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ringing systems together to better serve you!

s

Locating Your Information in HR Links
and Other HR Systems

You can find HR-related information in HR Links and other HR systems.

HR Links

Employee Express

Electronic Official

Personnel Folder

(eOPF)

Award Preference (time off

or monetary{

Background investigation

Benefits information

Disability status

Emergency contacts

Ethnicity
Home and Mailing Address

Leave balances

Name
Personnel Actions, Position

Information, and Pay

Information
Phone Numbers (Business &

Personal

Direct Deposit (EFT) and
financial allotment
information

Federal and State tax
withholding amounts
Leave Category (how much
annual leave you earn per
pay period)

Pay

Beneficiary forms (life
insurance, TSP and
retirement)
Documentation of
military service
Insurance election
forms (health and life)
Performance appraisals
Standard Form 50s (SF-
50s)

More!

Need more help?

e View our user guides and training videos on the GSA Corporate Apps site, or

e Contact your servicing human resources office.
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https://hrlinks.gsa.gov/
https://corporateapps.gsa.gov/files/TimeOffAwardPreference_JobAid-October-2020.pdf
https://corporateapps.gsa.gov/files/TimeOffAwardPreference_JobAid-October-2020.pdf
https://corporateapps.gsa.gov/files/HRLinksGuide_UpdatingEmergencyContactInformation_Oct2020.pdf
https://corporateapps.gsa.gov/files/Updating-Your-Ethnicity-and-Race-Oct2020.pdf
https://corporateapps.gsa.gov/files/HR-Links-Guide_-Updating-Home-and-Mailing-Address.-Oct-2020docx.pdf
https://corporateapps.gsa.gov/files/HR-Links-Guide_-Changing-Your-Name_Final-Oct-2020docx.pdf
https://corporateapps.gsa.gov/files/HR-Links-Guide-Updating-Work-and-Personal-Phone-Numbers-Oct-2020.pdf
https://corporateapps.gsa.gov/files/HR-Links-Guide-Updating-Work-and-Personal-Phone-Numbers-Oct-2020.pdf
https://corporateapps.gsa.gov/hr-links/employees/
https://insite.gsa.gov/employee-resources/hr-eeo-pay-and-leave
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View your background investigation level

1. From the HR Links homepage, select the View/Update My Personal Info Tile.

' Employee Self Service

HR Links Training & HR Support Help Desk Home Performance GSA Telework Agreement
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NextDue Date 11/16/2020

Print SF-50 Benefits Library Benefits Summary Employee Timesheet
|
—_— [ -

+ «©

08/27/2020 - 10/10/2020
Saved

Employee Time Requests View My HR Information Company Directory View/Update My Personal Info

Request Base Schedule
() G=aAWS Converted

®
lil Absence Requests
a
Additional Time Requests

g%a L /3

2. From the View/Update My Personal Info page, select Employee Security Clearance.

View/Update My Personal Info

€ Additional Information Additional Information

[ Phone Number Change (USF) Gender Female
Date of Birth IPRNENY

[=] Address Change (USF)
= 9 Y Birth Country United States

88 Emergency Contacts Birth State
Social Security Number .. L5200
(& Name Change (USF) Original Start Date

@& Ethnic Groups Last Start Date INNCI00

& Selfidentification Disability Employes Information

o8 Time Off Award Preference Contact the Human Resources department if any of your Employee Information is incorrect.

3. You’'ll see information about your investigation.

Favorites » Main Menu ~ > Self Service~ » Personal Information + >  Employee Security Clearance

‘®’ HR Shared Service

Security Clearance

Empl ID
Personalize | Find | View All | JEd] | L;' First ‘4" 1of1 '}/ Last
Investigation Investigation - Investigating Investigation Certification Reinvestigation
Type Code Investigation Description Agency Closed Date Investigation Status Date Clearance Status Date
MBI 050 Moderate Risk OPM 02/26/2016 Certification Granted 03/10/2016 Active 02/26/2021

nlSave | |[2h Retum to Search =] Notify
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View benefits information

