the policy number if the applicant has additional insurance.

Event Date Enter the event date or select a date from the calendar icon.

Date Document Signed Enter the date the insurance document was signed or select a date from
the calendar icon.

Event Change Code Enter the event change code or select data by clicking the search icon.

Office Received Date Enter the date the office received the document or select a date from the
calendar icon.

Personnel Contact Description/Instruction

Name

*First Required field. Enter the first name of the personnel contact.
Middle Enter the middle name of the personnel contact, if applicable.
*Last Required field. Enter the last name of the personnel contact.
Suffix Select the applicable suffix, if applicable.

Authorized Agency Enter the phone number of the personnel contact’s Agency.

Phone Number

Personnel Office Phone Enter the phone number of the personnel office for the personnel
Number contact.

Retro collection by NFC | Check this box if applicable.

Pre-Tax FEHB Premium Populated with a check. Uncheck if the pre-tax premium is no.

Temp Employee Pay Full | Defaults to No. Change by selecting data from the drop-down list.
Premium

6. Click Health Benefits Form (SF2809) link to complete the Health Benefits form for
submission.

7. Click save.
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8. Click the Dependents link at the bottom of the page. The Health Benefits page - Dependents
tab is displayed.
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OR

Select the Dependents tab at the top of the page. The Health Benefits page - Dependents tab
is displayed.

EvrowHR

SOLUTTONS
TROM ITRE TO RETIRE

Favorites = Main Menu > Employee Self Service » Tasks > Payroll Documents
a4 _ A v v

Elections Dependants |

Doe, John Empl ID: HHGGOK SSN: KO

Instructions: To add a new Dependent, click the plus sign enter dependent information, Address and Coverage Information.

Coverage

Effective Date: 01/11/2015 Date Entered:  12/08/2014

User ID: 30 Transaction Status: Applied

Benefit Plan: 112

Coverage Code: Self+Family

Dependents [Find | View All First n 1012z Last
Name Dog, J L

* First J Middle | * Doe Suffix
:\Il:)ational HOGOO0 * Date of Birth mmwoolzaﬂ “Gender | Male

Preferred Telephone Number OO0 Relationship | Child < 26

Email Address  sooooo@oocon

Address Information

Address 1 123 Main Street
Address 2
Address 3

City NEW ORLEANS LA 0000

Foreign Address Indicator

Coverage Information

Medicare A: Medicare B: Medicare D: Medicare Claim #

T * Other Insurance |Ng FEHB:
Other Insurance Name

Policy Number

ESave |E|Not\fy |

Elections | Dependants

Figure 20: Health Benefits Page - Dependants Tab
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Complete the fields as follows:

Field Description/Instruction

Empl Id Populated when the employee signs on to ESS.
SSN Populated when the employee signs on to ESS.
Coverage Description/Instruction

Effective Date

Populated with the beginning date of the current pay period. This field
can be changed by clicking the search icon.

Date Entered

Populated with the date that the document was entered.

User ID

Populated when the employee signs on to ESS.

Transaction Status

Populated with the current status of the transaction. When the
transaction is saved, the status will change.

Benefit Plan

Populated from the Elections tab.

Coverage Code

Populated from the Elections tab.

Dependents Instruction

Name

*First Required field. Enter the first name of the personnel contact.
Middle Enter the middle name of the personnel contact, if applicable.
*Last Required field. Enter the last name of the personnel contact.
Suffix Select the suffix, if applicable, from the drop-down list.
National ID Enter the SSN of the dependent.

*Date of Birth

Required field. Enter the birth date of the dependent or select a date from
the calendar icon.

*Gender

Required field. Select the gender of the dependent from the drop-down
list.

Preferred Telephone
Number

Enter the preferred telephone number.

Relationship

Select the relationship between the applicant and the dependent from
the drop-down list.

Email Address

Enter the applicable email address.

Address Information

Instruction

Address 1

Enter the first line of the dependent’s address.
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I1.

Field Description/Instruction

Address 2 Enter the second line of the dependent’s address, if applicable.
Address 3 Enter the third line of the dependent’s address, if applicable.
City Enter the city, State, and ZIP Code of the address in each of the

appropriate fields.

Foreign Address
Indicator

Check this box if the address is in a foreign country.

Coverage Information

Instruction

Medicare A Check this box, if applicable.
Medicare B Check this box, if applicable.
Medicare D Check this box, if applicable.

Medicare Claim #

Enter the Medicare claim number, if applicable.

Tricare

Check this box, if applicable.

*Other Insurance

Required field. Select whether or not the applicant has other insurance

from the drop-down list.

FEHB

Check this box if the applicant already has FEHB coverage.

Other Insurance Name

Enter the name of the other insurance if the applicant has additional

insurance.

Policy Number

Enter the policy number if the applicant has additional insurance.

Click the + to add another dependent. If more than two, click the + for each additional

dependent.

Click save.

State Tax

For processing purposes, the tax year usually begins in Pay Period 25 and ends in Pay Period 24.
All taxes withheld for those inclusive pay periods are reported on the IRS Form W-2, Wage and
Tax Statement.

A new tax certificate may be processed at any time to change an employee’s tax information. If the
employee’s duty station or residence changes and the new local tax location has an agreement with
Treasury for mandatory withholding, a new tax certificate should be processed. All previously

processed exemptions, additional withholdings, etc., will be removed and must be reprocessed, if
applicable. Ifa new tax certificate is not processed, the Payroll/Personnel System (PPS) will begin
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withholdings at the highest taxable rate if the duty station has a mandatory tax withholding
agreement

You may be exempt from withholding of State tax on the basis of limited earnings or other reasons
determined by the State. If exemption is allowed by the State, type Only (ONL) in the Total Number
of Allowances field, to indicate the employee is exempt from withholding.

Some States do not provide State withholding exemption certificates for establishing an exemption
status; others do not require the processing of State tax withholding data since the income tax
formulas are based on a percentage of Federal income tax, Federal exemption status, or a
percentage of annual wages. Ifthe State tax withholding is based on the Federal withholding and a
Form W-4 is not processed, Federal and State Income Taxes will be automatically withheld at the
rate of single with zero exemption until a Form W-4 is entered for processing.

Unless otherwise indicated, State tax deductions for lump sum payments and cash awards are
withheld based on the employee’s State tax exemptions recorded in the database.

For more information see:

Dual State Tax Voluntary Withholding ...........cccceiiiiiieiii e 40
Cancelation of Voluntary Withholding .........ccoooviiiiiiii e 41
Certificate of Non-Residence for State TaX ........ccccceevvieriiiiiiiniecneeree e 41
Voluntary WithhoIdiNg ........oooeeiiii e 41
Additional WithholdiNg.......c.cooiiiiii e 42
Entering/Changing/Canceling State TaxX Data ...........ooccuueiiiiiiiiiiiiiiieeeeeiiieeeeee 42

Dual State Tax Voluntary Withholding

Dual State tax withholding allows employees to voluntarily elect to pay State tax in both their duty
station and residence States. If State income tax is currently being withheld based on the duty
station and a State tax form is entered to begin withholding for the residence State, the document
will appear in suspense with an informational message indicating the document entered will result
in dual State tax deductions. To release the document, type C in the Status Code field.

The Form AD-304, Request and Authorization for Allotments of Compensation for State Income
Tax Purposes, serves as a certification that the employee is authorizing voluntary withholding
from his/her pay and must accompany the appropriate State withholding exemption certificate.
The Form AD-304 can also be used to record the voluntary State tax withholding data in cases
where the State does not provide a form for the declaration of withholding.

