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GreenEmployee.com 
Login and Navigation 

This quick-start guide describes how an employee may log into GreenEmployee.com, view 

basic account settings, and navigate to various modules  

Login and Navigation 

Logging in to GreenEmployee.com   
 

On any web browser go to: 

 https://NHS.greenemployee.com 

This will take you to the login page similar to the one below: 

  

You will be asked for two pieces of information to login: 



1. Your Employee ID:  For many of you this is the same ID you use to punch in and out for your shift.  If 

you do not know your employee number, please contact the IS Help desk at 205-343-7387 and they will 

be able to inform you of your ID. 

2. Your Password will be two numbers added together 

a. The last 4 numbers of your SSN 

b. 4-digit Birth Year.   

For example assume the person logging in has a SSN of 123-45-6789 and a Birth Year of 1970 the 

password would be 67891970. 

3. NOTE:  If you see the closed padlock you can be assured that the session is secured and encrypted. 

 

Your first visit to GreenEmployee.com 
The first time you visit GreenEmployee.com you will asked to enter or verify some basic information about 

yourself as part of a welcome wizard.  Common welcome screens include: 

¶ Verification of your email address and phone number and the setup of notifications  when new 

Human Resources or Payroll documents are available for review 

¶ Your preference to receive certain financial documents online instead of through the mail 

¶ Verification of your address and possibly updating it to conform exactly to USPS records 

 

 

Your GreenEmployee.com Homepage 
The exact content of your GreenEmployee.com homepage varies depending on what’s available for your 

review.  Any company-wide announcements will be displayed prominently at the top of the page under the 

“bulletins” section.  These announcements may include items such as a policy change, details about an 

upcoming event, or a company newsletter.  

The “messages” section will display information about new paystubs, documents awaiting your review, or items 

that your supervisor or HR department wishes to bring to your attention.  You may access most of these 

documents directly by clicking on the “View” link at the end of the message itself.  Clicking the red X icon will 

remove the message from your homepage. 

 

The remainder of the homepage will contain information about your most recent paystub and the weather in 

your local area by default.  The exact contents of your homepage may be altered by the following process: 

1. Click “Edit Account” in the top right of any GreenEmployee.com homepage 

2. Select the “Homescreen” tab 

3. Check/Uncheck the boxes to indicate what you would like to see 

4. Click “Save” 

5. Click the Home icon in the top left of the site to return to your homepage.   

Most of the sections on your homepage may also be dragged to new locations using your mouse. 



Basic Navigation 
The top of each GreenEmployee.com webpage will contain shortcuts to different sections of the site.    

 

 

 

 

 

 

The exact shortcuts displayed at the top of the screen will vary based on the exact functionality that’s available 

to you.   

¶ Home will return you to the  GreenEmployee.com Homepage 

¶ Profile will allow you to update information about yourself, your address, and your dependents 

¶ Pay History allows you to review years of paystubs and W-2s 

¶ Benefits allows you to review your Benefits, Submit Qualifying Life Events and participate in Benefit 

Enrollment events. 

 

Each of these sections will be covered in more detail in the next few pages 

Leaving GreenEmployee.com 
Once you have completed your visit to GreenEmployee.com you should click the “Sign Out” link in the top right 

of the page, just under your corporate logo.  This is especially 

important if you share a workstation with one or more employees 

who may be using the terminal once you are finished.  Merely 

closing the browser or minimizing your active webpage leaves your 

information vulnerable to another person who may arrive at the 

workstation immediately after you leave.  For your information 

security, all users are directed to click “Sign Out” once they have completed using GreenEmployee.com.    
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This quick-start guide describes how employees may update their personal information, address, 

dependents, contacts, and work location by submitting change requests to HR/Payroll.   

Employee Profile 

Overview 
Using the employee profile module of the Green Employee portal, you can update your pertinent 

information without calling HR/Payroll. Any update you make will be submitted to HR/Payroll or your 

manager for review and approval. To review your current data and submit a change, click on the Profile 

menu option at the top of the page. Here, you will find a tab for each set of information you may wish to 

review or update: Personal Information, Address, Dependents, Contacts, and Work Location.  

 

 

You can view the information on file in each of the areas by clicking on the section on the left hand side.  If the 

information needs to be altered or updated, click on the edit button in the lower right hand side of the page. 

  



Personal Information 
Personal Information may include information such as your first name, last name, middle name, social security number, 

birth date, ethnicity, and marital status. You may update information shown in text boxes at any time. Other information 

may only be available for viewing and may not be edited.   Once you have completed your changes for this section click 

submit. 

 

Figure 1 ï Updating Personal Information 

 

  



Address 
If you move and need to update your address, you may do so in the Address tab. Here you may update your physical 

address, phone number, and email address. Provide the updated address in the fields and then: 

1. Click Verify Address – this will verify your address and zip code with current US Postal Service addresses. 

2. Click Submit 

Please consider including a comment with your change.  

 

Figure 2 ï Updating Address 

Dependents 
You may maintain a list of dependents in the employee portal. This list of dependents will be used to determine who is a 

member of your family should you select Family-level insurance coverage.   

