


Sign & Date

Verify Information

1 of 1 page



Verify Information 

Check Appropriate Box

Sign & Date

1 of 2 pages



HRO Specialist will fill 
out appropriate section

2 of 2 pages



Verify Information 
& Complete Blocks  

3a-7c

If your only active 
duty time was training
time in the Reserves
Or National Guard, 
check the box
“NO”

Check  “YES”
or “NO” 

Fill in Military Service
Branch, Dates, and 
Type of Discharge

1 of 2 pages



Check  “YES”
or “NO” 

Sign & Date 
Block 17b

Only respond if you 
have been employed 
by the Federal 
Government before

2 of 2 pages



Verify Information
If you do NOT have
a Disability fill in 

“05”

1 of 2 pages



Verify Information

Sign & Date

Fill in Title 10 
time ONLY

Fill in any Federal
employment

Fill in any absence time
if applicable

Section 8 Check 
All that apply 

1 of 2 pages



Fill in your Information
for blocks 1-3

Sign & Date

1 of 2 pages

Air Guard Employees 
take deposit form and 
deposit documents to 

Finance

Army Guard Employees
give your financial forms to 

USPFO 



Fill in all that applies

Fill in your Information

Sign & Date

Fill in address, and blocks
3, 4, 5, 6, & 7

1 of 2 pages

Air Guard Employees 
take W-4 form to Finance

Army Guard Employees
give your financial forms to 

USPFO 



2 of 2 pages



Fill in your Information

Sign & Date
1 of 1 page

Air Guard Employees 
take address change form 

to Finance

Army Guard Employees
give your financial forms to 

USPFO 



Air Guard Form ONLY!
Air Employees must take AF 
IMT 3821 form to Finance

Fill in your information

Supervisors fill out Section II, 
then you will bring to finance



Army Guard Form ONLY!  
Fill out top section and give to 

USPFO Fill in your information



Input today’s Date

Print Name

Sign

Jessica E. Bernal



















Air Guard Form ONLY!
Air Employees must have 
an AKO account to sign up 

for FEHB



Click on
“EBIS”



Go to 
www.ebis.army.mil/ to 

enroll in Health 
Insurance (FEHB), Life 
Insurance (FEGLI) and 
the Thrift Savings Plan 

(TSP).

Click “I Agree”

http://www.ebis.army.mil/


Click “New User”



Type in you Social

Click “Continue” 
once you finish

Your Temporary Pin 
is your two digit 
month and last two 
digits of your 
year of birth 
(MMYY). 



You should now be 
able to log in using 
you Social Security 
Number and newly 

established PIN.



Click on
“Transactions”



To make an FEHB 
election or change click 

here.



Click On
“Begin”



Select one of 
the three 
options Click on

“Next”



Enter 
Insurance Code

Click on
“Next”



Click on 
“Next”



Check what 
applies 
to you.

Selecting whether or not you are married 
does not “lock” you into a family plan. Simply 

check the correct box.

Click “Next” 
once completed



Complete only if 
applicable. Otherwise 
click “Next”.

Click “Next” 
once completed



If the section does not 
populate your current 
mailing address, enter 
correct information. 

Click “Next” 
once completed



To complete any 
transaction you must first 

read the warning and select 
“Process Transaction”. If 
this step is omitted your 
action will NOT process!

(Important step)









Click on 
“Staff Sites”

Click on
“HRO”



Click on
“Technician Page”



Click on the 
Link

MYBIZ/MY WORKPACE



Click on
“Smart Card Login”



Click on
“HR” BLOCK













Example
LES 





No Fear Act DVD



NO FEAR ACT



State Safety Office 

• POC
• 801-432-4458 
• 801-432-4419 
• 801-432-4166

• STOP any unsafe or unhealthful working conditions, report to your 
supervisor.

• New employee video. (15 mins) mandatory for maintenance and 
hazardous work area employees. 





Print Name and Date

Read and Initial 
each box

1 of 1 page

ARMY 
CHECKLIST



Print Name and Date

Read and Initial 
each box

AIR FORCE 
CHECKLIST



Verify Information

Sign Here
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