If the Form AD-304 is used to record voluntary State tax data in lieu of a State tax certificate, the
State Tax Withholding State Code, the Total Number of Allowances, and the Additional Amount
(if applicable) must be indicated on the form when signed by the employee.
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Cancelation of Voluntary Withholding
Voluntary State tax withholding will terminate if:

e The duty station State changes (the certificate of non-residence is now void).
e The State revokes its tax withholding law.

¢ An exemption-from-withholding certificate is processed (ONL in the Total Number of
Allowances field).

e A cancelation of voluntary withholding is processed (CAN in the Total Number of
Allowances field).

Certificate of Non-Residence for State Tax

States with reciprocal agreements have agreed that if taxes are withheld for the residence State,
taxes will not be withheld for the duty station State. A certificate of non-residence allows an
employee to declare non-residency for the duty station State to have taxes withheld for the
residence State.

State laws and regulations should be checked to determine if reciprocal agreements are in place
before processing a certificate of non-residence for an employee. In most cases, the employee must
reside in one of several designated States to be exempt from the mandatory withholding provisions
of their duty station State.

If your duty station changes, the certificate of non-residence in effect at that time will become
void, and a new certificate is required for the new duty station State (if applicable).

Each certificate of non-residence is to be completed following the instructions on the individual
form. Enter the duty station State tax document to waive liability before entering the State tax
document for the residence State. Type WAV (waiver) in the Total Number of Allowances Claimed
field.

Voluntary Withholding

Several taxing entities that do not have agreements with the Secretary of the Treasury have been
established in the database for voluntary tax withholding. Tax data must be processed for these
entities for taxes to be withheld. Voluntary withholding is based on residence. An employee may
voluntarily elect to pay tax based on residence if:

e Theresidence city, county, or State is established in the Table Management System
(TMGT).

e The mandatory duty station tax is waived (if allowed).

e The residence tax locality on the tax form agrees with the residence tax locality of the duty
station.
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Additional Withholding

You may authorize an amount to be withheld from your salary each pay period in addition to the
amount automatically withheld in accordance with the income tax formula. Most exemption
certificates allow for additional withholding. This dollar amount is entered in the Additional
Withholding Amount field of the applicable income tax certificate page.

This section shows the process of establishing or changing an employee’s State income tax
withholding code or an additional withholding amount and establishing or canceling a certificate
of non-residence and claiming total exemptions from withholding, if permitted by the State.

Before beginning, the following information is needed: (refer to the State tax withholding
certificated completed by the employee.)

State tax withholding code
Total number of allowances

Additional withholding amount (for California, Illinois, Michigan, Virginia, and Puerto
Rico only)

Additional exemptions claimed (for Puerto Rico only)
Personal exemptions claimed

Public or private employee

Entering/Changing/Canceling State Tax Data

To Add/Change/Cancel State Tax Data:

1.

Select the Employee Self Service menu group.

2. Select the Tasks menu.

3.

Select the Payroll Documents component.
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4. Select Modify State Tax. The State Tax tab is displayed.

EmeowHR

SOLUTTIONS
TIROM MTIE TO RETIR

Favorites = Main Menu > Employee Self Service > Tasks > Payroll Documents

State Tax

Doe, John Empl ID: 3000000 SSN: SO

(US Dept of Agriculture)

Instructions:
Enter your new State Tax withholding below and click Save
Here you may change withholdings for your current state only. You may NOT:
- Change your state
- File an initial state withholding form
- File exempt from state withholding
-Claim more than 15 exemptions or dependents
If you change Departments or Agencies, you must file an initial State Tax withholding form with your new

agency. If you have moved to another state, or need any of the above changes, see your servicing personnel office.
State Tax Data Eind | View Al First K 1 o 1 I Last

*Effective Date: IMQ Pay Period: 18 Date Entered: 09/09/2015

User ID: 3OO0 Transaction Status: InProgress [v]

xemption Data

State tax withholding state code: | Q

Total Number Of Allowances: | S8 NFC TAX INSTRUCTIONS

Additional Withholding Amount: I $0.00

Figure 21: State Tax Tab

5. Complete the fields as follows:

Field Description/Instruction

Empl ID Populated when the employee signs on to ESS.

SSN Populated when the employee signs on to ESS.

State Tax Data Description/Instruction

*Effective Date Required field. Populated with the beginning date of the current pay
period. Change the date, if applicable.

Pay Period Populated with the coordinating pay period of the Effective Date.

Date Entered Populated with the date entered.

User ID Populated when the employee signs on to ESS.
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Field

Description/Instruction

Transaction Status

Defaults to In Progress and reflects the status of the transaction.
The transaction status will change when the transaction is saved, is in
suspense, or resent to NFC.

Exemption Data

Instruction

State tax withholding
state code

Enter the State tax withholding code or select data by clicking the search
icon.

Total Number Of
Allowances

Enter the applicable number.

Additional Withholding
Amount

Enter the additional amount to be withheld, if applicable.

6. Click save.

Thrift Savings Plan

The TSP transaction allows you to specify a percentage of pay (up to 99 percent) or whole dollar
amount to contribute to your TSP each pay period. Your total contributions for the year may not
exceed the IRS limit. When changing your TSP contribution amounts, please enter either a
percentage or whole dollar amount. Do no enter both.

Federal Employees Retirement System (FERS) employees should refer to the TSP Fact Sheet,
Annual Limit on Elective Deferrals, dated November 2, 2005, available on www.tsp.gov to ensure
your contribution will receive the maximum Agency matching.

Before beginning, the following information is needed: (Refer to Form TSP-1, Election Form -

Thrift Savings Plan.)

e The type of action (enrolling, changing, stopping contributions).

e The percent of contribution or the amount of contribution.

e The time of the action (whether action is being processed during an open season).

For more information see:

Entering/Changing/Canceling Thrift Savings Plan/Roth Data............c.ccccecveennee. 44

Entering/Changing/Canceling Thrift Savings Plan/Roth Data

To Add/Change/Cancel Thrift Savings Plan/Roth Data:

1. Select the Employee Self Service menu group.
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2. Select the Tasks menu.

3. Select the Payroll Documents component.

4. Select Modify TSP/TSP Roth. The TSP/TSP Roth tab is displayed.

EmrowHR

SOLUTIONS
TROM HIRE TO RETIR

Favorites Main Menu > Employee Self Service > Tasks > Payroll Documents

TSP/TSP Roth
Empl 1D:30000

Doe, John SSN: HORH 0O

(US Dept of Agriculture)

Instructions:

Enter your new Thrift Savings Plan/Thrift Savings Plan Roth contribution below and click Save.

This Thrift Savings Plan/Thrift Savings Plan Roth transaction allows you to specify a percentage of pay (up to 99%) or whole
dollar amount to contribute to your TSP/TSP Roth each pay period. Your total contributions for the year may not exceed the IRS
limit of $17,000. This is a pre-tax deduction. When changing your TSP/TSP Roth contribution ameunts, please enter either a
percentage or whole dollar amount. Do not enter both.

FERS employees should refer to the TSP Fact Sheet "Annual Limit on Elective Deferrals” dated 10/2011 available on
www.tsp.gov to ensure your contribution will receive the maximum agency matching.

Thrift Savings Plan/Thrift Savings Plan Roth Find | View All First B 1 or7 O Last
*Effective Date: |10/19/2014 Pay Period: 21 Date Entered: 11/07/2014
User 1D: 300004% Transaction Status: Auto Actn

ontribution Information

TSPI/TSP Roth
® TSP TSP Roth

*TSP Transaction Code: HESE Waliment hang e

Contribution Rate: 2 gr;;cer %

Contribution Amount: 50 Enter $ Amount

[Slsave | [= Notify |
Figure 22: TSP/TSP Roth Tab
5. Complete the fields as follows:

Field Description/Instruction
Empl ID Populated when the employee signs on to ESS.
SSN Populated when the employee signs on to ESS.

