GSA National Payroll Branch (NPB)
Frequently Asked Questions (FAQ)
Conversion to OPM’s Employee Express (EEX)
1. GSA has signed up for Federal Employee Health Benefits (FEHB) and Thrift Savings Plan (TSP) options with EEX.  Will the screen change and show different options during Open Season?  

2. Is there a document that explains each field in EEX, especially on the Earnings and Leave Statement (ELS)?

3. If an NPB Client agency does NOT use GSA’s Comprehensive Human Resources Integrated System (CHRIS) or the H.R. functions, will the TSP and FEHB functions even display for their agency?

4. Will an EEX user see the agency listing or their individual agency name or do they go in under "GSA"?

5. If an employee initiates a FEHB or TSP change, how will it get into CHRIS?

6. If someone changes their address will their state taxes automatically change?

7. How will Personal Identification Numbers (PINs) be disseminated and when and to where?  
8. If an employee has Credit Hours, where on the ELS will this show?

9. If an employee has Military Leave hours, where on the ELS will this show?

10. If an employee has Restored Leave, where on the ELS will this show?

11. How long after an employee separates will they be able to access EEX to see their Pay and Leave Statement/Data?  

12. Will we have a link on the FEDdesk front screen under "Need Assistance?" for EEX like we do for the Electronic Pay and Leave Statement (EPLS)?

13. Will Travel Compensatory Time be broken out from regular Compensatory Time?  Where will it be displayed?

14. If employees don’t use their PIN for an extended length of time, will it expire?

15. What steps has EEX taken to ensure the security of the personal and private data maintained in EEX?

16. Will there be a link from the expired EPLS webpage directing employees to the EEX Website?

17. How far back will EEX show pay and leave history?
18. Where will I find the Government portion of benefits on EEX?
19. How will EEX ELS list the Federal Employee Group Life Insurance (FEGLI) enrollment information?

20. Where will I find the FEHB enrollment code on ELS?

21. How are local taxes presented on the ELS?

22. How will the EEX ELS report the shared leave information?

23. Will there be persistent cookies when accessing EEX?

24. How are addresses to be changed or input in EEX?
1. GSA has signed up for Federal Employee Health Benefits (FEHB) and Thrift Savings Plan (TSP) options with EEX.  Will the screen change and show different options during Open Season?  

No, the EEX screens for FEHB and TSP will display the same information that they have previously shown on the EEX Self Service Application for these items during Open Seasons.  
TSP no longer utilizes an open season so the screens are the same year around.  
FEHB options are determined by the user's eligibility.  Users should view the options available by logging into EEX and choosing the self service FEHB option during the year.  You can access the FAQ page on the Employee 
Express website for more information relating to this topic.

2. Is there a document that explains each field in EEX, especially on the Earnings and Leave Statement (ELS)?

We believe the ELS in Employee Express is self explanatory; however, if employee’s have specific questions, they can contact the OPM EEX Customer Service, Monday through Friday, 7am – 7pm EST at 888-353-9450.  
The employee can also go to the main page and select “View Summary of Information’ which will display specific details of benefits/deductions with a link to the screen to make updates (i.e. Federal Tax, State Tax, Allotments 

3. If an NPB Client agency does NOT use GSA’s Comprehensive Human Resources Integrated System (CHRIS) or the H.R. functions, will the TSP and FEHB functions even display for their agency?

Currently, the TSP, FEHB, FEHB Premium Conversion, and FEHB Qualifying life event modules will not be turned on for NON-CHRIS agencies.  Changes for these benefit programs for Non-CHRIS agencies should continue to be submitted to the NPB for processing as they currently are.
4. Will an EEX user see the agency listing or their individual agency name or do they go in under "GSA"?

Users typically will not have to select an agency when accessing EEX.  EEX is able to determine the correct employee pay record based on SSN and Personal Identification Number (PIN).  However, if the user is a dual employee for an EEX agency and their PIN is not unique, this is the only case where they will be forced to select their agency name.  GSA has provided EEX a listing of all client agencies which will be listed on the EEX Agency page.

5. If an employee initiates a FEHB or TSP change, how will it get into CHRIS?

EEX currently sends TSP and FEHB transactions to CHRIS via a batch process.  We expect this process to continue.  The NPB will receive the transactions from CHRIS and will update the Payroll Accounting and Reporting (PAR) system with the TSP and HBI changes each pay period.