1. From the HR Links homepage, click the Benefits Summary tile.

~ Employee Self Service

HR Links Training & HR Support Help Desk Home Performance G SA Telework Agreement
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Mext Due Date 11/16/2020
Print S5F-50 Benefits Library Benefits Summary Employae Timesheet

= il§ : «©

0W2TI2020 - 10M10/2020
Saved

Employee Time Requests View My HR Information Company Directory View/Update My Perzonal Info

. Request Base Schedule
(+) G3AAWS Converted

lil Absence Requests
B
Addifional Time Requesis
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You'll see a summary of your benefits, including your Federal Employees Health Benefits (FEHB)
plan, Federal Employees Group Life Insurance (FEGLI) election, retirement plan, and Thrift
Savings Plan (TSP) contributions.
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Benefits Summary

View a summary of your current benefits coverage

W your benefits 25 of arother ate, enes the

e
FEHB
[JP SELECTED PLAN GESCRPTICN COVERACE DESCRPTION
BCBS Service Benefit Plan Basic Self Only 111
o
FEGLI

O SELECTED LA SESCRPTICN CONERALE DESCRIPTICN
Basic Life

Salary X1 +§2000

O SELECTED PLAN GESCRPTICN CONVERACE DESCRIPTION
Option A - Standard §10.000

pen,

e

O ‘SELECTED PLAN QESDRPTICN COVERALE DESCRPTION

Option B Additianal - 5X Salary X5
Epana-
sagtizd
O SELECTED AL GESCHPTICH COVERACE CESCRIPTION
Option € Family - 5X Enrolled
apten
Famiy
TSP
SELECTED PLAN GESCRPTICH CURSENT COMTRELTICN
TSP Traditional Currentiy Not Contributing
=
Tradberal

um
§731 After Tax

For more information about your benefits, visit the benefits page on InSite. If you have
any questions, please contact your Benefits and Retirement Specialist.

View your disability status

1. From the HR Links homepage, select the View/Update My Personal Info tile.

[ Employee Self Service

HR Links

ning & HR Suppert Help Desi Home Pertormance G54 Telework Agreement
it O . "
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NextDue Date 11/16/2020
Print SF.50 Benefits Library Benefits Summary Employee Timesheet

E il§ sa «©

0012772020 - 101102020
D Saved

Employee Time Requests View My HR Information Company Directory View/Update My Personal Info
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.
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2. Select Self Identification Disability.

date My Personal Info

@ Additional Information Additional Information

[0 Phone Number Change (USF) Gender Female
Date of Birth IWIININD

[=] Address Ch USF)
(=] Address Change (USF) Birth Country United States

%8 Emergency Contacts Birth State

social Security Number ._. J00200

i Name Change (USF) Original Start Date

& Ethnic Groups Last Start Date INENEZN00

« Self-Identification Disability | Employee Information

M8 Time Off Award Prsforsnce Contact the Human Resources deparment f any of your Employes Information is incormect,

B Employee Security Glearance

3. Your current disability status is shown at top of the screen. To update your disability
status click on the magnifying glass to search for correct code.

o Additional Information

Self-ldentification of Disability

D Phone Mumber Change (USF)

Employee's Current Disability Status

Address Change (USF) LDis ability Code: 05 | do not have a disability or serious health condition.

Purpose
Each agency in the Executive Branch of the Federal govermnment has established programs to facilitale the hiring,
placement, and advancement of individuals with disabilities. Self-identification of disability status is essential for
fl, Mame Change (USF) effective data collecfion and analysis of the Federal government's efforts. While self-identification is voluntary, your
cooperafien in previding accurate information is critical to these efferts. Every precaution is taken to ensure that the
informaticn provided by each employee is kept in the strictest confidence.

{2 Emergency Contacts

"‘.' Ethnic Groups

Definition

An individual with a disability: A persen who (1) has a physical or mental impairment which substantially limits cne or
more major life activities; (2 has a record of such an impairment; or {3) is regarded a2 having such an impairment. This
definition is provided by the Rehabilitation Act of 1973, as amended (209 U5.C. 701, et seq.).