Thrift Savings Plan/Thrift | Description/Instruction
Savings Plan Roth

*Effective Date Required field. Populated with the beginning date of the current pay
period. Change the date, if applicable.
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Field Description/Instruction

Pay Period Populated with the coordinating pay period based upon the Effective
Date.

Date Entered Populated with the date entered.

User ID Populated when the employee signs on to ESS.

Transaction Status Defaults to In Progress and reflects the status of the transaction.

The transaction status will change when the transaction is saved, is in
suspense, or resent to NFC.

Contribution Information | Instruction

TSP/TSP Roth Select the applicable radio button to designate whether the contribution
is TSP or TSP Roth.

*TSP Transaction Code Required field. Select the applicable code from the drop-down list.

Contribution Rate Enter the contribution percent, or enter the contribution amount

OR ($XX.XX). If you enter a percentage, you cannot enter an amount. If you
enter an amount, you cannot enter a percentage.

Contribution Amount

6. Click save.

Thrift Savings Plan Catch-Up Contributions

Public Law 107-304 permits eligible TSP participants age 50 or older to make tax-deferred
"catch-up" contributions from basic pay to their TSP accounts. The catch-up contributions are a
supplement to the participant’s regular TSP contributions and do not count against either the
statutory contribution percentage limitations or the IRS deferral limit.

You must meet the following criteria in order to make catch-up contributions:

e In pay status.
e At least 50 years or older in the year that the catch-up contributions are made.

e Not be in the 6-month non-contribution period following a financial hardship in-service
withdrawal.

e Contribute the maximum amount allowed according to TSP/IRS regulations.

There are no matching Government contributions when making catch-up contributions.
Allocations for the catch-up contributions will be made in accordance with the employee’s current
allocations.
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Before beginning, the following information is needed: (Refer to Form TSP-1-C, Catch-up
Contribution Election - Thrift Savings Plan.)

e Type of action (enrolling, changing, stopping contributions)

e Amount of contribution

For more information see:

Entering/Changing/Canceling Thrift Savings Plan Catch-Up Data ....................... 47

Entering/Changing/Canceling Thrift Savings Plan Catch-Up Data
To Add/Change/Cancel Thrift Savings Plan Catch-up Data:

1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Payroll Documents component.
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4. Select Modify TSP Catch-Up. The TSP Catch-Up/TSP Roth Catch-Up tab is displayed.

EmrowHR

SOLUTTIONS

TROM IR TO RETIR
Favorites = Main Menu

- -

Employee Self Service
-

(US Dept of Agriculture)

Tasks Payroll Documents
-

TSP Catch-Up/TSP Roth Catch-Up

Dioe, John

Instructions:

Empl ID: SO0 SON: HOK KK KKK

Enter your new Thrift Savings Plan Catch-Up/Thrift Savings Plan Roth Catch-Up change request below.

You must be contributing the maximum amount allowed into your TSP/TSP Roth to be eligible to participate in TSP
Catch-Up/TSP Roth Catch-Up. The maximum amount allowed is the percentage of pay or dollar amount which will

result in total contributions of $17,000 (the IRS limit) by the end of the tax year. Please see the www.tsp.gov site for
more information on limits and restrictions.

To start or change your TSP Catch-up/TSP Roth Catch-up contribution, select New Enroliment and enter the whole
contribution amount to be deducted each pay period and click Save.

TSP Catch-Up/TSP Roth Catch-Up Election

User ID: G000

TSPITSP Roth

@®71sP O TSP Roth

Contribution Amount:

*Effective Date: [08/23/2015 O

lection Information

TSP Catchup Transaction Code: | v

Find | View Al First Bl q o1 Bl Last
Pay Period: 17 Date Entered: 09/03/2015
Transaction Status: InProgress V]

Enter $ Amount

%

Blsave |N0tify |

Figure 23: TSP Catch-up/TSP Roth Catch-up Tab

5. Complete the fields as follows:

Field Description/Instruction
Empl ID Populated when the employee signs on to ESS.
SSN Populated when the employee signs on to ESS.

TSP Catch-Up/TSP Roth
Catch-Up Election

Description/Instruction

*Effective Date

Required field. Populated with the beginning date of the current pay
period. Change the date, if applicable.

Pay Period

Populated with the coordinating pay period based upon the effective date
entered.
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Field Description/Instruction

Date Entered Populated with the date entered.

User ID Populated when the employee signs on to ESS.

Transaction Status Defaults to In Progress and reflects the status of the transaction.

The transaction status will change when the transaction is saved, is in
suspense, or resent to NFC.

Election Information Instruction

TSP/TSP Roth Select the applicable radio button to designate whether the catch-up
contribution is TSP or TSP Roth.

TSP Catchup Transaction | Select the applicable code from the drop-down list.
Code

Contribution Amount Enter the contribution amount ($XX.XX).

6. Click save.

Awards

This process allows employees view and update an award.

For more information see:

Viewing and Updating AWard Data.............ccceeiiiiieiiiiiieiniiee e 49

Viewing and Updating Award Data
To View and Update an Award:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.
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3. Select the Awards component. The Awards page - Specify EMPLID or search by

Sub-Agency, State and Last Name tab is displayed.

EmrowHR

SOLUTIONS
TROM I TO RETIR

Favorites = Main Menu > Employee Self Service > Tasks > Awards
- w

- -

(US Dept of Agriculture)

Awards
Specify EMPLID or search by Sub-Agency, State and Last Name

. Specify EMPLID or search by Sub-Agency, State and Last Name

¥ Search Criteria

Empl ID: begins with V|| X
Sub-Agenay: | begins with V|| Q
State: begins with V|| Q

Last Name: |pegins with v ||

inelude History Correct History [ case sensitive

Search | Clear |Basic Search E Save Search Criteria

Figure 24: Awards Page - Specify EMPLID or search by Sub-Agency, State and Last Name Tab

Complete the fields as follows:

Field Description/Instruction

EmplID Enter the EmplID.

Sub-Agency Enter the sub-Agency.

State Enter the State.

Last Name Enter the last name.

Include History Click this field if the search criteria should include historical data.
Correct History Click this field if the search criteria is being used to correct history.
Case Sensitive Click this field if the search criteria is case sensitive.
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5. Click search. Th

EMRQ.‘XHR)

e Award Request for page is displayed.

(US Dept of Agriculture)

Favorites = Main Menu > Employee Self Service > Tasks > Awards

Award Request for Janepos

Agency: XX

Requested by: EMPOWHR_ Doe, John

Personnel Office ID: 000 Request Approver:

Department: 3000
Location: >0000000(

Award Request

Date of Award Request:
Award Request Type:

Request Status:

Award Details

Period of time covered

Enter the Award Details below for

Please specify accomplishments and results below

09/18/2015

REQ Requested

by this award: From: [31 Thru: 1

Figure 25: Award Request for Page

6. Complete the fields as follows:

Field

Description/Instruction

Agency

Populated with the Agency of the employee.

Requested by

Populated with the user ID and name.

Personnel Office ID Populated with the POI of the employee.

Request Approver Populated with the approver of the request.
Department Populated with the Department of the employee/POlI.
Location Populated with the location number and State.

Award Request

Description/Instruction
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Field

Description/Instruction

Enter the Award Details
below for

Populated with the name of the employee.

Date of Award Request

Enter the current date of the award request or select a date from the
calendar icon.

Award Request Type

Select the award type from the drop-down list.

Request Status

Populated with the status of the award. The code is displayed in the field,
and the literal is displayed to the right of the field.

Award Details

Instruction

Period of time covered by
this award/From

Enter the date the award period started or select a date from the calendar
icon.

Period of time covered by
this award/Thru

Enter the date the award period ended or select a date from the calendar
icon.

