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PHSPay User's Guide

WELCOME TO PHSPay

This User’s Guide describes the functions available to Self Service users of PHSPay.

The PHSPay application has been adopted by PHS to allow its Active Duty Officers to
view/update/request/print personal and or payroll related information online at any time,
including:

Earnings Statement

Annual Tax Statement

ACA Forms

Pay Verification Letter

Direct Deposit Instructions
TSP Contribution Elections
Federal and State Withholding
Payroll Address Change

The PHSPay application displays earnings statements beginning with the January 2020
pay period. Earnings statements will no longer be mailed to your payroll address. Active
Duty Officers will continue to receive payments on the first business day of each month.

Access to PHSPay

Access to PHSPay is gained by browsing using the latest version of any browser to the
URL https://phs.lyceum.com/Login.aspx/

Once on the website - the first thing you will see is a Warning Banner that indicates the
terms of use of the system.
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DHHS Warning Banner

LOG OFF IMMEDIATELY if you do not consent to the conditions stated in the following notice.
Otherwise click "Accept” to accept the terms and proceed.

You are accessing a U.S. Government information system, which includes (1) this
computer, (2) this computer network, {3) all computers connected to this network,
and (4) all devices and storage media attached to this network or to a computer on
this network. This information system is provided for U.S. Government-authorized
use only

Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

By using this information system, you understand and consent to the following:

« You have no reasonable expectation of privacy regarding any communications or
data transiting o stored on this information system. At any time, and for any lawful
Government purpese, the government may monitor, intercapt, and search and seize
any communication or data transiting or stored on this information system.

« Any communication or data transiting or stored on this information system may be
disclosed or used for any lawful Government purpose

Accept || Decline

PHSPAY Warning Banner

Click the ‘Accept’ Button to access the Initial Login Screen.

Initial Login Screen for PHSPay Users

N © & hitpsy/postprod.amshhs.gov/amsLogin/SimpleLogin.jsp

HS.gOV ACCESS MANAGEMENT SYSTEM

Select Login Method

HSPD-12 Access Card

Insert your HSPD-12 access card
into the smart card reader before
you select login. @

. LASTNAME,
g FIRSTNAME M.

o Help o HHS Privacy Policy

Login Screen
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Button Functions

CE[ET

System Tray

The buttons for some system functions are located at the bottom right-hand corner of
the display in the System Tray.

@ Home button - Clicking on the Home button provides you with the initial view of
PHSPay’s User Inbox.

Chanqe Password — Ignore this tool; you will access PHSPay using your PiV/CAC
card.

Chanqe Effective Date — Ignore this tool; the effective date is displayed in each
transaction.

Log Out Button - You can log out of the system at any time using the system tool
icon shown to the right which is located in the bottom right-hand corner of the System
Tray.

System Navigation

The user Work Space consists of three main areas: Left-Hand Menu, Data View and
System Tools as shown below.

User Workspace
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* Earnings Statement

* Annual Tax Statement
+ ACA/1095 Form & Dependents
* Pay Verification Letter

¢ Direct Deposit

TSP Contributions
Federal, State Withholdings
Payroll Address

* FAQ

* Getting Started
¢ User Guide

* Logoff

PHSPay User's Guide

Each Section displayed in the Left-hand Menu opens a
separate View with detailed data related to that menu item.

Home re-routes users to the Inbox where documents are
displayed for download and review.

The Pay Statements section of the Menu to left allows users to
view/ reprint data and statements related to their income.

The ‘Pay Changes’ section allows officers to make changes to
payroll data that directly impact their net (after-tax) payment.

The ‘Tools’ section provides links to this User Guide, a ‘Getting
Started’ Guide to using the system and a Payroll Inquiry Form
as well as a link to Logout.

Officer Self-Service Functions

The following self-service functions will be available to execute within PHSPay:

© N o g & w b E

Reprint Earnings Statement

Reprint Annual Tax Statement

Request ACA/1095 Form and Dependents

Print Pay Verification Letter

Update Direct Deposit Information

Update TSP Contributions

Update Federal and/or State Withholding

Update Payroll Address
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Earnings Statements

Each month, the officer's Earnings Statement will appear in your Inbox. Click to
download, view, print or save on your computer. Statements will never be
deleted. Regardless of when the statement appears, your pay will be deposited
in your account(s) on the first business day of each month (or the last business
day of the prior month in case of holidays).

