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Audience:
Benefits Specialist, HR Assistants, and HR Managers
Scenario: 

EOD Checklist for new employees 

	EOD Checklist Overview


· ADIN – Initiate address information

· ADIN – Initiate Direct Deposit

· FEHB – Initiate Health Benefits  

 

· For Transfer Employee

· For New Employee (Following receipt of form due within 60 days of hire) 

· TXIN – Initiate Taxes

· TXCG – Change Taxes (as needed)

· You have completed the EOD Checklist.

· Before action is RLUP’d, please have reviewed by the Benefits Specialist. 

	ADIN : Initiate an Address & Elect Direct Deposit 


· From the FPPS Main Menu, click on “Personnel”, select “Employee Position Maintenance”, click on “ Initiate Address (ADIN)” (See Exhibit A) 

· Type employee “SSN” or “Last Name” 
· Check “Mail Address” 
· Check “EFT (Electronic Funds Transfer)”
· Click “OK” (See Exhibit B) 
· Complete SSN/Name search, if required. 
· Initiate Mailing Address: select “Effective Date”. The “Effective Date” should be the same as the acsession date. 
· Type in employee Street, City, State, and Zip code address information.
· Select the Mail LES Indicator (“Y”,”N”, or “W”).  Click “GO”.
· Initiate Electronic Fund Transfer (EFT): Select the “Beginning Effective Date”.
· Select the “EFT Routing Number”. Click [image: image1.bmp] to launch the help window. Type in “Financial Institution Name”, click “Search”. Click on the desired “Financial Institution”. Click “OK”

· Type the employee account number.
· Select “C” - Checking or “S” - Savings .
· Click “OK”.
· You have successfully completed Initiating an Address and Direct Deposit.
· Shred all paper forms after completing this action. 
	FEHB: Initiate Health Benefits


· From the FPPS Main Menu, click on “Personnel”, select “Processing Personnel Actions”, click on “ Employee Health Benefits (FEHB) (See Exhibit C) 
· FEHB Elections Menu: select “Effective Date” and check “Initiate Health Benefit Enrollment”, click “OK”. 
· For a New Employee, the earliest the ”Effective Date” can be the first pay period following EOD. Note: The New Employee must sign up within 60 days of hire. 
· For a Transfer Employee, the “Effective Date” will be the Date of Transfer. 
· Change Health Benefits Enrollment: type in “Phone number”. (See Exhibit D) 
· Check “Married” box, if applicable. 
· Health Benefits Plan: click [image: image2.bmp] to launch the Health Plan Help window.

· Type the code or description (key words are ok), click [image: image3.png]9 Search




.

· Click on the line item of the desired code and click “OK”. 

· Health Benefits Deduct Code: select (click [image: image4.bmp]) desired code from numbers “1 - 4”. 

· Pretax Indicator: select “Y” (Untaxed) or “N” (Taxed)
· Event Code: click [image: image5.bmp] to launch the Event Code Help window.

· Type the code and click [image: image6.png]9 Search




. You can also click [image: image7.bmp] or [image: image8.bmp] to scroll for options.
· Example: select code “1A” for New Employee / “Initial Opportunity to Enroll”.
· Click on the line item of the desired code and click “OK”.
· Once the Initiate Health Benefit Enrollment screen is complete, click “OK”.
· Mailing Address screen: confirm the mailing address information.  Click “OK”.

· Other Insurance screen: check the Medicare or Tricare boxes that are applicable, click “OK”.

· Family Member Information screen: type in family member data. Click “OK”.

· Receipt Information screen: type “Today’s Date” for the Date Received. 

· Receipt Information screen: type in the “Name” and “Phone Number” for the Payroll Contact, Personnel Contact, and Authorized Agency Official contact. Click “OK”. Note: These fields are required to proceed. 

· Exit window: “Do you want to update immediately?” Select “Yes”.

· You have completed initiating health benefits.  
· Shred all paper forms after completing this action. 

	TXIN: Initiate Taxes


· From the FPPS Main Menu, click on “Personnel”, select “Employee Position Maintenance”, click on “Initiate Taxes (TXIN) (See Exhibit E) 
· Type in “SSN” or employee “Last Name” 
· Check the “Tax Type” 

· Initiate W-4 – Federal Tax: 

· Select beginning “Effective Date”.

· Select “Y” for Exempt or “N” for Non-exempt.

· Select “Marital Status”. Click [image: image9.bmp] to launch Marital Status Help window. 

· Type in number of exemptions.

· Click “OK”.
· Initiate State / Foreign Tax: 

· Select the State Code (EX: “CA”).
· Click “OK”.
· Initiate State Tax screen: Select the “Effective Date”. 
· Select “Y” Exempt or “N” for Non-exempt.
· Type in number of exemptions.
· Select “Marital Status”.
· Click “OK”.
· Initiate Local Tax (Note: None For California)

· Select “State, City, and County Codes”.
· Click “OK”. Click [image: image10.bmp] to launch code help windows, if needed. 
· Initiate Local Tax screen: Select “Effective Date”.
· Type in “Earnings Taxable % Percent”.
· Initiate W-5 Earned Income Credit. Do not process. This action is completed in Payroll. 

· You have completed initiating Taxes. 
· Shred all paper forms after completing this action. 

	TXCG: Changing Tax Information


· From the FPPS Main Menu, click on “Personnel”, select “Employee Position Maintenance”, click on “Change Taxes (TXCG)”. (See Exhibit E)
· Tax Changes Menu screen: Check the Tax Type to change or select “All Taxes” to change all. 

· Tax Change List screen: Select the Tax Type item that you would like to change. 

· Click [image: image11.png]) Changs.




. (See Exhibit F) 
· Change the desired fields, clicking “OK” for each screen.

· Optional: You can “Delete” or “View” a Tax Type from the Tax Change List by clicking on the relevant action button. Click “OK” when done. Click “Cancel” to return to Tax Change List. 

· You have completed changing tax information. 

Exhibit A

Skill illustrated: Beginning the EOD Checklist processes from the Initiate an Address action.   
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Exhibit B 

Skill illustrated: Initiating an address and electronic funds transfer. 
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Exhibit C

Skill illustrated: Initiating Employee Health Benefits. 
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Exhibit D

Skill illustrated: Completing employee health benefits selections.  
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Exhibit E

Skill illustrated: Initiating new taxes or initiating a change in tax information.  
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Exhibit F

Skill illustrated: Selecting the tax type item to change. 
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Type in “SSN” or “Last Name”.

















Check “EFT (Electronic Fund Transfer) 





Click �.





 (OR) Type in 


“FEHB”.


Click �.





Type in 


“TXIN”. 





(or)  “TXCG”





Click �.





 (OR) Type in 


“ADIN”.


Click �.





Check 


“Mail Address”  

















Click on “Employee Health Benefits” 








Click on “Initiate Address  


(ADIN)”.











Select the “Tax Type” to change. 





Click “Change” 








You can “View” and /or “Delete” Tax Type items. Click on the respective action button to complete.














Select the “Event Code” and “Event Date”. 





Click � to launch the help window to search for selections. 





Click �





Type in the “Daytime Phone number”. 





Indicate Married, by checking the box. Leave blank if not. 





Select the “Health Benefits Plan Code”, “Deduct Code”, and “Pretax indicator”. Click � to launch the help window to search for selections. 





Click on “Initiate Taxes (TXIN)” 





(or) 





“Change Taxes (TXCG) 
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