Please specify
accomplishments and
results below

Enter the applicable information about the award.

Click Create Printable Award. The award is saved.

Contact Information

This section contains instructions for employees to update their contact information.

For more information see:

EMAIT AQUIESS ...ttt e 52
Emergency CONTACTS ........ooooiiiiiiee e 55
HOME AQAIESS ...ttt e et 58
PRONE NUMDEIS ..o 61
Personal INformation SUMMAIY .........c.cociiiiiiiiiiie e 63

Email Address

This section explains how to enter an email address.

To enter an email address:

Select the Employee Self Service menu group.
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2. Select the Tasks menu.

3. Select the Contact Information component. The Contact Information page is displayed.

EmpowHR

SOLUTTONS
TROM 1R TO RETIRS

Favorites = Main Menu > Employee Self Service » Tasks > Contact Information

(US Dept of Agriculture)

Contact Information

Doe, John

Emergency Contacts I

Home Address I

Phone Numbers I

Personal Information Summary

Figure 26: Contact Information Page
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4. Click Email Address. The Email Addresses page is displayed.

EvrowHR

SOLUTIONS
T DETELE T RETTR

Favorites Main Menu > Employee Self Service » Tasks > Contact Information
v w h L 2

Email Addresses
IJohn Doe

Email Addresses

“Email Type *Email Address Preferred I
Business 00U I00UEN00! 300 v |

* Required Field

Save |

Go To:
Contact Information Home

Figure 27: Email Addresses Page

5. Click Add an Email Address.

6. Complete the fields as follows:

Field Description/Instruction

*Email Type Required field. Enter the type of email address or select data from the
drop-down list.

*Email Address Required field. Enter the email address.

Preferred Check this box if this is preferred email address.

Note: If an email address is already established, click Delete to delete the established email address.

7. Click Save.

8. Click oK.

9. Click the Contact Information Home link. The Contact Information page is displayed.
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Emergency Contacts
This section explains how to enter an emergency contact.
To enter an emergency contact:
1. Select the Employee Self Service menu group.
2. Select the Tasks menu.
3. Select the Contact Information component. The Contact Information page is displayed.

EmrowHR

SOLUTTONS
TROM 1 TO RETIRG

Favorites Main Menu > Employee Self Service » Tasks > Contact Information

(US Dept of Agriculture)

Contact Information

Doe, John

Emergency Contacts I

Home Address I

Phone Numbers I

Personal Information Summary

Figure 28: Contact Information Page
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4. Click Emergency Contacts. The Emergency Contacts page is displayed.

EmvrowHR

SOLUTTONS
TWRON METILE TO RETTR

Favorites ' Main Menu > Employee Self Service > Tasks > Contact Information

(US Dept of Agriculture)

Emergency Contacts
John Doe

E ency Contacts

mer
Firs't Middle Name Last Name Name Suffix

Add an Emergency Contact |

Go To: Lonfact Information Homs

Figure 29: Emergency Contacts Page
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5. Click Add an Emergency Contact. The Emergency Contacts - Emergency Contact Detail
page is displayed.

EmrowHR

SOLUTTIONS
TROM MIHE TO RETIR

Favorites Main Menu > Employee Self Service » Tasks > Contact Information

US Dept of Agriculture

Emergency Contacts
Emergency Contact Detail

John Doe
Address and Telephone

Contact Name:

*First | Middle Name |
Name Suffix

vl

*Last Name |

*Relationship to Employee: |

[ contact has the same address as the employee

[ contact has the same telephone number as the employee

Country: United States
Address: Edit Address
Telephone: |

Other Telephone Numbers

Emergency Contacts
"Phone Type Phone Number I

Add a Phone Number |

" Required Field

Save |

Return to Emergency Contacts

6. Complete the fields as follows:

Field Description/Instruction

Address and Telephone | Instruction
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Field Description/Instruction
Contact Name

*First Required field. Enter the first name of the emergency contact.

Middle Name Enter the middle name of the emergency contact, if applicable.

*Last Name Required field. Enter the last name of the emergency contact.

Name Suffix Select the suffix for the name, if applicable, or from the drop-down list.
*Relationship to Required field. Select the relationship the contact is to the employee from
Employee the drop-down list.

Contact has the same Check this box if the contact has the same address as the employee.

address as the employee

Contact has the same Check this box if the contact has the same phone number as the
telephone number as the | employee.

employee

Address Description/Instruction

Country Populated with the employee's country.

Address Not used.

Phone Instruction

Telephone Enter the applicable telephone number of the contact.

Other Telephone Instruction

Numbers

Emergency Contacts

*Phone Type Required field. Select the applicable telephone number type.

Phone Number Enter an additional telephone number, if applicable.

7. Click Save.
8. Click ok.

9. Click the Contact Information Home link. The Contact Information page is displayed.

Home Address

This section explains how to enter a Home Address Contact.
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To enter a Home Address:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Contact Information component. The Contact Information page is displayed.

: _ (US Dept of Agriculture)
EvvowHR

SOLUTTONS
TROM 1 TO RETIRG

Favorites Main Menu > Employee Self Service » Tasks > Contact Information

Contact Information

Doe, John

Emergency Contacts I

Home Address I

Phone Numbers I

Personal Information Summary I

Figure 30: Contact Information Page

4. Click Home Address. The Home Address page is displayed.

(US Dept of Agriculture) on USDAQA
EwrowHR)

SOLUITONS
TROM ML TO RETIRY

Favorites  Main Menu > Employee Self Service > Tasks > Contact Information
- : - - =

Home Address

John Doe

Address Line 1

State |Postal Code

05/05/2013 123 Main Street NEW ORLEANS LA OO ORLEANS USA

Go To: Contact Information Home

Figure 31: Home Address Page
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5. Click Add New Address. The Your Home Address - Home Address Detail page is

displayed.
: (US Dept of Agriculture)
EvrowHR
SOLUJTTIONS
TROM HIRE TO RETIRE
Favorites = Main Menu > Employee Self Service > Tasks » Contact Information

Your Home Address
Home Address Detail

John Doe

Home Address
*Date Address is Effective: E1 Address Entered via: HR Entered Online

*Address Line 1:

Address Line 2:

Address Line 3:

*City:

*State:

County:

*Postal Code:

Country: WQ United States

Save |

Return to Address
* Required Field

Figure 32: Your Home Address - Home Address Detail Page

6. Complete the fields as follows:

Field Description/Instruction

Home Address Description/Instruction

*Date Address is Required field. Enter the date the address is effective or select a date

Effective from the calendar icon.

Address Entered via Populated with the method used to enter the employee's address (i.e.,
EmpowHR).

*Address Line 1 Required field. Enter the home address.

Address Line 2 Enter the second line of the home address, if applicable.

Address Line 3 Enter the third line of the home address, if applicable.

*City Required field. Enter the city of the home address.
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Field Description/Instruction

*State Required field. Enter the State of the home address.

County Enter the county of the home address.

*Postal Code Required field. Enter the ZIP Code of the city.

Country Defaults to USA. Change by selecting data from the search icon.

7. Click save.

8. Click oK.

9. Click the Contact Information Home link. The Contact Information page is displayed.

Phone Numbers
This section explains how to enter a Phone Number.
To enter a phone number:

1. Select the Employee Self Service menu group.

2. Select the Tasks menu.
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3. Select the Contact Information component. The Contact Information page is displayed.

EvrowHR

SOLUTTONS
TROM 1 TO RETIRG

Favorites Main Menu > Employee Self Service » Tasks > Contact Information

(US Dept of Agriculture)

Contact Information

Doe, John

Emergency Contacts I

Home Address I

Phone Numbers I

Personal Information Summary I

Figure 33: Contact Information Page

4. Click Phone Numbers. The Phone Numbers page is displayed.

EmrowHR

SOLUTTONS
TROM MTILE TO RETIR

Favorites | Main Menu > Employee Self Service > Tasks » Contact Information

(US Dept of Agriculture)

Phone Numbers
John Doe

Enter your phone numbers below.