Inbox (3)

Actions | i | i Subject ¥ Transaction Date
% {i Earnings Statement 01/2020 01/23/2020 21:02:29
%% {i Earnings Statement 12/2019 12/18/2019 13:23:46
% {i Earnings Statement 11/2019 11/20/2019 14:51:57

Click the ‘paperclip’ icon to open, view and download.

From: SArndt Transaction Date:01/23/2020

Earnings Statement 01/2020

e Earnings Statement 01/2020.pdf

P o

< Moke

Reprinting Earnings Statements

You may reprint past Earnings statements by following these steps:

1. Click the Earnings Statement Left-Hand Menu Item

2. Select the payroll period to reprint. Click Continue.

Page 6 of 18



PHSPay User’'s Guide

5 NOA Processing Effective Date: 02/03/2020
Restore Earnings Statement

PHS #: Name: 1 W Name: -
Name: Category: 03 Corps: 11 TIGrade: O3 Billet: 93CC702
Agency: DHS, IMMIGRATION AND CUSTOMS ENFORCEMENT, ICE HEALTH SERVICE CORPS

Select = Subject
Eamings Statement 01/2020
[ |Eamings Statement 12/2019

Earnings Statement 11/2019

EE

] Earnings Statement 10/2019

Earnings Statement 05/2019

Earnings Statement 04/2019

Earnings Statement 03/2019
Earnings Statement 02/2019
Earnings Statement 11/2018

Earnings Statement 10/2018

Earnings Statement 09/2018

Earnings Statement 08/20138
Earnings Statement 07/2018
Earnings Statement 06/2018

Earnings Statement 06/2018

Earnings Statement 05/2018

IT Earnings Statement 01/2018

EEEEEEEEEEEER

3. The Reprinted Earnings Statement will be placed in your Inbox. Accessed it by
clicking on the Home icon at the bottom of the screen or on the Home menu item.

4. Click the ‘paperclip’ icon next to the Earning Statement to open, view and
download.

Page 7 of 18



PHSPay User's Guide

Earr‘lll"lgs Slﬂtement Prewered by Lyoeum Business Senvices., LLC
United States Public Health Service Important Notes
ROCKNILLE, MD 20852 Prepare for the end of the year by checking your TSP, 1sxes and payroll address.

If you TRANSFER or MCWE. You must send address changes DIRECTLY to Compensation,
P.HYCYCLE: 1172018 since changes in ather data systems do not change your payroll address. Your Motice of
PAY DAY IS Movember 20, 2010 Amrival MUST be submitted in a timely fashion.

OFFICER Serial Mo

Social Security Mumbsr For officers age 50 and over, 2018 TSP Catch-up Form (TSP-U-1-C). Mew form is

. X : REQUIRED for 2018 Catchup. Catch-up Elections must be submitted annually. Uniformed
gﬁElggﬁg:jp; ?‘E%aﬁn 12 Sarvices forms may be Feum:lpa1 twm.TpSF‘.gw . "
EZ&E&N[ Credit Date g:iﬁ}g How to contact Compensation: Email us st CompensationBranch@hhs.gov  Most
TGrade: o3 documents may be submitted via email. The streetisourier defivery address is: 1101
‘ears of Senvice for Pay. 0 ‘Wootten Paroray, Suite 300, Rockville, MD' 20852, The main telephone number is
Faderal Tax Status: Single 240-276-E798. Stay current with Commissioned Corps 1ssues by regularly visiting the
Federal Exemgtions: 1 Commissioned Corps website, https:idop psc.gow'comis!.

Fed Tax Cwemide:

State Tax Status: KXY Exempt
COMPEMSATION Eamad Year To Date
Basic Allowance Subsistence 25430 a7ee28
Basic Allowance Housing 150800 18580.00
Base Pay 6241.60 68056.50
DEDUCTIONS Taken Year To Date
Member SGLI 24.00 288,00
Traumatic SGLI 1.00 11.00
TAXES Withheld Subject Wages YTD Subject Wapes Year To Date
Federal-incomeTax £81.00 8241.50 B2658.50 9681.00
Federal-Hl B0.50 9241.50 026566.50 98552
Hentucky-IncomeTax 4241.50 B2658.50 0.00
Federal-0ASDI 8507 G241.50 88656.50 4256.70

It is your responsibility to thoroughly examine this statement.
If unexpected changes occur, contact the Compensation Branch at 240-276-8799.
If you are having problems viewing this online, please call the HELP DESK at 1-883-225-3302.

