CHANGE FEHB FROM NOT ELIGIBLE TO PENDING
USE COMMAND ENCG

ENTER EMPLOYEE’S NAME OR SSN

EFFECTIVE DATE OF CHANGE TO PENDING OR ZzX
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Connections

12/10/14 ** FEDERAL PERSONNEL/PAYROLL SYSTEM ** PB602M6
14:06:40 * EMPLOYEE IDENTIFICATION * PB602P2
COMMAND: ENCG <====================================================== ==
TYPE ALL OF EMPLOYEE ECI NUMBER OR PART OF EMPLOYEE LAST NAME OR sO
SECURITY NUMBER. USE ASTERISK FOLLOWING PARTIAL ENTRY (I.E. BURNS, BU¥,

TYPE EFFECTIVE DATE OR "Y' IN NTE-DT-LWOP AND PRESS ENTER.

NAME: EMPLOYEE NAMER OR SSN: - - OR ECI:
(LAST NAME)

EFFECTIVE DATE: 11 / 17 / 14 OR

NOAC 473 NTE-DT-LWOP UPDATE: N (Y OR N)

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
MAIN EXIT

SELECT THE SCREEN FOR RNO, BENEFITS, SECURITY
@5l 5T S Bueloe Manbeme Docley TR e T i
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Connactora: [ 5751 « (@ 7

ENCG SCREEN SELECTION WINDOW - PB340P1 B602M6
B602P2

TYPE X NEXT TO THE SCREEN(S) YOU WISH TO SELECT AND PRESS ENTER.
PF3=ESC
SELECT ALL SCREENS

_ SF50/52 PSN/EMP INFORMATION X RNO, BENEFITS, SECURITY

B ALLOW/DIFF, RATING OF RECORD _ DATES, WGI, APPT LIMIT INFO
RETAINED, IMT, SEVERANCE PAY AGENCY UNIQUE INFORMATION

_ FOREIGN LANGUAGE DATA _ CHANGE HOURS SCHEDULED

_ CHANGE RETIREMENT INFORMATION




THIS EMPLOYEE'S HEALTH BENEFIT PLAN IS “ZZZ” NOT ENROLLED.
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12/10/14 FEDERAL PERSONNEL/PAYROLL SYSTEM ** PB321M1

14:09:41 * RNO, BENEFITS, SECURITY, APPOINTMENT INFORMATION * PB321P1

COMMAND : e LS s e
11/17/14 14 2153570

COMPLETE WHITE REQUIRED FIELDS. GREEN FIELDS ARE OPTIONAL. PRESS ENTER.

RACE/NATIONAL ORIGIN T _ 7 HANDICAP CODE: __ ? PRETAX IND:
HEALTH BENEFITS PLAN : ZZZ 7 HEALTH BENEFITS DEDUCT ¢D : B ?
FRINGE BENEFITS INCREMNT: SECURITY CLEARANCE LEVEL : ?
SPECIAL PROGRAM ID HEVE B SECURITY INQ INVESTIGATION: ?
ETHNICITY AND RACE H SECURITY CLEARANCE DATE

DATE FERS ELECTION : / y SECURITY OPM COMPLETION DT: 1
CURRENT APPT AUTHORITY 1: YEG CURRENT APPT AUTHORITY 2:
PREVIOUS RETIREMENT COVERAGE: N 7 FERS COVERAGE o=
CREDITABLE MILITARY SERVICE : 0000 FROZEN SERVICE: : 0000
TSP SERVICE COMP DATE : / / TSP ELIGIBLE DATE : f
TSP STATUS CODE TSP STATUS DATE

EMPLOYEE AGENCY USE [ENTER DATA ACCORDING TO YOUR BUREAU'S INHTRUCTIONSJ

END
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
NEXT NPAD ESC MAIN SPID CO-OP EXIT
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CHANGE THE EMPLOYEE’S HEALTH BENEFIT PLAN FROM “ZZZ” TO “ZZX”".