Phone Numbers

Phone Type *Telehone Extension Preferred I

Business | | M Delete |

* Required Field

Save |

Go  Contact Information Home
To:

Figure 34: Phone Numbers Page
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5. Click Add a Phone Number.

6. Complete the fields on the Phone Numbers page as follows:

Field Description/Instruction

Phone Numbers Select the type of phone number from the drop-down list.

Phone Type Instruction

*Telephone Required field. Enter the telephone number.

Extension Enter the extension, if applicable.

Preferred Check this box if this is the preferred telephone number for the contact.

7. Click Save.
8. Click ok.

9. Click the Contact Information Home link. The Contact Information page is displayed.

Personal Information Summary
Addresses
To view/update your address information:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.
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3. Select the Contact Information component. The Contact Information page is displayed.

EvrowHR

SOLUTTONS
TROM 1 TO RETIRG

Favorites Main Menu > Employee Self Service » Tasks > Contact Information

(US Dept of Agriculture)

Contact Information

Doe, John

Emergency Contacts I

Home Address I

Phone Numbers I

Personal Information Summary

Figure 35: Contact Information Page
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4. Click Personal Information Summary. The Personal Information page is displayed.

(US Dept of Agriculture)
EMPOWHR>

SOLUTTONS
Toow 4 1O RITIL

Favorites  Main Menu > Employee Self Service > Tasks > Contact Information > Personal Information

Personal Information

John Doe

|Addresses
As Of Address
05/05/2013 123 Main Street.

New Orleans LA X000

Change home/mailing addresses

Phone Numbers

[Phone Type Phone Number [Extension Preferred
Business 4

Change phone numbers

Emergency Contacts

[Name Relationship to Employee

Change emergency contacts

Email Addresses
Email Type Email Address |Preferred

Business 300000@)00000X v

Change email addresses

Marital Status

Marital Status:  Unknown As of:

‘ |

Ethnicity and Race Identification (ERI) Code

Hispanic or Latino American Indian or Alaska Native Asian
+//Black or African American Native Hawaiian or Other Pacific Islander White
Change ER | | e |

Male © Female

Change Gender ] . e |

Disability Code
Disability Code 05 No Disability

Change Disability Code | |

Employee Information

Gender: Female
Date of Birth: 03/25/1964
Birth Country:

Birth State:

Social Security Number:  000¢

Military Status: X:Not a Veteran

Contact the Human Resources department if any of your Employee Information is incorrect.

Go To: Contact Information Home

5. Verify the information on the page.

6. Click the applicable button to update/modify the information, if applicable.

Note: The applicable page will be displayed to update/modify applicable personal information.
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7. Complete the fields listed below to update/modify each section of the Personal Information

page.

Field Description/Instruction

Addresses Description

As Of Populated with the date that the address was entered for the employee.
Address Populated with the employee's address.

Phone Numbers Description/Instruction

Phone Type Populated with the type of phone number.

Phone Number Populated with the telephone number.

Extension Populated with the extension, if applicable.

Preferred Check this box, if this is the preferred telephone number for the contact.
Emergency Contacts Description

Name Populated with the name of the emergency contact.

Relationship to Employee | Populated with the relationship the contact is to the employee.

Email Addresses Description/Instruction

Email Type Populated with the type of email address.

Email Address Populated with the email address.

Preferred Check this box, if this is preferred email address.
Marital Status This option is not used.

Ethnicity and Race Description/Instruction

Identification (ERI) Code

Hispanic or Latino Check this box to identify yourself as Hispanic or Latino.

American Indian or Check this box to identify yourself as an American Indian or Alaskan
Alaska Native Native.

Asian Check this box to identify yourself as Asian.

Black or African Check this box to identify yourself as black or African American.
American

Native Hawaiian or Other | Check this box to identify yourself as a native Hawaiian or other Pacific
Pacific Islander Islander.

White Check this box to identify yourself as white.
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Field Description/Instruction

Gender Instruction

Male Select this radio button to identify yourself as male.
Female Select this radio button to identify yourself as female.
Disability Code Description

Disability Code Populated with the applicable code.

Employee Information This option is read only and for HR use only.

8. If changes have been made, click Submit Change.

Performance

The ESS Performance option allows the employee to view and edit performance plan documents.
The employee can view the performance plan start and end dates and the performance plan date,
rating scale, and employment information for the following year. The supervisor’s latest actions
can also be viewed by the employee. The employee can view the Elements and Standards tab and
cannot edit the plan if it is finalized by a manager.

For more information see:

Performance - EXiSting PIan ... 67
Performance - ProgreSs REVIEW............ciii it 72
Performance - SUMMAry RatiNg ..........ocoiiiiiiiiiiieiiiee e 75

Performance - Existing Plan
To view or modify an existing performance plan:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.
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3. Select the Performance component. The Performance Request page is displayed.

EvrowHR

o 13 TO aiTma
Favorites = Main Menu > Employee Self Service > Tasks > Contact Information

-

(US Dept of Agriculture)

Performance Request

Doe, John

Existing Plan I

Progress Review I

Summary Rating I

Figure 36: Performance Request Page

4. Click Existing Plan. The Emp Views Plan page - Find an Existing Value tab is displayed
with a list of available plans.

EmrowHR

SOLUTTONS
TROM T TO RETIRE

Favorites = Main Menu > Employee Self Service > Tasks > Performance

(US Dept of Agriculture)

Emp Views Plan

Enter any information you have and click Search. Leave fields blank for a list of all values.

- Find an Existing Value .

¥ Search Criteria

Search | Clear |Basic Search [§] Save Search Criteria

Figure 37: Emp Views Plan Page - Find an Existing Value Tab
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5. Select the applicable plan. The Performance Page - Performance Plan tab is displayed.

(US Dept of Agriculture)

EvrowHR

SOLUTTONS
TR MTLE TO RETIRE

Favorites = Main Menu > Employee Self Service > Tasks > Performance

. Performance Plan | Elements and Standards

Doe, John Empl ID: JC000

Performance Plan Start Date: 10/01/2015
Performance Plan End Date: [09/30/2016 |[31)
Next Performance Plan By:  |10/01/2016 [ Rating Scale:

Employment Info when plan was established

Agency: AG 90 DM, Office of the Chief Financial Officer

Department: »CO00C¢ Position: >3C0C0
Job Code: xxo0xx Pay Plan:

[l viewed/Discussed Plan Created the Plan

[I Finalized Plan

Last Updated Last Updated
Date Date
Create Printable Form | Employee Page

[E)Save | (« Previous tab I (= Next tab @ Spell Check |

Performance Plan | Elements and Standards

Figure 38: Performance Page - Performance Plan Tab

Note: There are fields on this page that are populated from other pages in the application. These
fields cannot be modified.

6. Complete the fields as follows:

Field Description/Instruction

EmplID Populated when the employee signs on to ESS.

Performance Plan Start Populated from the Manager Self Service (MSS) entry.

Date

Performance Plan End Populated from the MSS entry.

Date

Next Performance Plan Populated based upon the MSS entry in the Performance Plan End Date
By field.
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Field Description/Instruction

Rating Scale Populated from the MSS entry.

Employment Info when Description
plan was established

Agency Populated from the ESS logon.
Department Populated from the ESS logon.
Position Populated from the ESS logon.
Job Code Populated from the ESS logon.
Pay Plan Populated from the ESS logon.
Employee Description/Instruction

Viewed/Discussed Plan Check this box when the employee has viewed the plan and/or
discussed the plan with the supervisor.