This section will let you add new dependents and edit dependent information as necessary.  

 

The initial view will show you the dependents already entered into the system: 

 

Figure 3:  List of Dependents 



By clicking on the + sign next to the first name of each dependent you can see what information is currently entered into 

the system for that dependent. 

 

 

Figure 4:  Dependent Details 

 

If you need to change or alter this information click on the Edit button.  If you wish to remove a dependent from your list 

simply click on remove. 

  



 

Click on the Add Dependent button to add your dependents or Edit to update a current dependent. Any changes or 

additions will be sent to HR/Payroll or your manager for approval. 

NOTE:   that there is a button on the edit or input screen that allows you to enter your address automatically.  If the 

Dependent lives with you at your address of record, simply click this button and your address will be entered into the 

appropriate fields. 

NOTE:   The country (US) is a mandatory field and is not filled in automatically – you will need to select it. 

Once changes are done click submit: 

 

 

Figure 5 ï Adding a Dependent 

  



Contacts 
You may also manage important contacts through the employee portal Profile module under the Contacts tab. Use the 

Add Contact button to add a contact. New or edited contacts will be sent to HR/Payroll or your manager for review and 

approval.  

Note:  Contacts can be used to identify beneficiaries for life insurance policies who are not dependents.  This may 

include non-family members or family members (siblings, parents, uncles, etc.) who are not dependents. 

The form works exactly like the dependent form. 

 

Figure 6 - Adding a contact 

Work Location 
The work location section is view only.  If this information is incorrect, please contact your supervisor or facility 

administrator so that a form P16 may be filled out to correct this information. 

 

Figure 7 ï Work location 
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This quick-start guide describes how employees may view their check stubs and direct deposit slips 

in the Green Employee portal.  

Pay History, Pay Stubs and Direct Deposit Information 

Viewing Check Stubs and Direct Deposits 
There are two main ways to view information about your last check or direct deposit after logging in to the employee 

portal: from the most recent paystub section on your 

homepage and also the Pay History page.  The homepage 

section (shown to the right of this paragraph) contains very 

basic information about your most recent payment, 

including gross pay, taxes, deductions, and net pay for both 

the most recent pay date as well as year to date.   Clicking 

“View” on this section will take you directly to your 

complete pay document.   

 

The second way to view this information is to click the “Pay History” icon that exists within the navigation 

bar.  

When you access your latest check stub or direct deposit, it will appear as in Figures 8 and 9 respectively. You have the 

option to view the full document in the frame provided by using the scroll bar or you may open the document in a new 

window by using the link below the left corner of the frame.  

 

Figure 8 - Example Electronic Check Stub 

 



 

Figure 9 - Example Electronic Direct Deposit Slip 

 

To view historical check stubs or direct deposit slips, use the drop down above the document. Find the document using 

the pay date and amount and click on the row to display it. 

 

Figure 10 ï Selecting a pay document to view 

Notifications 
You may wish to have email or text message notifications sent to you when a new pay document is 

available in the Green Employee portal.  To set this up, click on Edit Account once you are logged in. 

Under the Notifications tab, you will notice that you can enable email and text notifications for when a new pay 

document has been issued.  

 



 

Figure 11 ï Notifications Setup 

For the email notification, select the email address where you wish to receive notifications. This can be your corporate 

email address on file with HR/Payroll or you may setup a separate email for notifications.  

For text message notifications, check the box as shown in the Figure 4 above and provide your cell phone provider and 

number. 

Viewing your W-2  
At the end of the year, your W-2 will be posted along with your check stubs and direct deposit slips. A notification will 

appear on your homepage when the W-2 is available. You will be able to review your W-2 and update personal and 

address information if necessary.  

 

Figure 12 ï Electronic W-2 

The portal will enable you to access your annual W-2 electronically which is a faster and greener option than waiting for 

a paper copy. If you wish to receive your W-2 electronically, go to Edit Account to the Notifications tab and click “Change 

your W-2 distribution preference” to modify your preference. 
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This quick-start guide describes how an employee may review his/her current benefits, sign up for 

benefits during the Open Enrollment Period, and submit a Qualifying Life Event. 

Benefits 

Visiting your Benefits Section 
 

At the top of your GreenEmployee.com webpage, you will see an icon labeled “Benefits” that will take you to this 

section.  Once you click on this link, you will be redirected to the Benefits main page.  

The Benefits main page contains 5 different sections. This guide will cover each of these sections in detail. 

1. Current Benefits: The different benefits you are currently enrolled. 

2. Pending Elections:  Any elections that you have submitted but have not become effective yet.   

3. Eligible Benefits: The benefits you qualify for but are not current enrolled in. 

4. Enrollment Events: Provides useful information about your next (or current) Open Enrollment period.  During an 

Open enrollment period, you will see a link that will allow you to make elections for the next plan period. 

5. Personal Information:  Allows you quickly verify personal information for you and your dependents. 



Current Benefits 
 

In this section, you see the different benefits you are currently enrolled in.  You will find a summary of each benefit and, 

in most instances, a link that will provide you with additional details about every benefit you are currently enrolled in. 