Current Distribution of NET BEM 42 YTD T2B11.57
ACH: (Checking) X0000B005 BEZ1 42

PH5-8155-1 (222008) STATEMENT OF EARNINGS AND DEDUCTIONS

Earnings Statement
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2. Annual Tax Statement

PHSPay produces Annual Tax Statements for each officer. 2019 Annual Tax
statements have been mailed to officers and are available for reprinting via Self Service.
Annual Tax statements for tax year 2020 and onwards, will be available to download via
Self Service after January 315t of each year. Requests for reprints for years prior to 2019
will need to be made via your payroll support office.

Reprinting Annual Tax Statements

Officers may reprint W2s/Annual Tax Statements for the previous year, (once
they are finalized — first week of February of the current year) or past years’ Tax
Statements (2019 and later),via Self Service by doing the following:

1. Click the Annual Tax Statement Left-Hand Menu Item

2. Enter the 4-digit year for which the Annual Tax Statement and Click Continue.

5 Inputs Required Effective Date: 02/04/2020

Reprint W2/1099 Document

EHS #: Hame:
Categery: 11  Corpa: 11 TGrade: 04 Billet: 99HBS73
Agency: HRSA, ASSOCIATE ADMINISTRATOR BUREAU OF HEALTH WORKFORCE, DIVISION OF ME DICINE AND DENTISTRY

Enter the Tax

Your action(s) will be effective on 02/04/2020 Year for the
Tax Statement
Reprint

Tax Statement Year H

3. Click the ‘paperclip’ icon next to the Tax statement

User:
n
- Fwﬁash| Click to
ACCEesSS
Inbox (2) Documents
Actions | ubject
1] 2019 W2 1099 1095 Request Results
1] Earnings Staterment 01/2020

4. Click the .PDF icon to open or save the document

From: Transaction Date:02/04/2020

Please see attached year end documents.

- 1003 W2 Documents pdf
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5. Review the W2/Tax Statement produced for accuracy.

3. Request ACA/ 1095 Form and Dependents

o i mp!
City, or Local Income Tax Return

a Control Mumber

b Employer 1D numbar

53-0196960

s State OME Ne.
20 1 9 1545-0008
ages, bps, other comp. leral InCome lax withhel

T4595.00 10572.00

3 Social security wages 4 Social aecurity 1ax witheld
T48596.00 4643.68

5 Medcore wages and lps € Nechcare s wilhheid
T4B9E.00 l086.02

G Errplayers name, aodress, and ZIF code
TUnited States Public Health Service
Commissioned Corps (Military Pay)
1101 WOOTTON PABEWAY, SUITE 300
ROCEVILLE, MD 20852

[

T S secily 0ps

8 Allocated dps

varcs EIL payment

10D0ependent care benefits

11 Monoualified plans

128Code Seeinst. for box 12

X

T3Sttutary employee | Refrement glan | 1 hird-pary Sich pay

14 Onther

120 Cantder

EY¥037564

15 State Emglayer's state 1D 8

T4858.00

16 State wages, tips, atc

0.00

17 State income tax

18 Local wages, ips, eic

3 Local income tax

20 Locallty name

Form W-2 Waoz and Tax Statement

Dept. of the Treasury —- IRS 41-1822081

Officers may reprint the ACA Form via Self Service for any year that they were

paid in PHSPay beginning in 2019, by doing the following:

1. Click the Request ACA/1095 Form and Dependents Left-Hand Menu

[tem.

2. Select the year then click the Next Button — first available year for
reprint is 2019

(5

ACA Reprint Request

Effective Date: 02/04/2020

Use this wizard to request ACA/1095 reprints in PDF form (24 x 7 x 385) for any year you were paid by CCP.