¢ Selfldentification Disability

B8 Time Off Award Preference

Disability Information (3
&= Employee Security Clearance

*Disability Code: Q

D The Rehabilitation Act of 1973

* Required Field
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Select the correct code.

@ ccson formsion New windo | Personaize Paoe]
Self-dentification of Di Sexrnvy: | Dbty Code v begis wtn
3 Phone Number hange (USP) E
Enpiosees Curtcnt DIl [ESRY [corc | scvceoteo
(=] Acaress Change (UsF) Disabilty Code: 05, I
$ Emergency Conta
Semmer Each agencyn the Exccutve Bl v
Blacement and 6vancementof
Cooperoion nprosdngaccuie] | D520  Description Cotegory
nfomaton povded by cach
& Ethnic Groups 3 1do not wish 1 identity my disabilty or serious health condtion. Otmer Options.
Detintion
= ° forerampe. Targeted Disabities o Senous Heath Gangtn
Cettonia rosaesty e Rens] 0 TraumatBran iy Targeted DisoitiesorSerous st Canctn
e e 05 1do notave a dsabityorseius heslh condiion Oer Opions
Disability nformation @ o
3 Enployee Securty Giarance s Ober Optens
i 1
T3 Specch mpament O Dssites or Sers Hesth Conditons
“Disabtty Cose: a —
© oestor A B o -
20 Bing o serousdfclyseeing even when wearng lases Tareted Dsaoites o Serous Heah Canatn
157 Teg, hand andio foo) Targeted Disabities o Senous Heath Cangtn
“ — -
E Spiataoncmate, orexampi,spn bisda o scolesis Or Dissites or Serus et Conditons
44 Nonparaic oropedc impaments fo example, chron pan, siess, s
[— Ot st or Sarus HosthConditons
[r— O Dt orSerus Hest Conditons
o mutpesceross Oer Dsabiies orSerus Heaih Gondtons
50 Pl or compiteparaysis amycouse) Targeted Disoities o Serous Heath Canctn
0 Cansorsscusrorhest dsesse O Disstis or Sarus Hosts Conditons
Depression, aney asorser.oranerpsyehar disorder Or Dsabilies orSerus Heath Condtons
Epiepsy o ther sezu disorders Targeted Disabities o Senous Heath Cangtn
5 Blooddiseases, for exampe skl cll nemia hamophiia Ot st orSarus Hosts Conditons
% o Oer Dssities or Serous Hestn Constons

5. Click Submit.

0 Additional Information

D Phone Number Change (USF)

| Address Change (USF)

\2 Emergency Contacis

(3/ Mame Change (USF)

‘_.' Ethnic Groups

¢ Self-ldentification Disability
‘B8 Time Off Award Preference

& Employee Security Clearance

Self-ldentification of Disability

Employee's Current Disability Status

Dizability Code: 05 Ido not have a disability or serious health condition.

Purpoze

Each agency in the Executive Branch of the Federal government has established programs to facilitate the hiring,
placement, and advancement of individuals with disabilities. Self-identification of disability status is essential for
effeclive data collection and analysis of the Federal govemment's efforts. While self-idenfification is voluntary, your
cooperalicn in previding accurate information is critical to these efferiz. Every precaution is taken to ensure that the
information provided by each employee is kept in the strictest confidence.

Definition
An individual with a disability: A persen who (1) has a physical or mental impairment which substantially limits cne or

more major life activities; {2) has a record of such an impairment; or (3) is regarded as having such an impairment. This
definition iz provided by the Rehabilitation Act of 1973, a5 amended (29 U5.C. 701, et zeq.).

Disability Information (%)

*Di ili : 13 . .
Disability Code Speech impairment

The Rehabilitation Actof 1373

* Required Field

6. Your disability status change is now self-approved.

Click Ok.
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£ Employee Salf Servica

0 Additional Information
Disability Request Submit Confirmation
[J Phone Number Change (USF) Submit Confirmation

= e

|='| Address Change (USF) The Submit was successful.

