My W-4 Elections: Review or change your W-4 information;

federal and state withholdings

Review or revise your W-4 elections in this self-service
application. The W-4 Form is used by NAF Payroll to with-
hold the correct federal and state income tax from your pay.
Because your tax situation may change, you may want to
refigure your withholdings each year. Your state tax with-
holding will be defaulted to Missouri, single, and zero so it is
your responsibility to elect/update your state tax withhold-
ings. To update your federal or state withholding, change
under this section.

e  Click My W4 Elections, choose either Federal or State
button and then Update

e  Click the IRS link if you need help

e Make changes

e  Click I Agree, Continue, and Submit or Cancel

e  C(lick Yes to cancel your changes or Home to return to
the home page and make an additional selection or log
out

®  For state tax exemptions (for qualified Military spouses
only-see HRO for more details), click the state button
and Update. Read the statement and if both conditions
apply to you, check Exempt and | Agree.

My W2: View your W2 Information

Review your W2 in this self-service application. NOTE: Your
W2 will show the wages paid to you for the calendar year in
which you were employed with your base. If you believe
the information on the W2 is incorrect, contact the NAF
Human Resources or NAF Accounting office.

e  (Click My W2 and Select Organization/Year

o  Click HOME in the upper right hand corner to return to
the home page and make additional selections or log
out

My Allotments: Add, Update or Delete your allotments

Add, review and change you allotments, distribution of pay,

and EFT, electronic file transfer/banking information, in this

self service application.

Click My Allotments

—> ADD:

e  C(Click Add Allotment

e  Click Amount Type

e  Select Monetary or Percentage and enter required info
(*) - Click Apply, then Continue or Cancel

e  Review allotment information summary and then click-
Submit

e  Click HOME to return to the home page and make
additional selections or log out

—> CHANGE:

e  C(lick Update

e  Click Amount Type

e  Select Monetary or Percentage and enter required info
(*)- Click Apply, then Continue or Cancel

®  Review allotment information summary and then click
Submit

e  Click HOME to return to the home page and make
additional selections or log out

—> DELETE:

e  C(lick Delete (Garbage Can), then Continue or Cancel-
Review allotment information summary and then click
Submit

e  Click HOME to return to the home page and make
additional selections or log out

My Personal Info: Change your mailing address

Review or update your address in this self-service applica-
tion. Update or add a new payroll address and for overseas
employees to enter or update a mailing address.

e  Click My Personal Info

e  Click on Update next to your current address

e  Select Correct, amend this address, Next, then Type

e  Select Forwarding or mailing Address from the drop
down and enter required info marked with *

e  Click Next

e  Review the address summary, then click Submit or
Cancel

e  Click HOME to return to the home page and make addi-
tional selections or log out

My Suspended: Retrieve and process incomplete transac-

tions

To retrieve transactions you created that were not complet-

ed/updated using the My Suspended function. To complete

items saved from a previous session:

e  (Click Update

e  Finish entering your information, Click Next

e  Review your changes, then click Submit or Cancel

e  Click HOME in the upper right hand corner to return to
the home page and make additional selections or log
out

My Retirement Statement
Access retirement statements for the last 5 years
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JOINT BASE ANDREWS

NAF Pay— My Money

REVIEW YOUR LES!

With the proliferation of identity theft and
fraudulent transactions, you should always be
vigilant when it comes to monitoring your
personal finances. A key step in ensuring your
pay is accurate and no one has gained
unauthorized access to your pay account is to
actively review your LES. Civilian employees
should not only verify the hours paid, but also
check for unusual payroll deductions, allotment
changes, and changes in tax deductions. All
members should review for errors in leave
balances. If you find any discrepancies,
immediately contact the NAF Human Resources
Office.

You have a responsibility for ensuring the
accuracy of your pay. Taking charge of your
finances and reviewing your LES regularly
allows you to identify problems early and take
corrective action before it has a negative
impact on your credit score or results in a large
debt. No one should care more about your pay
than youl!



