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1 Overview 
 

A Background 
 

Currently, employees have the following 2 options to perform self-service activities associated 
with payroll or personnel information: 
 
• Office of Personnel Management’s (OPM’s) EEX 
• National Finance Center’s (NFC’s) Employee Self Service.   
 
Both systems provide the employees with the ability to make online change requests to their 
personal information such as their residence address, Federal and State tax withholding, direct 
deposit, financial allotments, health insurance, savings bonds and Thrift Savings Plan (TSP) 
contribution information. 
 
OPM recently announced plans to upgrade EEX.  Since this will result in additional charges to 
user Agencies, USDA did a review of the benefits and costs of operating EEX and the NFC 
Personal Page.  USDA concluded that NFC’s Personal Page provides nearly identical services to 
those currently provided by EEX.  Using NFC’s Personal Page is included in the basic charges 
that are paid for payroll services.  USDA pays separately for participation in EEX. 
 
The Mission Area Personnel Offices unanimously concurred with USDA’s assessment that 
participation in EEX should be discontinued to: 
 
• streamline our self-service activities 
• conserve limited funds 
• avoid duplicative efforts. 
 
Effective October 1, 2004, USDA will cease participation in EEX.  See Exhibit 1. 

 
 

Disposal Date Distribution 

September 1, 2005 
All FAS, FSA, and RMA employees; State 
Offices relay to County Offices  
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1 Overview (Continued) 
 

B Purpose 
 

This notice provides the following: 
 
• guidance to prepare for the discontinue use of EEX 

 
• information on receiving personal identification numbers (PIN’s) to access NFC’s EPP, 

Employee Self Service (ESS) option. 
 

C EPP Benefits 
 
EPP: 
 
• is convenient, reliable, and easy to navigate 
 
• can be accessed 24 hours a day, 7 days a week from any personal computer with Internet 

access (see subparagraph E for system requirements) 
 
• allows employees to view and change data without having to submit change requests to their 

servicing personnel office 
 

• has customizable view preferences that can be set by the employee 
 

• delivers data needed by the employee for income and W-2 verification 
 

• contains online help accessible throughout the application to assist employees with their data 
change requests. 

 
 D ESS Option 
 

EPP’s ESS option provides employees the ability to make online change requests to their 
residence address, Federal and State tax withholding, financial allotments, direct deposit, health 
insurance, savings bond, and TSP contribution information effective for the current or future pay 
period.  

 
E System Requirements 

 
The following system requirements are required for EPP: 
 
• personal computer with Internet capabilities 
 
• access to the Internet with a Microsoft Internet Explorer browser of 5.5 or higher or Netscape 

with a browser of 6.2.x.  (MS Internet Explorer is the preferred method) 
 

• browser supporting 128-bit Secure Socket Layer encryption (United States version).  
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2 EPP 

 
A Connecting to NFC’s EPP 

 
Employees can access EPP from the Internet by logging onto either of the following: 
 
• NFC’s Home Page at www.nfc.usda.gov (see Exhibit 2)  
 
• HRD’s Home Page at http://hr.ffas.usda.gov, click “Other Links”, and select “NFC” (see 

Exhibit 3). 
 
On NFC’S Home Page, click “My EPP” from the Application Launchpad, click “yes” to the 
Security Alert messages, and click “Accept” at the warning screen.  The EPP Login page will be 
displayed.  See Exhibit 4.  Employees must have a PIN to access this system to view and make 
changes to their personal data. 

 
B Obtaining PIN 
 

See the following for instruction on obtaining PIN. 
 

Type of Users Required Action 
Current users of EPP Employees who have accessed EPP in the past can continue using 

their current PIN. 
New users of EPP As of pay period 15, any employee who had never previously 

accessed EPP was issued a PIN from NFC. 
Accessions (New Hires) All new hires will receive PIN letters automatically from NFC 

once they are inputted into the NFC database. 
Note: Employees must change the NFC-assigned password on the first access of EPP.  

Employees are encouraged to periodically change this PIN to ensure confidentiality. 
 

C Lost or Forgotten PIN’s 
 

If the EPP PIN has been lost or forgotten, a new EPP PIN may be requested and will be received 
by e-mail or mail.  From the main EPP screen, click “Forgot Your Password?” and click either of 
the following: 
 
• “Request Password by Mail” and a new PIN will be mailed to the address of record 
 
 Note: The new PIN should be received within 7-10 business days.  EPP cannot be accessed 

until the new PIN has been received.  
 
• “Request Password by E-mail” to receive a new PIN by e-mail.   
 

Note: To receive a new PIN by e-mail, a valid e-mail address must be stored in the EPP 
preferences.  The new PIN will be e-mailed after the verification process is completed 
and should be received by the next business day. 
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2 EPP (Continued) 

 
D EPP Demonstration 
 

A demonstration of EPP can be found at https://www.nfc.usda.gov/epp_demo/index2.asp.  
Click “Log-in” on the sample page and all the self-service features can be explored.  See 
Exhibits 3 through 8.  Review helpful information in the Frequently Asked Questions (FAQ’s) at 
https://www.nfc.usda.gov/epp_demo/epp.asp?ep=f1. 

 
E Pay Period 19 

 
Effective pay period 19 (September 19 – October 2, 2004), NFC will run a sweep to remove “Y” 
from the EEX Indicator in Table Management (TMGT 005) in the Personnel/Payroll System.  
This will be done automatically and no action is required. 
 

F Contacts 
 

If assistance is needed in using EPP, contact 1 of the following. 
 
• For agency policy questions about EPP, contact Crystol Wilsey at 202-418-9002. 
 
• For general questions about using and accessing EPP, check the NFC KnowledgeBase on the 

web site for answers to FAQ’s or contact NFC at nfc.webmaster@usda.gov.  Include the 
following: 

 
• full name 
• employing agency name 
• detailed description of the problem 
 
Note: For security reasons, do not include your SSN or password in the e-mail. 

 
• For questions about specific personnel and payroll information displayed in EPP, contact 

your servicing personnel office. 
 

 G Labor Relations Obligations 
 

Where exclusive representation exists, this notice does not apply until bargaining takes place. 
Where contract language addresses these policies and procedures for bargaining unit employees, 
contract language prevails. 
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USDA Notification Memorandum 
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NFC Home Page 
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FFAS HRD Home Page 
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EPP Login Page 
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EPP Sample Page 1 
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EPP Sample Page 2 
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ESS Sample Page 1 
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ESS Sample Page 2 
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