EFFECTIVE OCTOBER 1, 2003, EMPLOYEE EXPRESS (EE) WILL BE MANDATORY.

Who can use Employee Express?  Federal civilian employees of DHHS

Who cannot use Employee Express?  Guest Researchers, Commissioned Corps Officers, Visiting Fellows, and Other non-FTE positions, e.g., ITRAs.

Actions that can be performed in Employee Express:

Federal Tax


State Tax
Direct Deposit - Savings and Checking only

Financial Allotments – for employees with Direct Deposit only
Health Benefits (FEHB) – Open Season only

Thrift Savings Plan (TSP)

Home Address Change
IN ORDER TO USE EMPLOYEE EXPRESS, YOU NEED A PIN.

If you have lost or forgotten your Employee Express PIN, you may request a new one online or via telephone.

Requesting to receive a New PIN by Mail 

If you would like to receive a new PIN by mail, please go to https://www.employeeexpress.gov, click on the link for Forgot PIN and select the "Receive PIN By Mail" button. Your new PIN will be mailed the next business day to your address on file. You should receive your new PIN within 5 -7 business days. To prevent further delay in using Employee Express, please do not attempt to access the system until you receive your new PIN. 

You may request a new PIN by Mail by calling the Employee Express Helpdesk at 478-757-3030, from home at (800) 573-0940, or TDD (912-757-3117). 

Requesting to receive a New PIN Online 

If you would like to receive a new PIN online, please go to https://www.employeeexpress.gov, click on the link for Forgot PIN and select the "Receive PIN Online" button. In order to receive a new PIN online, you must have a valid e-mail address. Also, it is recommended that you have your recent Earnings and Leave Statement with you because you will have provide the following:  the percent or the dollar amount of your TSP contributing, your health benefits enrollment code, your retirement system and your date of birth.  Your new PIN will be emailed to you after the verification process has been completed. You should receive your new PIN by the next business day. To prevent further delay in using Employee Express, please do not attempt to make duplicate requests until you have received an e-mail notice from Employee Express concerning the status of your request.

It is helpful to change your Employee Express PIN to something that is easy to remember. 

You must use numeric digits when entering your PIN on the Employee Express web site. The web site will not accept alphabetic characters when entering your PIN.

How to obtain assistance:

You can call the OPM/EE Help Desk (in Macon, GA) at 478-757-3030 or 800-573-0940 from home.  Hearing impaired employees may call (478) 757-3117or 1-888-880-0412.  The help desk is available Monday through Friday between 7 a.m. and 7 p.m. ET. At other times, a message may be left and someone from the Help Desk will return your call. You may also contact the Help Desk via email at EEXHELP@OPM.GOV.  However, you must include your full name (as it appears on your earnings and leave statement), your agency's name, your phone number and a brief description of your problem in your message. Questions concerning specific personnel and payroll information should be directed to your human resources representative. You may locate your servicing personnel office at: http://hr.od.nih.gov/Benefits/Dhrobranchlocation.htm.

What do I do if my EE transaction has not taken effect?
We strongly encourage you to elect to receive an email confirmation of your transaction. This confirmation will serve as your only documentation and will aid in following up on your transaction.  The transaction date is recorded on that confirmation.

· Wait two (2) full pay periods to ensure that the processing of your transaction has taken effect;

· Check your pay slip for the anticipated change;

· Contact your human resources representative.  Inform him/her that your EE transaction did not take effect and provide him/her with a copy of your EE confirmation.

· If your human resources representative is unable to resolve your EE transaction problem, s/he will consult the Division of Employee Services and Benefits (DESB) for assistance.  Please do not contact DESB directly.

For more information regarding EE at NIH please visit http://www3.od.nih.gov/ohrm/ee/niheeinfo.htm