Last Updated Date Populated after the Viewed Discussed Plan box is checked.
Supervisor Description/Instruction

Created the Plan Populated from the MSS entry.

Finalized Plan Check this box once the plan is finalized.

Last Updated Date Populated from the MSS entry.

7. Click Save.
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8. Select the Elements and Standards tab. The Performance Page - Elements and Standards
tab is displayed.

(US Dept of Agriculture)

EmrowHR

SOLUTTONS
TROM VI TO RETIRE

Favorites Main Menu > Employee Self Service > Tasks > Performance

Performance Plan Elements and Standards -

Empl ID:

Performance Plan Start Date: 10/01/2015

Performance Plan End Date: (09/30/2016

Next Performance Plan By: 10/01/2016

Job Code: Position:
Elements & Standards View All First B 1 or1 B Last

; +
Performance (01| pick Critical Indicator Copy Plan from Prewousl =
Measure No: Element: Y- -
o Critical Non Critical | Appraisal Points: 0.00
Element: Civil Rights, EEO, and Diversity and Inclusion (Mandatory for Supervisors and Managers)
Standards: Performs all duties in a manner which consistently demonstrates fairness, cooperation,
and respect toward coworkers, office visitors, and all others in the performance of ~

official business. Demonstrates an awareness of EQ/CR policies and responsibilities of
Agency and Departmental goals of working to employ and develop a diverse, yet
unified workforce.

The followina results-facused standards alion with LISDA Strateaic Goal - Manaoement

Accomplishments

Elsave | @&=Previous tab | +Next tab | #Spell Check |

Performance Plan | Elements and Standards

Figure 39: Performance Page - Elements and Standards Tab

9. Complete the fields as follows:

Field Description/Instruction

EmplID Populated from the MSS entry.
Performance Plan Start Populated from the MSS entry.

Date

Performance Plan End Populated from the Progress Review tab.
Date

Next Performance Plan Populated from the Progress Review tab.
By
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Field Description/Instruction
Job Code Populated from the ESS logon.
Position Populated from the ESS logon.
Elements & Standards Description/Instruction

Performance Measure No | Populated with the number of the performance element.

Pick Element Populated with the number of the element for that performance element.

Critical Indicator Indicates whether or not the performance element is Critical or
Noncritical.

Appraisal Points Indicates the number of points for the selected element.

Element Populated with the literal name of the element. Change if applicable.

Standards Populated with the definition corresponding to the element. Change if
applicable.

Accomplishments Enter the applicable accomplishments.

10. Click save.

Performance - Progress Review

The ESS Progress Review option allows employees to view and edit the progress review, elements,
and standards. Employees cannot edit the Critical and Non-Critical Indicator; however, they can
edit the standards detail.

To enter or modify a Progress Review:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.
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3. Select the Performance component. The Performance Request page is displayed.

EreowHR

SOLUTTONS
PO T T RITIR

Favorites = Main Menu > Employee Self Service > Tasks > Contact Information

- -

(US Dept of Agriculture)

Performance Request

Doe, John

Existing Plan ‘

Progress Review ‘

Summary Rating ‘

Figure 40: Performance Request Page

4. Click Progress Review. The Self Progress Review page - Find an Existing Value tab is
displayed.

5. Select a Progress Review.

6. Click search. The Self Progress Review page - Progress Review tab is displayed.

Note: There are fields on this page that are populated from other pages in the application. These
fields cannot be changed.

7. Complete the fields as follows:

Field Description/Instruction

EmplID Populated from the ESS logon.

Performance Plan Start Populated from the MSS entry.

Date

Next Performance Plan Enter the date the next plan is due or select a date from the calendar
By icon.

Performance Plan End Enter the performance plan end date or select a date from the calendar
Date icon.

Perf Plan Reviewed Date | Enter the date that the performance plan was reviewed.

Review Type Populated with the type of review being performed from the MSS entry.
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10.

Field

Description/Instruction

Employment Info when
plan was established

Description/Instruction

Rating Scale Populated from the MSS entry.
Dept Populated from the ESS logon.
Agency Populated from the ESS logon.
Position Populated from the ESS logon.
Pay Plan Populated from the ESS logon.
Job Code Populated from the ESS logon.
Supervisor Populated from the MSS entry.
*Eval Type Populated from the MSS entry.

Reviewer Comments

Populated from the MSS entry.

Employee Comment

Enter the comments for the progress review.

Note: Click Add More Comments to add additional reviewer or
employee comments.

Employee

Instruction

Viewed/Discussed

Check this box if the employee viewed the performance plan and if the
manager has discussed the plan with the employee. The current date is
populated.

Refused Rating

Check this box if the employee refused the rating.

Supervisor

Description

Created Review/Rating

Checked if the supervisor created/reviewed the progress review. The
current date is populated.

Reviewer

Concurred Rating

Checked if the reviewer has reviewed the progress review. The current
date is populated.

Click save.

Select the Elements and Standards tab. The Self Progress Review page - Elements and
Standards tab is displayed.

Complete the fields as follows:
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Field Description/Instruction
EmplID Populated from the MSS entry.

Performance Plan Start Populated from the MSS entry.
Date

Performance Plan end Populated from the Progress Review tab.
Date

Next Performance Plan Populated from the Progress Review tab.
By

Performance Plan Populated from the Progress Review tab.
Reviewed Date

Job Code Populated from the ESS logon.

Position Populated from the ESS logon.

Elements and Standards | Description/Instruction

Performance Measure No | Populated with the number of the performance element.

Critical Indicator Indicates whether or not the performance element is Critical or
Noncritical.

Element Populated with the literal name of the element. Change if applicable.

Standards Populated with the definition corresponding to the element. Change if
applicable.

Accomplishments Enter the applicable accomplishments.

11. Click save.
12. Click Spell Check to check the spelling of the Standards.
13. Click Return to Search.

OR

Click Progress Review. The Self Progress Review page - Performance Plan tab is displayed.

Performance - Summary Rating

The ESS Summary Rating option allows employees to view or edit summary ratings (final rating).
When the employee selects the Summary Rating button, any rating that is started is displayed.
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To review/edit a Summary Rating:
1. Select the Employee Self Service menu group.

2. Select the Tasks menu.

3. Select the Performance component. The Performance Request page is displayed.

EvrowHR

o 13 TO aiTma
Favorites = Main Menu > Employee Self Service > Tasks > Contact Information

-

(US Dept of Agriculture)

Performance Request

Doe, John

Existing Plan I

Progress Review I

Summary Rating I

Figure 41: Performance Request Page

4. Click Summary Rating. The Self Summary Rating page - Find an Existing Value tab is
displayed with a list of available ratings.

EmrowHR

SOLUTTONS
TROM ML TO RETTRE

Favorites = Main Menu > Employee Self Service > Tasks > Performance

(US Dept of Agriculture)

Self Summary Rating

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

¥ Search Criteria

Search | Clear |Basic Search [§] Save Search Criteria

Figure 42: Self Summary Rating Page - Find an Existing Value Tab
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Select a Summary Rating.

Click search. The Self Summary Rating page - Summary Rating tab is displayed.

Note: There are fields on this page that are populated from other pages in the application. These

fields cannot be modified.

Complete the fields as follows:

Field

Description/Instruction

EmplID

Populated from the ESS logon.

Performance Plan Start
Date

Populated from the MSS entry.

Next Performance Plan
By

Enter the date the next plan is due or select a date from the calendar
icon.

Performance Plan End
Date

Enter the performance plan end date or select a date from the calendar
icon.

Perf Plan Reviewed Date

Enter the date that the performance plan was reviewed.

Review Type

Click the down arrow to select the type of review.

Summary Rating

Populated from the MSS entry.