THIS CHANGES THEIR ELIGBILITY TO PENDING AND THE EMPLOYEE WILL THEN BE ABLE TO MAKE AN ELECT|ON
@5l 5T S Bueloe Marbeme Docley TR e T i
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12/10/14 *% FEDERAL PERSONNEL/PAYROLL SYSTEM ** PB321M1

14:09:41 * BENEFITS, SECURITY, APPOINTMENT INFORMATION * PB321P1

COMMAND : . =<<<<<<<<
11/17/14 14 2153570

MPLETE WHITE REQUIRED FIELDS. GREEN FIELDS ARE OPTIONAL. PRESS ENTER.

RACE/NATIONAL ORIGIN 7 HANDICAP CODE: __ ? PRETAX IN
HEALTH BENEFITS PLAN 1 ZZX 7 HEALTH BENEFITS DEDUCT CD
FRINGE BENEFITS INCREMNT: SECURITY CLEARANCE LEVEL
SPECIAL PROGRAM ID 1 74 7 SECURITY INQ INVESTIGATION:
ETHNICITY AND RACE : ’ SECURITY CLEARANCE DATE :
DATE FERS ELECTION : / / SECURITY OPM COMPLETION DT: 1

CURRENT APPT AUTHORITY 1: YEG CURRENT APPT AUTHORITY 2:

PREVIOUS RETIREMENT COVERAGE: N 7 FERS COVERAGE t _ 7
CREDITABLE MILITARY SERVICE : 0000 FROZEN SERVICE: : 0000
TSP SERVICE COMP DATE : / / TSP ELIGIBLE DATE : f
TSP STATUS CODE TSP STATUS DATE

EMPLOYEE AGENCY USE [ENTER DATA ACCORDING TO YOUR BUREAU'S INHTRUCTIONSJ

END
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
NEXT NPAD ESC MAIN SPID CO-OP EXIT




UPDATE IMMEDIATELY
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Connections: | & 5751 =|
12/10/14

14:09:41
COMMAND : <
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FEDERAL PERSONNEL/PAYROLL SYSTEM **

* RNO, BENEFITS, SECURITY, APPOINTMENT INFORMATION *

11/17/14

PB321M1
PB321P1

-

<<<<<<<<

14 2153570

COMPLETE WHITE REQUIRED FIELDS.

GREEN FIELDS ARE OPTIONAL.

PRESS ENTER.

RACE/NATIONAL ORIGIN
HEALTH BENEFITS PLAN

?

ZzX ?

HANDICAP CODE:
HEALTH BENEFITS

— 7 PRETAX IND:

DEDUCT CD

FRINGE BENEFITS INCREMNT:

SECURITY CLEARANCE LEVEL

SPECIAL PROG
ETHNICITY AN
DATE FERS EL
CURRENT APPT
PREVIOUS RET
CREDITABLE M
TSP SERVICE

TSP STATUS C
EMPLOYEE AGE

END

EXIT FUNCTION - PR106W1
TO SELECT, POSITION THE CURSOR ON
AN OPTION AND PRESS ENTER.

EXIT WITHOUT UPDATING
RESUME TO COMPLETE CURRENT PROCESSING
UPDATE IMMEDIATELY

PF3=ESC

/ f,
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INSTRUCTIONS)

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF/---PF8---PF9---PF10--PF11l--PF12---
NPAD ESC MAIN SPID CO-OP EXIT
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TO DOUBLE CHECK YOUR PROCESSING, USE COMMAND EHVW.
ENTER EMPLOYEE’S NAME OR SSN
ENTER THE EFFECTIVE DATE OF THE CHANGE IN FEHB CODE TO “ZzX” IS TO BE EFFECTIVE

“X” EMPLOYEE
555551 953 SneTone Wi Dy .. .. e

L= AlMryr&aSETO3
Conmections: [ & 5151 oL
12/10/14 *% FEDERAL PERSONNEL/PAYROLL SYSTEM ** PA913M1
14:19:36 VIEW EMPLOYEE MENU PA913P1
COMMAND: EHVW < <<<<<<<<
TYPE ALL OF EMPLOYEE'S ECI NUMBER OR PART OF EMPLOYEE'S LAST NAME OR SOCIAL
SECURITY NUMBER. USE ASTERISK FOLLOWING PARTIAL ENTRY (I.E. BURNS, BU*, 524%*).