6. If someone changes their address, will their state taxes automatically change?

No, the state tax will not be changed.  EEX only generates a home address action when users change their address.  The employee must fill out a new state tax withholding form.  (i.e. Duty Station is DC, the employee lives in VA and is having  VA taxes withheld; they move to MD, VA withholding will continue until employee requests a state tax change.)
The only time state taxes will change automatically is if there is a change in duty station; the system will change the state taxes to reflect the state of the duty station if the new duty station does not have a reciprocal agreement with your residence address state on file.
7. How will Personal Identification Numbers (PINs) be disseminated and when and to where?  
Personal Identification Numbers (PINs):  

New Hires at All Client Agencies:  PINs are mailed to new employees by the Office of Personnel Management in Macon, Georgia (OPM-Macon) about two weeks after the employee enters on duty. If you lose or forget your PIN, a replacement can be obtained by calling the Employee Express Help Desk at 478-757-3030 and choosing the PIN option or by using Employee Express on the Web and making a PIN request on-line. For security reasons, the Help Desk will not issue and mail a new PIN to any address other than the official one on file. Therefore, please ensure that your Servicing Personnel-Payroll Office has your current mailing address on file. 
Transfer to Another Government Agency:  Even though an employee transfers to another government facility that is payroll by GSA and/or uses Employee Express, the employee will be treated as a New Hire employee and will receive a new pin number.
8. If an employee has Credit Hours, where will this be displayed on the ELS?
Credit hours are displayed on the ELS at the bottom of the page under the ‘Leave’ section’.
9. If an employee has Military Leave hours, where will this be displayed on the ELS?
Military Leave hours are displayed on the ELS at the bottom of the page under the  ‘Leave’ section’. 
10. If an employee has Restored Leave, where will this be displayed on the ELS?
Restored Leave hours are displayed on the ELS at the bottom of the page under the ‘Leave’ section.  
11. Will Compensatory Time for Travel be broken out from regular Compensatory Time?  Where will it be displayed?

Yes, Compensatory Time and Compensatory Time for Travel (Travel Comp Time) balances are two different leave categories, so they are displayed separately on the ELS at the bottom of the page under the ‘Leave’ section.
12. How long after an employee separates will they be able to access EEX to see their Pay and Leave Statement/Data?  

An enhancement in the Fall 2007 release, separated employees will have the ability to view their Earnings & Leave Statement in EEX for thirty days from the processing date of the separations personnel action.  After that time they are removed from the Employee Master File and their information is no longer sent to EEX.
13. Will we have a link on the FEDdesk front screen under "Need Assistance?" for EEX like we did for the Electronic Pay and Leave Statement (EPLS)?

Yes,  The link is currently displayed on the Home tab under the ‘Financial/HR Systems’ section as well as under the Site Map tab under the ‘ Payroll(external links) section
14. If employees don’t use their PIN for an extended length of time, will it expire?

In EEX, the employee will be required to change their PIN ever 15 months; the user will receive a message upon logging into EEX when their password has expired. 
15. What steps has EEX taken to ensure the security of the personal and private data maintained in EEX?

The GSA National Payroll Branch takes all necessary precautions to safeguard and ensure the security of all personal and privacy act data entrusted to us.  OPM’s level of security for Employee Express (EEX) was thoroughly reviewed prior to the decision to convert to the EEX system.   EEX is currently used by over 50 federal agencies with no known instances of inappropriate disclosure or privacy violations.

The Employee Express System was re-certified and re-accredited in May 2006 in accordance with several government-wide policies and procedures.  The EEX system has also been certified at a level of security commensurate with the security category assigned by FIPS 199, Standards for Security Categorization of Federal Information and Information Systems is in place.   Based upon these certification and accreditations, the EEX system is deemed in compliance with Federal Government Standards for safeguarding Privacy Act data.  
EEX was accredited by an independent party using National Institute of Standards and Technology (NIST) Guidelines (Special Publication 800-18, Guide for Developing Security Plans for Information Technology Systems), NIST Special Publication 800-26, (Security Self-Assessment Guide for Information Technology Systems) and EEX meets the NIST Token Strength Model Level 2.
Some additional items to be aware of are that in order for anyone to access your data, it requires your Social Security Number (SSN) and Personal Identification Number (PIN).  In an effort to strengthen security, in the Fall 2007 release, EEX users will be required to convert their PIN number to a Complex Password.  The employee will also have the option to create an Alternate Login instead of using their SSN. As another added security feature, the system will invalidate an account on the 5th unsuccessful attempt for access. 
Also, when you login to EEX, you enter a secure area, and you can tell by looking at the bottom of your Internet browser window.  In Netscape Communicator, you may see a solid key icon or a solid padlock, indicating a secure session.   In Microsoft Internet Explorer, there is a padlock icon at the bottom of the screen.   If the padlock looks locked, then you are in a secure area.   If there is no padlock or it looks unlocked, then you are not in a secure area.