Employee Updated Disability Status

14
"’ Emergency Contacts Disability Code 13 Speech impairment

& Name Change (USF) Disability Approval
| Disability Request:Approved | (Dview/Hide Comments
& Ethnic Groups S84 Disatillty

Self Approved
+ Selfidentification Disability L v .

Comments

[| oK |

B Time Off Award Preference

=] Employee Security Clearance

Note: If you have a pending personnel action in the HR Links system you will receive a
message that you cannot update your disability status at this time.

TGN 1 Provided By e ST 973, 25 amended (29 U5 C. 10T, ST 569

ability Infg

isability. You have a pending personnel action

“ou cannot update your disability al this ime since HR s processing another personnel action in your HR record. Once HR has processed that action, you can submit your disability update. Flease try again later or contact your HR Office with any questions.

quired Field

Submit

View your leave balances

1. From the HR Links homepage, select Absence Requests within Employee Time Request
Tile.

v Employee Self Service

HR Links Training & HR Support Help Desk Home Performance GSA Telework Agreement
- Q 3 fC
oy i H
@ -
- = -«

Next Due Date 11/16/2020

Print SF-50 Benefits Library Benefits Summary Employee Timeshest

= il§ rip «©

0812712020 - 10/1072020
Saved

Employes Time Requests View My HR Information Company Directory ViewlUpdate My Personal Info

| Request Base Schedule
(®) GSAAWS Converisd

2 a0 «
:E Addifional Time Requests

i
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2. Absence Request page will display your Annual, Sick and Award Leave Balances. Note:

Your Use or Lose Balance is displayed under your Annual Sick Leave.

5 HR Links

Employee Self Service - Time

REQUEST ABSENCE

Absence

Annual Leave Balance

252.5 Hours

(84.5 Hours Use or Lase)

REQUEST ANNUAL LEAVE

Absence Requests

ABSENCE

Sick Leave Balance

STATUS BEGIN DATE

071072020

END DATE

01/03/2021

3. To view additional balances such as: including Overtime; Comp Time and Credit time,

Select Additional Time Requests within the Employee Time Requests.

v Employee Self Service

HR Links Training & HR Support

&
«

Print 5F-50

Employee Time Requests

. Request Base Schedule
") GSAAWS Converted

3

iy

Abzence Requesis

Additional Time Requests

Help Desk Home
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- o
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Benefits Library
ﬂ]

View My HR Information

Performance

A
o«

Mext Due Date 11/16/2020

Benefits Summary

+ i

Company Directory

=
STTs

GSA Telework Agreement

Employee Timesheet

«©

0B/2TI2020 - 10110/2020
Saved

View/Update My Personal Info

poy
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5 HR Links

Employee Self Service  Time

REQUEST TIME

Overtime

REQUEST OVERTIME

Additional Time Requests

Additional Time

)

.
)

ADDITIONAL TIME

Al

L) There are no results available for the selected filters.

Comp Time

REQUEST COMP TIME

STATUS

W All Statuses w

BEGIN DATE

07/07/2020

Credit Time

REQUEST CREDIT TIME

END DATE

01/03/2021 ﬂ

View Your Personnel Actions, Position Information, and Pay Information

1. From the HR Links homepage, select the View My HR Information tile.

HR Links Training & HR Support
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Help Desk Home
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Performance

Al
-«

Next Due Date 11/16/2020

Benefits Summary
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Employee Time Requests
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lil Absence Requests
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View My HR Information

Company Directory
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G SA Telework Agreement

Employee Timesheet

«©

08/27/2020 - 10/10/2020
O Saved

View/Update My Personal Info

pos

You'll see your most recent personnel action. To view many personnel actions at once,
click on the Include History button at the bottom right of the screen, and click View All
from the Data Control bar.
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NOTE: If the Par Status field displays anything other than PRO (processed) or COR
(corrected), the action is still being worked by HR and is not yet final. Check back in a
few days to view the final personnel action.