 

 

 

 

 

 

Pending Elections 
In this section you will see any elections that you have submitted but have not become effective yet. This generally 

occurs in between your submissions and the system administrator’s approval.  During an Open Enrollment (see below), 

this list will be populated between the time you submit your elections, and the time your new plan period begins. 

 

Eligible Benefits 
This is a comprehensive list of the different benefits you qualify for.  Depending on your organization’s preferences, 

some of these benefits allow you to enroll or make modifications year-round. You will easily identify these benefits by 

the action button located adjacent to its description.   

 



Making Elections during an Open Enrollment Event 
 

NOTE:  It is vital that all dependents who are to be covered by family medical or dental insurance be entered and 

identified in the Dependents Module before you enroll in Benefits so they may be selected or assigned to the various 

coverages elected.  

During an Open Enrollment period, you will see a link that will allow you to start the enrollment process, and make your 

elections for the new plan period.  

Clicking on this link will start the Open Enrollment Wizard, and you will be presented with a screen that looks like the 

figure on the right.  

For each benefit you will have the option to Enroll, or if you’ve previously made an election, you can modify your 

elections by clicking on the associated button. 

For non-required benefits, you will also have the opportunity to Waive coverage during the next plan period. 

 

 

  



 

Clicking on the Enroll/Modify button for each benefit will give you the opportunity to see the options available under 

each benefit, and make the election of your choice.  In case you need more information, there is a link that displays all 

the details about the benefit you are selecting.   

 

NOTE:  If you select Family Coverage for a particular benefit, you will be shown a list of your dependents that you have 

identified in the system.  You must select at least one dependent in order to complete this election.  ONLY dependents 

you select here will be added to the coverage. 

  



Claiming a Qualifying Life Event 

When circumstances change in your household – e.g: 

Moving to a new location, your spouse changes jobs, a 

new baby is born- you may be eligible for a Qualified Life 

Event.   This will allow you to make changes to your 

benefit elections any time of the year, and have coverage 

that fits your new circumstances without having to wait 

for an Open Enrollment. 

Claiming a Qualified Life Event is Easy!  Start the 

Qualifying Life Event wizard by clicking on action button 

titled: ά/ƭŀƛƳ ŀ vǳŀƭƛŦȅƛƴƎ [ƛŦŜ 9ǾŜƴǘέΦ    

 

 

 

You will be prompted with the list of eligible events.  Pick the one that fits your situation, and click Next.  

  



Subsequently, you will be able to select the date when the event occurred, and provide some comments that will be 

reviewed by the benefits administrator.   

 

1. Input the date the Qualifying Life Event took place 

2.  Provide Description:  Please provide as much of a description of the event as possible. 

3. Attach supporting documentation.   

a. This page also allows you the opportunity to upload any documents that may serve as a supporting 

evidence for your claim. 

b. If you have the ability to scan the supporting documents to pdf and can attach them at this time that is 

preferable.   

c. However, if you do not have this capability, please copy the documents and send to the Benefits 

department at the corporate office as soon as possible: 

NOTE:  A qualifying life event will most often require documentation of the event in order to 

process any changes to your benefits.  The request cannot be processed until the 

documentation is received, reviewed and accepted by the benefits department.  It is the 

responsibility of the employee to provide the necessary documentation in a timely manner. 

 

Complete the information on this page, and click Next.  At this point you will be given the opportunity to enroll in 

benefits or to modify the current enrollment (for example to add a dependent to family coverage).  The process for this 

is the same as that shown in the Open Enrollment Section. 

  



Enrolling in a Life Insurance Benefit 
 

When enrolling in Life insurance: 

1. The Guaranteed Issue Amount will be displayed. This is the guaranteed amount that you can elect for 

coverage. You may elect more coverage but the issuance of the additional coverage will be dependent 

upon the provision of Evidence of Insurability and a decision by the insurance carrier. 

2. The Premium shown is based off of the amount entered into the “Insured Amount” box. 

3. If you elect an amount over the Guaranteed Issue, then you will be asked to fill out an Evidence of 

Insurability (EOI) form which can be downloaded from the Link provided in guarantee Issue notice 

section. The premium shown to you is the amount you would pay if you are approved for this amount of 

coverage. IN the event that you are denied coverage, you would then pay a smaller premium based off 

the guaranteed issue amount. In order to complete your election you must confirm you understand that 

the EOI must be filled out and then assign Beneficiaries. 

4. Beneficiaries of the insurance are assigned.  Possible Beneficiaries will be populated from the list of 

dependents you have entered into the system.  To add beneficiaries for your life insurance benefit, click 

the checkbox next to the dependents you wish to add. Then select a “Beneficiary Type” from the drop 

down box. When Entering “Percent to Pay” remember that each “Beneficiary Type” must have 

percentages that equal up to 100%. Once satisfied, click Enroll to complete your elections.  

 

 

 



Submitting Elections 

 

To submit your elections navigate to the bottom of the page. Here you are presented with the total estimated cost of 

your benefit elections per paycheck. If you are not satisfied with this amount, you may go back and modify your 

elections at any time before the open enrollment period closes. Once you are finished simply enter your first and last 

name, and click “Submit”. 