You can also look at your browser's address bar.   When you are in a secure area, the web site address will begin with https:// instead of http://.  The addition of the letter "s" indicates a secure connection.   Whether it is on EEX or another Web site, we encourage you to always make sure you are in a secure area before submitting sensitive data like your Social Security Number or credit card information.

16.  How do I change my PIN number to a Complex Password?

Once you open employee express (www.employeeexpress.gov), use your current log in and pin number to gain access. You will then be prompted to change your Web Password.  The password specifications are as follows: must be at least 8 characters long, consisting of at least one Capital letter (A-Z), one lower case letter (a-z), one number and one special character (#@$%&*=?).  There are more detailed guidelines listed on the change password module. Once you have successfully changed your password, the next screen displayed will be the Password Change Confirmation. At this point, you can click on Main Menu to continue or Sign Out.  If you choose the Main Menu option, the next screen displayed will be the Security Alert Message; you must read and click on Continue to Main Menu before gaining access the your payroll information. The next time you log into EEX, you will be required to use your new password.
All future password changes will be accessed from the main menu under the ‘Miscellaneous’ section. 
17. I do not feel comfortable using my social security number as my Login ID, can I change it?

Yes.  With the 2007 fall release, you may change to an alternate Login ID.  Use your current Login ID and password to gain access to employee express.  From the main menu in the ‘Miscellaneous’ section, choose Create/Change Login ID. This will display the Login ID change module.  You will be asked to type in your NEW Login ID twice for confirmation purposes. The Login ID specifications are as follows: Case sensitive, must be a 6 – 8 alphanumeric identifier, uniquely identified – system detected.  Once you have successfully created a New Login ID, the next screen displayed will be the Login ID Change Confirmation. 
** It is the sole responsibility of the user to protect and know their alternate Login ID.**  If the alternate Login ID is lost or forgotten, the user will have to contact the customer support helpdesk to have their ID reset to accept their SSN. 
18. Will there be a link from the expired EPLS webpage directing employees to the EEX Website?

The GSA National Payroll Branch (NPB) EPLS webpage was shut down as of November 2, 2006.  There will be a link from the GSA NPB Portal site to EEX at 

www.gsa.gov/payroll as well as a link from the GSA FEDdesk site at http://feddesk.gsa.gov/.  

19. How far back will EEX show pay and leave history?

EEX began allowing the collection/storage of up to 3 years of ELS data beginning in April 2004.   Therefore, the GSA NPB will be providing EEX payroll data back to that point in time so employees will be able to view pay period information back to April 2004.
20. Where will I find the Government portion of benefits on EEX?

The Government portion of benefits will display on the Earnings and Leave Statement (ELS) under the ‘Benefits Paid by Gov’t’ section.

21. How will the EEX ELS list the Federal Employee Group Life Insurance (FEGLI) enrollment information?

The FEGLI information will display on the ELS under the ‘Deductions’ section as GLI Basic, Options A, B and C.

22. Where will I find the FEHB enrollment code on ELS?

The FEHB enrollment code information can be viewed by clicking ‘View Summary Information’ from the main screen.
23. How are local taxes presented on the ELS?

Local tax deductions will display on the ELS under the ‘Deductions’ section. The local tax that the deduction is associated with will be listed in the ‘Tax Information’ section (next to the ‘Your Pay Consists Of’ section.
24. How will the EEX ELS report the shared leave information?

If an employee is enrolled in the Shared Leave Program, Shared Leave will display on the ELS in the ‘Leave’ section under the title ‘Shared Leave’; it will reflect YTD Earned, Current Used, YTD Used, and Balance
If an employee has donated leave to someone in the Shared Leave Program, the amount of annual leave hours donated will be displayed in the ‘Leave’ section under the title ‘Donated Annual Leave’
25. Will there be persistent cookies when accessing EEX?

EEX does not allow persistent cookies.  When the user logs out, their session is terminated.  It is always recommended that anytime a user is accessing a website that contains financial or personal data, they close their browser after they log out of the site.
26. How are addresses to be changed or input in EEX?

EEX cannot accept any special characters in the address fields except the “#” pound signs and “/” forward slashes.  
A few common characters that are NOT allowed: Periods, commas, and dashes   
For example, if an address has multiple buildings like “Bldg 21-24”, do not use the “-“.  Please input as “Bldg 21 to 24”.  
A zip code with 64131-2121, should be input with space in between “64131 2121”.  
Also, no leading spaces at beginning of address lines are allowed.  Abbreviations, such as “Ste” for “Suite”, should not contain the period at the end of the abbreviation.