Favorites + Main Menu « > HR Processing USF

\®’ HR Shared Service

Data Control Personal Data Job Data Position Data Compensation Data Employment Data 1 Employment Data 2 Attachments Cl Exceptions
Empl ID Empl Record 0
Data Control (2 Find | View All First ‘4" 10f1 ‘& Last
Proposed Effective Date 1011472018
Actual Effective Date 10/14/2018 Override Pl Indicator
Transaction Nbr 1 Sequence 1 Not-to-Exceed Date 02/10/2019 Pl Update Ind Applied
Action DET Detail Par Status PRO Processed by Human Resources
Reason Code TEM  Temporary FiltIn Special Processing Alternate Signature
NOA Code 930 Detail NTE Contact
Emplid
Authority (1) vSM Descr (1) 5U.5.C. 3341 Unclass. Descr (1) Part 2 Detail to unclassif psn
Authority (2) Descr (2) Descr (2) Part 2
Profile Management PPAR Remarks Award Data Tracking Data
PAR Request Nbr View Edit Errors GPPA Website Cost Center Information
[ah Return to Search =] Notify = Include History
Data Control | Personal Data | Job Data | Position Data | Compensation Data | Employment Data 1 | Employment Data 2 | Attachments | Cl Exceptions

Here’s what you can see on each tab:

Tab Information You Can View
Data Control Your last personnel action
Personal Data Date of birth, address, phone, veterans information
Job Data Title, series, grade, location, building you work in (city,

state, & building name), Federal Employees Group Life
Insurance (FEGLI) election, retirement plan

Position Data Type of appointment, position occupied
(competitive/excepted service), work schedule

Compensation Data Step, base pay, locality pay

Employment Data 1 Service Computation Dates (SCDs) for leave, Reduction in
Force (RIF) and retirement, date of last Within Grade
Increase (WGI), Within Grade Increase due date

Employment Data 2 Bargaining Unit Status, probationary period dates

Employee Express
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1. Logonto Employee Express. You'll see your Earnings and Leave Summary, along with

your leave balances (the date indicates when your leave balances were last updated in
Employee Express).

New to GSA? You will receive access to Employee Express approximately 5
weeks after your start date. You will receive a login ID and initial password via
email from the U.S. Office of Personnel Management.

Employee

A Home

EXpress »

Earnings and Leave Summary
PayroII | Personnel The employee is responsible for verifying the accuracy and correctness of the Eamings and Leave Statement and
You may view or change the following payroll-personnel reporting any errors in a timely manner.
information using Employee Express

You last successfully logged into Employee Express on 2/13/2019 10:59 PM ET
Combined Federal Campaign

Direct Deposil
Federal Tax Updated: Thursday, April 4, 2019
Financial Allotment

Health Savings Allotment Gross Pay:
State Tax

W-2 Hard Copy On/Off .
1095.C Hard Copy On/Off Net Pay:

Miscellaneous Annual Balance:

Change Login ID

Change Password SICKIBSaRER:

Change Security Questions

Earnings and Leave Summary Comp Balance:

History Payroll / Personnel Actions

W-2 View your Earnings and Leave Statement
1095-C

2. Select View Your Earnings and Leave Statement. Your annual leave category (leave

accrual rate) can be found at the bottom of your Earnings and Leave Statement under
the “Annual Leave” heading.

Employee Express is also used to:

® Change Federal or State Tax Withholding amounts (Note: if you move to a new

state or locality area, contact kc-payroll.finance@gsa.gov to file a new state or
locality form.)

® Change Direct Deposit (EFT) and financial allotment information

It is your responsibility to review your Earnings and Leave Statement for accuracy each
pay period.

Your electronic Official Personnel Folder (eOPF)

Your eOPF contains official copies of your Standard Form 50s (SF-50s), as well as many of your
other HR records, including:
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Beneficiary forms (life insurance, TSP and retirement)
Documentation of military service

Insurance election forms (health and life)
Performance appraisals

Standard Form 50s (SF-50s)

More!

Log on to eOPF to view and print copies of these documents.

New to GSA? You will gain access to eOPF two full pay periods after your start date.
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