Employment Info when
plan was established

Description/Instruction

Rating Scale Populated from the MSS entry.
Dept Populated from the ESS logon.
Agency Populated from the ESS logon.
Position Populated from the ESS logon.
Pay Plan Populated from the ESS logon.
Job Code Populated from the ESS logon.
Supervisor Populated from the MSS entry.
*Eval Type Populated from the MSS entry.

Reviewer Comments

Populated from the MSS entry.
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Field

Description/Instruction

Employee Comment

Enter the comments for the progress review.

Note: Click Add More Comments to add additional reviewer or
employee comments.

Employee

Instruction

Viewed/Discussed

Check this box if the employee reviewed the summary rating and if the
manager has discussed the plan with the employee. The current date is
populated.

Refused Rating

Check this box if the employee refused the rating.

Supervisor

Description

Created Review/Rating

Checked if the supervisor created/reviewed the summary rating. The
current date is populated.

Reviewer

Instruction

Concurred Rating

Check this box if the reviewer concurred with the rating.

Select the Elements and Standards tab. The Self Summary Rating page - Elements and
Standards tab is displayed.

Complete the fields as follows:

Field

Description/Instruction

EmplID

Populated from the ESS logon.

Performance Plan Start
Date

Populated from the MSS entry.

Performance Plan end
Date

Populated from the Progress Review tab.

Next Performance Plan
By

Populated from the Progress Review tab.

Perf Plan Reviewed Date

Populated from the Progress Review tab.

Job Code

Populated from the ESS logon.

Position

Populated from the ESS logon.

Summary Rating

Populated from the MSS entry.

Elements and Standards

Description/Instruction

Performance Measure No

Populated with the number of the performance element.
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Field

Description/Instruction

Element Rating

Populated with the sequential number of the element.

Critical Indicator

Indicates whether or not the performance element is Critical or
Noncritical.

Element

Populated with the literal name of the element. Change if applicable.

Standards

Populated with the definition corresponding to the element. Change if
applicable.

Accomplishments

Enter the applicable accomplishments.

Click save.
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ESS - View

The View option is used to view ESS documents

This section includes the following topics:

Viewing Training SUMMArY Data ...........ccoicuuiieieeeeiiiiiiiiie e e s esiiiieee e e e e e ssiiveeeeaeeessnens 81
Viewing Award Data TraCKinNg..........ccouaoiiiiiiiiiea i e e e e 81
Viewing JOb INFOrMatioN ..........ooiiiiiiii e e e 83
Viewing Personal INfOrmation ............cccoiiiiiieiiiiiee e 84
Viewing/Printing Personnel ACLIONS .........c.vvviiiiiiiiiiiiicce et 85
Viewing Personnel Award ACHONS ........oooiiiiiiiii e 85
Viewing PoOSition DESCIIPLIONS ........ooiiiiiiiiiieee e 86
ViIieWiNg WOTK LIST DALA .......cocueieiiiieeiiiiie ettt et e snneeesseree e e 87

Viewing Training Summary Data
To View Training Summary Data:
1. Select the Employee Self Service menu group.
2. Select the View menu.

3. Select the Training Summary component. The Training History page is displayed. This page
displays any training taken by the user.

EMpowHR )

Favorites = Main Menu > Employee Self Service > View > Training Summary

(US Dept of Agriculture)

Home | Worklist | AddtoFavorites | Sianout

New Window | Personalize Page

Training History

Doe, John

Training History Personalize | Find | £ | # First L 10f1 D Last

Course Title Status Start Date End Date Training #

Course Waitlist NEW

Figure 43: Training History Page

Viewing Award Data Tracking

To Track an Award:

1. Select the Employee Self Service menu group.
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2. Select the View menu.

3. Select the Award Tracking component. The Award Tracking page - Search Criteria tab is
displayed.

EmrowHR

SOLUTIONS
TROM HITILE TO RETIR

Favorites = Main Menu > Employee Self Service > View > Award Tracking

(US Dept of Agriculture)

Award Tracking

Click on SEARCH for a list of awards you either have requested or approved.

. Search Criteria -

¥ Search Criteria

Employee ID: |begins with V||

Empl Record: |= v| | 0
Effective Date:[= v] | [1)
Name: [begins with v||

[include History [l correct History [ case sensitive

Search | Clear |Basic Search E Save Search Criteria

Figure 44: Award Tracking Page - Search Criteria Tab

4. Complete the fields as follows:

Field Description/Instruction

Employee ID Enter the EmplID.

Empl Rcd Nbr Enter the employee record number.

Effective Date Enter the effective date or select a date from the calendar icon.

Name Enter the name.
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5. Click search. The Award Request for page is displayed.

: (US Dept of Agriculture)
EveowHR

SOLUITONS
TROM HILE TO RETIRS

Favorites
-

Main Menu > Employee Self Service > Tasks > Awards

Award Request for Janepos

Agency: XX

Personnel Office ID: 000
Department: 3000
Location: >0000000(

Requested by:

EMPOWHR_  Doe, John
Request Approver:

Award Request

Enter the Award Details below for
Date of Award Request: 09/18/2015
Award Request Type:

Request Status: REQ Requested

Award Details

Period of time covered by this award: From: [ Thru: ()

Please specify accomplishments and results below

Create Printable Award

Figure 45: Award Request for Page

Viewing Job Information

To View Job Information:

1. Select the Employee Self Service menu group.

2. Select the View menu.
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3. Select the Job Information component. The Employee Job Information page is displayed.

EmrowHR

SOLUTTONS

(US Dept of Agriculture)

TROM I TO RETIRE
Favorites Main Menu > Employee Self Service > View > Job Information

Employee Job Information

Dae, John

Current Job(s) Find | View All First n 10f1 [ Last

Empl ID: 3OO0 Empl Record: 0

Job Data

Sub-Agency: 90 DM, Off of the Chief Fincl Off

Position Nbr: 00000000 Personnel Office I1D: 23X
Description: ITSPEC NTE Date: xx0ouos
Location Code: 0000

FLSA Status: E:Exempt

Work Schedule: F:Full Time

Supervisory Supervisor or Manager
Status:

Employment Data
Bargaining Unit: 300
Retirement: FERS and FICA
Series, Grade and Step: 2210 14 07 Base Pay:

Tenure: 1:Group | Loc Adjust:
Veterans Pref:  3:NonVetrn Total Pay:

Service Computations Date

Leave: (oo Retire: sOuouo0
RIF: 00000 TSP: KAPRRCUK
LEQ: OB Sevpay:

Last WGI Dt: J00000000K

Work Location
Building #

Room#

Edit |

Figure 46: Employee Job Information Page

Viewing Personal Information

For information on personal information, see the Personal Information Summary (on page 63)
section.
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Viewing/Printing Personnel Actions

To View/Print Personnel Actions:

Select the Employee Self Service menu group.
Select the View menu.

Select the Personnel Actions component. The Personnel Actions page (View) is displayed.