AFSFMS NAF Pay— My Money

My LES — View your Leave and Earnings

User Name . . Statement
_ Employees without CAC or Retiree ID
OO 1. Log into NAF Pay by following this link: Navigator
I https:/nafpay.afsv.net oS
2. Once you are directed to the new website, < By Money
enter your @us.af.mil email 3 my LES

in “User.” I hiy W4 Elections

I my w2

3. Okta will verify your

I My Allotments

1dent1ty with a text. = My Personal Info
For new users only within first 30 4. Once verified, you will be | My Suspended
days of employment: automatically redirected to | My Retrement Statement
our NAF Pay account.
1. Enter your username as Y Y
firstname.middleinitial.lastname » Clickon My LES :
le: ioh ith ¢ Your most recent LES will appear
(Example: john.w.smith) e If you would like to select a LES from a previ-
2. Enter password: NAFTnaft1234! @#$ Emplovyees with CAC and .mil email ous pay period, click the drop down box next to
Choose LES to select an LES to view, then click
3. Click login GO and verify the dates under Pay Period and
1. Loginto NAF Pay by following this link: Salary
https://afsfms.afsv.net ———— e Things to view: Total hours and earnings, taxes,
After 30 days of employment, you will be . SAVIPLE accruals, pre or post-tax deductions, tax with-
required to 2. Once you are .dlrected to T holdings and more!
) i tl.le n‘ew v&'lebs1te, select to 5""‘"“ ¢ Click HOME at the top center of the page to
e Loginto NAF Pay with a Common Access sign in with PIV/CAC. ooE. f"'“'z@ return to the home page and make additional
Card (CAC) through a government computer 3. Select your certificate, and T g, LT selections or log out by clicking the power
e Loginto NAF Pay with a Login.gov account enter your PIN. %‘ ij e button icon in the upper right corner.
Please note: NAF employees under the age of 18 e

will not be issued Common Access Cards, and
must use Login.gov to access NAF Pay.



i

Sample My Money LES:

Note: The arrow letters correspond to the paragraph letters below. Each paragraph
provides information on the section shown by the arrow.

AFPC & L
Combat Support & Commanity Service E.Business Suite
Diagnostice Home Logout Przfecences
LES
Employez Name
hcose LES | 04-JAN-2008 - 32444 - Check * [ (Go)
Employee Jchn Doe {} Work Lacaton AFSV HQ-F
SSN 555-55-5555 A Activity SVA-NAF
Empoloyez Adcress 123 Smart StT. Grzde NF.01.CO
5an Anton-o, TX Job Ttle 0000.Jcb Title (0000)
78148 SCC - Sevice Comp Date 04Jan2C07
Pay Period and Salary
Pay Period Payment Date Pay Begin Date Pay End Date Pay Rate
Bi-Wzek (4-Jan-2003 6-Jec-2007 29-Dec-2007 5.00
Summary
Gross.l Pre-Tax Taxes Deductions| Net Pay
YTD 480.00 10.00 60.00 1.00 409.00
Current 480.00 10.00 60.00 1.00 409.00
Hours and Earnings
Description Current Hours Current Amount YTD Hours YTD Amount
Arnual _V 24.00 144.00 24.00 144.20
Regular Hours 55.00 336.00 56.00 336.0C
Pre-Tax Deductions Taxes
Description Current| ‘|"TD| Description Current] YTD|
AFSV 401k Percent 10.00 10.00 Federal Tax 30.00 30.00
Social Security 15.00 15.00
Medicare 15.00 15.00
After-Tax Deductions Accruals
Description Current| YTD| |Description Current Balance|
Minnesota Life 1.00 1.00 Sick Leave 4.00 25.80
IMinnesota Dependent Annual Leave 4.00 38.80
Time Off Award 0.00 0.00
Tax Withholding Informaticn
Type |Marita| Status Exemptions| Additional Amount| Override Amount| Override Percentage
Federal  Married 2 0.00 0.00 0
Texas Mo Stete Withhalding Tax 2 0.00 0.00 0
Met Pay Distribution
Check/Deposit Number Bank Nams Account Type Account Number Amauntl
91823028 MA C XXX1234 409.00
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