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[bookmark: _Toc290042963]Obtain Access to FHR
Welcome to FHR Navigator. The internet URL for FHR Navigator is https://fhrnavigator.com/client/(your agency).   For example, a Coast Guard employee would use “USCG” in place of “(your agency).”
[bookmark: _Toc290042964]Logging in and Obtaining Passwords
 EconSys provides each agency it’s Login Page and specific URL as they begin using FHR Navigator.  An example of a Login page is shown below.  Please note the words: “Resize text” in the upper right hand corner. Clicking on an “A” allows you to resize the text on the screen. 
[image: ]
 Logging into FHR Navigator -- Login information note:  All first -time FHR Navigator users must click on “First-time user” on the Login page.  
When you click on “First Time User” a screen entitled “Establishing Login for New User (Step 1 of 2) will open.  You will be asked to enter the following information: 
· Last name,
·  Social Security Number 
·  Date of Birth
[image: ]
Click on “Submit” and the program will check the database and verify that you are a member of the client agency.  If your record is found, “Establishing Login for New User (Step 2 of 2)” will appear with instructions for creating your username and password.  (If your record is not found, you will be directed to contact your HR office for assistance.)
· Enter and confirm your email address 
· Enter desired username and confirm – The username you select will not change as long as you remain with the same agency.  You are free to select any username you wish. 
· Enter and confirm your desired password following the instructions on the screen.  At any time in the future if you cannot remember your password, click on “Trouble Logging In” and the program will give you instructions for creating a new password. 
When you have created your username and password, click on “Submit.”  On the following screen, you will then see a message to “Click Here to Return to Login Page.”  Click on this line and you will return to the Login page. 
To login:
· Enter your username and password. Remember that passwords are case sensitive.
· Read the “Terms of Usage” and “Licensing Agreement” and check the box to indicate that you accept them.
· Click “Login” button to access FHR Navigator.  
· The Personal Information screen appears.
[image: ]
· Check the information carefully.  If you notice any information that needs adding or updating, notify your HR office.  
· Click on “Next” and the Employee Benefit Center screen will appear. 
Tip:  As you work in the functions in FHR Navigator, do not use your browser’s “back button” to return to a previous screen.  Stay within FHR Navigator and move to previous or other screens by making selections from the left or right side FHR Navigator menu or by clicking “Done,” “Next screen,” etc. 




[bookmark: _Toc290042965]Employee Benefits Center

[image: ]
Depending on the options your agency selected, you have a choice of functions to perform using FHR Navigator.  When users click on “Home” the Employee Benefits Center screen appears. This screen will include the functions available to you by a corresponding item on the left side FHR Navigator menu.  Sometimes you will select menu items from the left side FHR Navigator menu. At other times, you will select menu items on the right side menu. 
On this screen you have can open forms for On-boarding, Benefits, Resignation, and Retirement. Under Resources you will find the New Employee Orientation that contains valuable information for new and returning employees. Users are encouraged to view the Orientation before filling out their on-boarding forms. Finally, you have access to a retirement calculator and Financial Literacy programs that are designed to assist you with your retirement planning.  For information on each module refer to the following Quick Guide sections:  
1. Using the Retirement Calculator in FHR Navigator
2. Working with Forms
3. Case Tracking in FHR Navigator
4. Tutorials –Financial and Retirement Literacy in FHR Navigator
Note:  Many new users of EconSys FHR Navigator have previously used the FRB Web© retirement benefits calculator to prepare retirement estimates and forms.  FRB is now the Retirement Calculator module of FHR Navigator.  
[bookmark: _Toc290042966]To start the Retirement Calculator in FHR Navigator:  
1. On the Employee Benefits Center screen, click on “Retirement Planner” on the left-side FHR Navigator menu.   Screen instructions guide you through options available to you.  
2. Enter required information in the blank fields to compute a Civilian Benefits Estimate Statement.
3. Click “Compute Estimate.”
4. If your record includes a detailed service history, you will have additional options on the left-side menu to view your service and salary history and to see and prepare retirement scenarios. 
If your subscription includes “Financial Planner” on the left-side FHR Navigator menu you can open a rich source of financial guidance and information, the “Financial Benefits Maximizer,” which opens in a separate tab in your internet browser.
For detailed guidance on using the retirement calculator and preparing scenarios, click on “Help” on the left-side FHR Navigator menu and find the links to the Retirement Calculator Employee Users Guide and the Employee Tutorial.   
[bookmark: _Toc290042967]iForms
[bookmark: _Toc290042968]Note that the FHR Navigator sub menu on the left side FHR Navigator menu does not include FRB iForms.  In FHR Navigator, all forms are originated and assigned in My Forms.  The following section describes how to prepare and process forms using Work Folder in FHR Navigator.  Working with Forms
Tip:  Previous users of FRB Web© are familiar with FRB iForms, which provided interactive forms that were automatically filled with available data from the calculator and printed as exact PDF copies of the paper originals.  With the introduction of FHR Navigator, EconSys introduced a greatly improved and expanded way of working with electronic forms, grouped specifically by the related HR actions.   In FHR Navigator multiple copies of forms may be completed and saved for various purposes, instead of just one.
[bookmark: _Toc290042969]Completing On-Boarding Forms
Click on “My Forms” on the left side FHR Navigator menu. Your folder of on-boarding forms will appear. When you have completed the forms in the folder, click on “Submit.” (You should also receive instructions from your Human Resources office regarding completion of your on-boarding package of forms.)
[bookmark: _Toc290042970]Applying to Retire
In My Forms, click on “Apply to Retire” on the upper-right menu.
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[bookmark: _Toc290042971]Preparing New Forms
Click on one of the choices under Additional Options (right side of My Forms screen) to prepare new forms in new forms folders.  
Click on “Change or Enroll” if you wish to complete a benefits form. 
For example, if you wish to create a new benefits forms folder, click on “Change or Enroll” and at the bottom of the next screen click on “Create New Benefits Folder.”  This will call up the Benefits Forms Selection screen.
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1. Click “Next Screen.”  
2. Select the desired forms.   The Benefits Forms Selection screen appears.
[image: ]
3. Click on a topic, such as “Life Insurance” to display individual forms with selection check boxes.  To edit or review individual forms, follow the instructions on this screen.  Click “Save” on the form to save your work. 
4. Click on any specific form to open the Folder Contents screen.  Follow screen instructions.
[image: ] 
5. To return to My Forms, click “Done,” or select a new activity on the left side FHR Navigator menu.
[bookmark: _Toc290042972]Case Tracking in FHR Navigator
“Case Tracking” allows you to track the processing of an action initiated in FHR Navigator and displays all actions concerning the individual who logged in. 
On the left side FHR Navigator menu, click on “Tasks and Messages.” 