Using the dropdown, select the year for the ACA/1095 form that you want to reprint.

Only years which have been processed will return valid results

Selecta
2019 ~ ’ year for the

Select Year

3. Review the screen presented then click the Next button

ACA reprint
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5 Inputs Required Effective Date: 02/04/2020

Produce Audit W2/1099/1095 Documents
1095 reporting will be queued for processing for the period end date of 2019M12/31

Only clients listed below will be processed:
1003 United States Public Health Service

Employee 1003 will be the only employee processed
(Only 1095) Employee processing will be limited to 1095
Employee documents will be sorted by SSN.

Please click NEXT to confirm.

PHSPay User's Guide

4. Click the paperclip next to 1095 Request Results to access the

reprinted 1095 document

[
User:

Refresh
|nbox{2:-| Click to access
. 1095 Document
Actions | + Subject
| ﬁ 2019M12/31 1095 Request Results
| ﬁ Pay Verification Letter 02/04/2020

5. Click the PDF link to save of open the document

From: Transaction Date:02/04/2020
Please see attached year end documents. Click the PDF
Link to save or
K23 1003 1095 Documents for 2019 pdf open the
) Document

Print Pay Verification Letter

Requesting a Pay Verification Letter

Officers may request a Pay Verification Letter via Self Service by doing the

following:

1. Click Pay Verification Left-Hand Menu Item
2. Review the data presented for accuracy and Click Continue
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Effective Date: 01/31/2020

Verify that the information below is accurate as of the last day of last month

Click Submit to have a pay verification letter placed into your Inbox.

Tarade o2
TGrade Tile [Senior Assistant Nurse Officer
DiEMS Date [0i04z00
Base Pay [Fe6300
Annusl Bass Pay [f7e60680
3. Click the ‘paperclip icon to access the document

s

User:

Refresh Click to access
Inbox (1) | the Document
Actions | ubject
A ﬂ Pay Verification Letter 02/04/2020

4. Click the PDF to open/save the document
N

From: Transaction Date:02/03/202C

mt Pay Verification Letter.pdf
(e

5. Review the Letter for accuracy

ﬁésfg DEPARTMENT OF

Y2y HEALTH AND HUMAN SERVICES United States Public Health Service
Commissioned Corps Headquarters
Office of the Surgeon General

1101 Wootton Parkway, Suite 300
Rockville, MD 20852

(240) 276-8799

February 03, 2020

To Whom It May Concern,

Reference is made to your request for verification of employment. This is to certify that

- is a Senior Assistant Nurse Officer and is currently serving on Active
Duty in the grade of O3 with the United States Public Health Service. The officer's
effective employment date is = '04/2010. As of 01/31/2020 the officer is entitled to pay at
the gross monthly rate of $6633.90 and gross annual rate of $79606.80.

Sincerely,

Chief, Financial Services Branch
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Update Direct Deposit Information

Officers may update their primary Direct Deposit account information and add/
edit a secondary account via Self Service by doing the following:

1. Click Direct Deposit Left-Hand Menu Item
2. Review the data presented for accuracy and Click Edit Primary at the top
| [ Edit Primary

3. Review the existing Primary Direct Deposit enter the new Primary Direct
Deposit account number and routing number, then click continue.

Inputs Required Effective Date: 02/04/2020
9461: NET CHECK TO BANK-START

PHS #: Name:
Category: 03 Corps: 11  TGrade: 03  Billet: ____. __
Lgency: DHS, W AND CUSTOMS T, ICE HEALTH SERVICE CORPS

Use the fields provided bglow to update or modify. 7et check bank instructions.

Your action(s) will be effective on 02/04/2020

Bank Account Type * | Checking ~
Bank Account No 1234556677

)

Bank Routing No 65544334| e

* indicates required field

4. Review the Bank’s information as presented and if accurate, check the box
at the bottom to confirm the new entry, then click the Continue button.

3

Inputs Required Effective Date: 02/04/2020
9461: NET CHECK TO BANK-START

PHS #: . ____  Name: .