NAME: EMPLOYEE NAME OR SS5N: - - OR ECI:
(LAST NAME)

EFFECTIVE DATE: 11 / 17 / 14
TYPE X NEXT TO THE GROUP(S) YOU WANT TO VIEW, AND PRESS ENTER.

ENTITLEMENTS X EMPLOYEE
B ONE TIME ADJUSTMENT _ LEAVE
TIME AND ATTENDANCE SUSPENDED PAY
SCI PERCENTAGE HISTORY TICKLER
_ YCC EMPLOYEE

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
MAIN RSSN PLST EXIT

“X"” EMPLOYEE PERSONNEL INFORMATION
555551 953 SneTone Wi Dy S . . .. e
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Cornectorn: [ 5151 «| @ 7 dmereion P R
12/10/14 FEDERAL PERSONNEL/PAYROLL SYSTEM ** PA913M2
14:20:28 * VIEW EMPLOYEE DATA MENU * PA913P2
COMMAND : e LS s e
11/17/14 EENNO110
DEPT/BUREAU: IN26 SUBBUREAU POI: 4343

TYPE X NEXT TO THE GROUP(S) YOU WANT TO VIEW, AND PRESS ENTER.
WHEN FINISHED VIEWING, PRESS PF3 TO RETURN TO PREVIOUS MENU.

( EMPLOYEE PERSONNEL INFORMATION _ SUPERVISORY PROBATION INFORMATION
EMPLOYEE POSITION INFORMATION
EMPLOYEE PAY INFORMATION
EMPLOYEE INCENTIVE/BONUS PAYOUT
AGENCY UNIQUE INFORMATION
APPOINTMENT LIMIT
PERFORMANCE RATING HISTORY
EMPLOYEE LANGUAGE DATA
EMPLOYEE DETAIL INFORMATION
FAA UNIQUE INFORMATION
_ EMPLOYEE EDUCATION INFORMATION
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

ESC MAIN EXIT
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ENTER THROUGH THE EMPLOYEE SCREENS (IN ALPHA ORDER BY DATA ELEMENT) UNTIL YOU REACH HEALTH PLAN.
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Conmectora: [ 5751 - (3 Atter PAL PAZ PA3  Ree  PRL PR M

12/10/14 FEDERAL PERSONNEL/PAYROLL SYSTEM *¥* PA914MA

14:21:41 * VIEW EMPLOYEE PERSONNEL DATA * PA914NA

COMMAND : 2 <<<<<<<<
11/17/14 EENNO110
POI: 4343 SP JE

DATA AND PRESS ENTER. START FROM:

GRADE POINT AVERAGE H

GRD/LVL/CLS/RNK/PAY BAND : 04

HEALTH BEN DEDUCTION CD :

HEALTH BEN PRETAX IND : Y / UNTAXED - EXCLUDE HEALTH BENEFIT DEDUCTION FROM
HEALTH PLAN : ZZX / PENDING. EMPLOYEE HAS NOT ELECTED COVERAGE

BUT IS ELIGIBLE TO DO SO.

HOME LEAVE ELIGIBILITY : N / NOT ELIGIBLE TO EARN HOME LEAVE

HOURS SCHEDULED WEEK 1 : 27 00

HOURS SCHEDULED WEEK 2 27 00

IMT SERVICE BEGIN DATE

IMT SERVICE END DATE

IMT WRKDAY CAREER TENURE

IMT WRKDAY PROBATION

MORE
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
NEXT ESC MAIN upP DOWN SCD EXIT

THIS SCREEN WILL REFLECT THE CHANGE IN HEALTH PLAN TO ZZX.