[image: ]	
[bookmark: _Toc290042973]To view your cases
1. Select a case by clicking on the Tracking Number on the left end to view details.
2. You may review the case status, the details, and see to whom it is assigned.
Note:  If there are comments, you will see them.  If a case is completed, it will show as “closed.”


[bookmark: _Toc290042974]Tutorials—Financial & Retirement Literacy in FHR Navigator
The Financial and Retirement Literacy tools include the following: 
· eSeminar - a set of comprehensive retirement and financial planning presentations that utilizes eLearning technology to enable users to understand the subject matter well. Topics are covered in manageable segments and are accessible any time through the Internet.
· eSeminar Orientation—Short selectable discussions of retirement topics in PDF form plus audio narration.
· Retirement Planner - an interactive financial planning calculator that helps employees determine whether they are on target to meet their retirement income goals. It incorporates private funds, such as Roth IRA, and income from a non-Federal employee spouse.
[bookmark: _Toc290042975] (
eSeminar
 and eSeminar Orientation
) (
Benefits Statement
) (
Retirement Planner
)[image: ]
To gain access to these valuable learning aids:
On the left side and right side FHR Navigator menus click on either various learning aids as illustrated above.   In some cases this will open a new “tab” in your Internet browser.
[bookmark: _Toc290042976]Navigation in eSeminar
[image: ]
Use the left-side menu to open major eSeminar topics.   One topic, FERS Retirement, is shown here:
[image: ]
To leave Tutorials and return to FHR Navigator Home screen:
Close open extra tabs on your browser and click on “Close eSeminar” at lower left side of the initial screen.  From Retirement Planner, close the tab on your web browser.
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EconSys now offers eSeminar, on-line self-study modules designed for individual Federal employees to leam more about their retirement
and benefit programs.

Do you know how your Federal government annuity i calculated?
Are you wondering when you will be eligble to refire?
Wihat do you need to do to prepare for your retirement?
I you'd like to know the answers to these questions, eSeminar is for you
Federal employees at all stages in their ife, carly, mid-career and pre-retirement, have the opportunity to make decisions that will affect
benefits and entitlements in refirement. Making wellinformed decisions throughout your career and preparing for retirement are some of

the most important financial decision you wil ever make.

Begin planning for your futre today by clicking on the cSeminar modules

For questions or comments on this site, please send email to eSeminar@econsys. com
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Table of Contents. (Minimum completion time) Additional Resources.
1. FERS Introduction 12 min References/Links
2. FERS Retirernent Eligibility 10 min References/Links
3. FERS Creditable Service 13 min References/Links
4. FERS Deposits 13 min References/Links
5. CSRS Component Deposits-Redeposits 19 min References/Links
B. FERS Annuity Calculations 23 min References/Links
7. EERS Annuity Supplement 10 min References/Links
8. FERS Survivor Benefits 16 min References/Links
9. FERS Taxes In Retirement 14 min References/Links
10.FERS Planning for Retirement 14 min References/Links

Total Time: 2 hours 24 min

For questions or comments on this site, please send email to eSeminar@EconSys com Powered by
©Econsys

Note that effective October 28, 2009, the National Defense Authorization Act changes the way certain types of service will
be treated for retirement eligibility and annuity calculation. When OPM issues regulations on how these changes are to be
applied, all corresponding information in these lessons will be adjusted accordingly.
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