Category: Corps: Terade: 03 Billet:

Agency: 0S, OFFICE OF THE ASSISTANT SECRETARY FOR HEALTH, OFFICE OF THE SURGEON GENERAL, OFFICE OF TH
Use the fields provided below to confirm shecking account allotment bank instructions

Your action(s) will be effective on 02/04/2020

Bank Name [JPMORGAN CHASE EANK
City TAMPA

State ,T

Postal Code [az610

Bank Account Type ,W

Bank Account [oocoMTT

Check box to

Routing Number 021000021 confirm the new
/nslru:h‘ons entered

Confirm the Banking

Instructions

5. Review the new Primary Direct Deposit information which has been
saved displayed for accuracy.

To Add/Edit a secondary deposit account
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Click L@ AddiEdIt Additional o+ the top of the page

Enter/ edit the amount of the monthly deposit to the account, select the
account type ( Checking or Savings) and enter the account and routing
numbers for your account and click Continue.

1.
2.

kInpms Required Effective Date: 02/04/2020

9370: SAVINGS ACCOUNT ALLOTMENT-START

BES #: Name: !

Catege Corps Terade: Biller:

Agency: OS, OFFICE OF THE ASSISTANT SECRETARY FOR HEALTH, OFFICE OF THE SURGEON GENERAL, OFFICE OF THE C
Use the fields provided below to Add | 5 account allotment bank instructions

Your action(s) will be effective on 02/04/2020

Savings Account 0,00
Bank Account Type *

Bank Account No * I:l
Bank Routing No - l:l fr

*indicates required fisld

3. Review the Bank information presented and check to box at the bottom of
the screen to confirm the change, then click Continue.

Inputs Required Effective Date: 02/04/2020

9370: SAVINGS ACCOUNT ALLOTMENT-START

Category:
Agency: 0S, OFFICE OF THE ASSISTANT SECRETARY FOR HEALTH, OFFICE OF THE SURGEQN GENERAL, OFFICE OF TH
Use the fields provided below to confirm savings account allotment bank instructions

Your action(s) will be effective on 02/04/2020

Bank Name [JPMORGAN CHASE BANK
City TAMPA

State FT—

Postal Code [33610

Bank Account Type [Savings [

Bank Account 5566778877 Check the box
to the
Routing Number [021000021 new bankirig
information
Confirm the Banking entered
Instructions

4. Review the updated Direct Deposit accounts for accuracy.

(M
4 EcPrinary (2 ASSEGEAdaionsi
‘OwectOspontt |
t Row | ¢ Operabon Type | operation vae |+ Bamk Account Type |2 Acoount# | Routing#
i Amount 88,00 Saings 586778077 021000021
z Fercari 1000 Ghacking oonof 021000021
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6. Update TSP Contributions

Initial enrollment must be completed by the Payroll Technicians. Then,
officers may change the TSP contribution percentage withheld from their
Base Pay and Special Pay amounts. Only enrolled options will be able to be
edited via Self Service. Please contact your Payroll Technician to start a new
enroliment.

To make changes to the TSP percentage follow the steps outlined below:

_ ﬁ Edit Contribution |
1. Click - at the top of the page

% L

2. Enter the percentage of Base Pay and or Special Pay to be withheld
for TSP monthly and click Continue.

Inputs Required Effective Date: 02/01/2020
9600: THRIFT SAVINGS CONTRIBUTION PERCENTS

BHS § Name :
Category: 08 Corps: 11  Terade: 06  Billet:
Agency:

| You may editichange the non-zero elections below. Note that your Base Pay election cannot be below 1.0% |

Your action(s) will be effective on 02/01/2020

lirEEmdn\nnny:r Contribution I_N o
TSPRofh-BasePar% | #00
TSP Roth - Incentive Pay % ##40.0
TSPRoth-SpecialPay% | ##00
TSPRoh-BonusPays | ##00
Prior TSP Roth § [ o

TSP - Base Pay % ###0.0
TSP - Incentive Pay % oo 0
| TSP- Special Pay % ##0.0 |
TSP - Bonus Pay % oo om0
Prior TSP § 0.00 #HEER0.00

3. Review the TSP Enrollment Status and Enrollment date once the
transaction completes.

o cuces
Row | Option | Status.