§ (US Dept of Agriculture)
EMPOWHR>

SOLUTTONS
TROM KA TO RATIRE
Favorites ~ Main Menu > Employee Self Service > View > Personnel Actions

Personnel Actions

Doe, John Empl ID: X004

Completed Personnel Actions Personalize | Find | View Al | a 1 i First B0 110 0r22 0 Last

Agency |Year Effective Date (Action |Reason

Office of 2007 01 01/07/2007 NFG NFG  From NFG 894  GENADJ View SF50 for 894 dated 2007-01-07

Office of 2007 18 09/02/2007 NFC NFC  FromNFC 780 :ém&:lgANGE (SEE view SF50 for 780 dated 2007-09-02

Office of 2008 01 01/06/2008 NFC NFC  FromNFC 894  GENADJ View SF50 for 894 dated 2008-01-06

Office of 2008 02 01/202008 NFC NFC  FromNFC 703 PROMOTIONNTE  View SF5O for 703 dated 2008-01-20
CHG TO LOWER )

Office of 2008 05 03/152008 NFC NFC  FromNFC TE | e View SE50 for 713 dated 2008-03-15
GHG INNON GPDF

Office of 2008 07 03/31/2008 NFG NFG  FromNFG s03 oo NN View SF50 for 303 dated 2008-03-31

Office of 2008 15 07/202008 NFC NFC  FromNFC 721 REASSIGNMENT  View SF50 for 721 dated 2008-07-20

Office of 2009 01 01/042008 NFC NFC  FromNFC 894  GENADJ View SF50 for 894 dated 2009-01-04

Office of 2009 07 03/29/2003 NFG NFG  FromNFG g3  CHOINNONGCPDF o sps0 for 903 dated 2009-08-29
DATA ELEM

Office of 2010 01 01/032010 NFC NFC  FromNFC 894  GENADJ View SF50 for 894 dated 2010-01-03

[=INotify

Figure 47: Personnel Actions Page (View)

4. Select the applicable action to view.

Viewing Personnel Award Actions

To View a Personnel Award Actions:

1.

Select the Employee Self Service menu group.

2. Select the View menu.
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3. Select the Personnel Award Actions component. The Personnel Award Actions page is
displayed.

(US Dept of Agriculture)

EevrowHR

SOLUTTONS
TROM VL TO RTINS

Favorites Main Menu > Employee Self Service > View > Personnel Award Actions
- - - -

Personnel Award Actions

Doe, John

Personnel Award Actions Personalize | Find | View Al B8 | 8 First B 1505 B Last
Agency ’L? ﬁ—:ﬁ Effective Date ’E’:i—? ’E Amount ’E
Office of 2014 24 121122014 AWD 011 oM CashAward-Rating  gq NDIVIDUAL GASHAWARD 4300 0

Office of 2014 14 07132014 AWD 112 JrouP Special ActOr 841 GROUP CASH AWARD 400.00

Office of 2014 06 03/23/2014 AWD 011 g:ﬁ; CTENATEEI=RETY  [gp g“é"v' DAL ERSHRATENE) | e

[=Notity |

Figure 48: Personnel Award Actions Page

4. Click Notify to send an email message.

Viewing Position Descriptions

When the HR Office enters a position description (PD) into EmpowHR, this feature allows the
user to view it.

To View a Position Description:
1. Select the Employee Self Service menu group.

2. Select the View menu.
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3. Select the Position Description component. The Position Description page is displayed.

EmrowHR

SOLUTIONS
TRON MIILE TO RETIRE

Favorites = Main Menu > Employee Self Service > View > Paosition Description
v w v hd

(US Dept of Agriculture)

Position Description
Doe, John

Position Description

Find | View All First [ <] 10f1 n Last

Position Nbr: FLSA Status:

Official Title: Pay Plan:

Agency: Occupational Series:

Sub-Agency: Salary Grade:

Department: Classifier's ID:

Location: Date Classified:

Reports To: .. Gréafe Prinfable Fomm.
Description:

[=|Notify |

Figure 49: Position Description Page
4. Click create Printable Form. This may take several moments to complete.

5. Click View Position. This will display a PD. View or print the PD.

Viewing Work List Data

When an Employee/Manager accesses EmpowHR, the work list provides an instant view of the
status of requested items. ESS actions requiring approval will appear on the work list. The work
list provides the employee/manager the up-to-date information concerning requests.
Employees/managers can select any item to either view or make corrections.

This section explains to users how to view an item on a work list.
To View Work List Data:

1. Click the worklist link at the top of the page.
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OR
Click Worklist from the menu.

2. Select the applicable work list item to be worked under the Link column. The applicable
item from the work list to be worked is displayed.

3. Click Home to exit the selected work list item.

88



Publications Category: HR and Payroll Processing
EmpowHR, Section 8, Employee Self Service

Index

A

Additional Withholding * 42

Awards ¢ 49

C

Cancelation of Voluntary Withholding ¢ 41
Canceling Net Pay * 23

Career Plan « 3

Certificate of Non-Residence for State Tax * 41
Changing Net Pay « 23

Charitable Contributions * 19

Contact Information ¢ 52

D

Direct Deposit « 22

Dual State Tax Voluntary Withholding « 40

E

Education * 15

Email Address * 52
Emergency Contacts * 55
Employee Self Service ¢ 1

Entering/Changing/Canceling Charitable Contribution
Data « 20

Entering/Changing/Canceling Federal Tax Data * 26
Entering/Changing/Canceling Financial Allotments * 29
Entering/Changing/Canceling Health Benefits Data « 32
Entering/Changing/Canceling State Tax Data * 42

Entering/Changing/Canceling Thrift Savings Plan
Catch-Up Data « 47

Entering/Changing/Canceling Thrift Savings Plan/Roth
Data « 44

ESS — Tasks ¢ 3
ESS — View » 81

Exit Interview * 3

F

Federal Tax Data * 25

Financial Allotments * 28

H

Health Benefits ¢ 30

Home Address * 58

J

Job Classification Request * 5

P

Payroll Documents ¢ 18
Performance * 67

Performance - Existing Plan « 67

89



EMPOWI‘I\R) Publications Category: HR and Payroll Processing

SOLUTIONS . .
EmpowHR, Section 8, Employee Self Service

FROM HIRE TO RETIRE

Performance - Progress Review ¢ 72
Performance - Summary Rating * 75
Personal Information Summary ¢ 63
Personnel Actions ¢ 12

Phone Numbers ¢ 61

S

Skills Information * 14

State Tax * 39

T

Thrift Savings Plan * 44

Thrift Savings Plan Catch-Up Contributions * 46

Vv

Viewing and Updating Award Data * 49
Viewing Award Data Tracking * 81
Viewing Job Information « 83

Viewing Personal Information ¢ 84
Viewing Personnel Award Actions ¢ 85
Viewing Position Descriptions * 86
Viewing Training Summary Data « 81
Viewing Work List Data « 87
Viewing/Printing Personnel Actions * 85

Voluntary Withholding * 41

90



	Employee Self Service
	ESS – Tasks
	Career Plan
	Exit Interview
	Job Classification Request
	Personnel Actions
	Skills Information
	Education
	Payroll Documents
	Charitable Contributions
	Entering/Changing/Canceling Charitable Contribution Data

	Direct Deposit
	Changing Net Pay
	Canceling Net Pay

	Federal Tax Data
	Entering/Changing/Canceling Federal Tax Data

	Financial Allotments
	Entering/Changing/Canceling Financial Allotments

	Health Benefits
	Entering/Changing/Canceling Health Benefits Data

	State Tax
	Dual State Tax Voluntary Withholding
	Cancelation of Voluntary Withholding
	Certificate of Non-Residence for State Tax
	Voluntary Withholding
	Additional Withholding
	Entering/Changing/Canceling State Tax Data

	Thrift Savings Plan
	Entering/Changing/Canceling Thrift Savings Plan/Roth Data

	Thrift Savings Plan Catch-Up Contributions
	Entering/Changing/Canceling Thrift Savings Plan Catch-Up Data


	Awards
	Viewing and Updating Award Data

	Contact Information
	Email Address
	Emergency Contacts
	Home Address
	Phone Numbers
	Personal Information Summary

	Performance
	Performance - Existing Plan
	Performance - Progress Review
	Performance - Summary Rating


	ESS – View
	Viewing Training Summary Data
	Viewing Award Data Tracking
	Viewing Job Information
	Viewing Personal Information
	Viewing/Printing Personnel Actions
	Viewing Personnel Award Actions
	Viewing Position Descriptions
	Viewing Work List Data

	Index