1 | Tt avings Plan 021012020 ] lm I

4. Review the TSP percentages which are elected by clicking the

elections tab ®Em"5|

crooves S R |

[# Edit Contribution

Enrollment Elections |
: Row | Election |2 vauwe |t Hew
[[rsp-pasepays 5o | Enterthe percentage of base wages 1o be contributed to the Thrit Savings Plan

Fd

[N

SF-Special Pay % 80 ] Enterthe percentage of special pay to be contributed to the Thrift Savings Plan
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7. Update Federal and/or State Withholding
Officers may change their Federal and State Tax withholding via Self Service.

To update your Federal Tax with-holding follow the steps outlined below:

1. Click H’E Edit Federal TaxIn® o4 the top of the page
2. Select the Filing Status from the list display. (Additional Federal Tax
Status options will be available for 2020).

3 Inputs Required Effective Date: 02/01/2020
9212: FEDERAL TAX
PHS Name:
Category: 08 Corps: 11 TGrade: 06 Billet:
Agency:
Use the fields provided below to update or correc current federal tax withholding elections.

Your action(s) will be effective on 02/01/2020

FeaTar e P

Single

Dependent Allowances
Head Of Household

Additional Withhelding Married
WMethod

Additional/Override $ ##0.00
Amount

ExemptFiag

3. Select the Additional Withholding Method from the options presented
along with the amount of the override. Enter the number of dependent
allowances and click continue.

3 Inputs Required Effective Date: 02/01/2020
9212: FEDERAL TAX

PHS §: Name:
Category: 08 Corps: 11  TGrade: 06  Billet:

Rgency:

Use the fields provided below to update or correct current federal tax withholding elections.

Your action(s) will be effective on 02/01/2020

Select the

Re— errice meod
Dependent Allowances ICl #0 agégg;?j;:?le

} allowances
a:?;‘hcznal Withholding No Override ©

Add additional $ to computed tax

:;ﬂg‘&ﬂﬂ"memﬂe s Replace computed tax with specified $
ExemptFlag

4. Review the withholding changes for accuracy

[4 Edit Federal TaxInfo - List

Federal W4 Tax Withholding I State Tax Withholding

Resident Yes

Tax Status single

Dependent Allowances 6

Tax IncomeTax

Additional Method Add additional § to computed tax
Additional/Override S Amount 60.00

Exempt Flag No
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To update your State Tax withholding follow the steps outlined below:

1. Click hState Taxwithholding 5t the top of the page
2. Edit the dependent status and or the Additional Tax Deduction then
click continue.

[ Inputs Required Effective Date: 02/01/2020
9352: STATE TAX

E
Category: 03 Corps: 11 TGrade Billet:
Agency: HRSA, OFC OPS & MGMT, PRISON HLTH SRVCS, PRISON HLTH SRVCS REG 3, HLTH 5 RVCS DIV. BUREAU PRISO

Use the fields provided below to update or correct current state tax withholding elections

Your action(s) will be effective on 02/01/2020

DD2058 State Virginia
Fililng Status NoStatus ~
irinia Dependerts "

Virginia Additional Tax e
Deduction 000

Virginia IT Exempt Flag

3. Review the resulting changes for accuracy

Update Payroll Address
Updating a Payroll Address
Officers may update their payroll address via Self Service by doing the following:

1. Click Payroll Address Left-Hand Menu Item
2. Review the data presented for accuracy and Click Edit Payroll address

Edit Payroll Address :
at the top _FE

3. Review the existing payroll address and enter the new Payroll Address
then click the Continue button.
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Klnpuls Required Effective Date: 02/04/2020
0000: Payroll Address Change

PHS #: Name:

Category: 03 Corps: 11  TGrade: 03  Billet: 99CC702

Rgency: DHS, N AND CUSTOMS T, ICE HEALTH SERVICE CORPS

Use the fields provided below to enter requested payroll address. Login to the Officer Secure Area (0SA)in

CCMIS to change your Primary Phone Number andior Primary Email Address

Your action(s) will be effective on 02/04/2020

Street [1117 Acme Dr. |

Street |Apt 666 ]

City * ‘Lexmglnn ‘

State / Province * [Kentucky ~
Zip I Postal Cade [40509 ]

Country [us ~]

Primary Phone Number 6812 () TR

Primary Email Address

4. Review the new Payroll Address displayed on the screen for accuracy
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