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Employee Self Service

Employees can...

access from any computer.

view their elected withholding, earnings summary, check
history, company documents, leave balances and leave history.

request changes to their demographics, direct deposits, W4
and state tax withholding forms.

upload documents for demographic and direct deposit request.
print past check information.

print W2s for past years.



Employee Self Service — Register

Registration on Log In screen

/ Log in - Employee Self Service % \"l'
N
l (-) (@ | reliantmcailocal/ESS  /Account/Login c | | Q, Search | B ¥+ A ©

Most Visited @ Getting Started

Employee Self Service AccountHelp  Register  Login

Enter Web Address for ESS into your browser.
Log in

User
name

Everyone must register as a user
Password for ESS using their social security

ol number and employee number.
4 .’5 sl lh“ \llsll"ls Log in
\\- chool Solutions

NOTE: Internet Explorer version 9 and below are not supported in ESS.
The Internet Explorer browser must be version 10 or above.



Employee Self Service - Register

All employees must create an account in ESS.

Create a New Account

Employee chooses their own User Name and
Password. User name should not contain
any special characters or spaces.

Use the form below fo create a new account.

Passwords are required to be a minimum of & characters in length.

User name Social Security Number and Employee
Number combination is validated in the
payroll system.

Email

First Name

Email address will be used to send all

Last Name notifications from ESS. This does NOT have
to be a school district assigned email
address. It may be an employee’s personal
Employee Number email address.

Social Security Number

Password Your Employee Self Service account confirmation

me@me.com

Confirm password Sent: Fri 5/16/2014 9:50 AM

Message * -~ _
To: @ Angela Palmire

Thank you for registering. An email has
been sent to . Please check your .. . . . . . .
. ' .
Register ‘ email and use the enclosed fink fo finish Thank you for signing up with us! Please confirm your registration by clicking the following link:

registration.if you do not receive an email to
confirm your account please contact your

Confirmation Link

System Administrator.

In case you need it, here's the confirmation code: dIKg0-xx2¢3iCLQ8%1mv_BQ2

An email, with a confirmation link, will be sent to the email address the user provided when creating their account.
User must use the confirmation link in the email to be confirmed as an authorized user for ESS. Once the employee
has been confirmed as a user, they can login in with their user name and password.



Employee Self Service — Account Help

Account Help allows the employee to recover their password.

Employee Self Service

Forgot Password

User Name

Employee
Number

8467

Account Help Register Login

The Account Help allows a registered employee to recover their password
with the Forgot Password recovery. The employee must enter their User
Name or Employee Number and press the Recover button. An email with
a ‘reset password’ link will be sent to employee’s ESS email address.
Once the employee clicks on the link in the email, a computer generated
password is assigned to their user name. The employee will receive a
message and a email with the new password. The employee can then
login with the new password. The password can be changed
(instructions on page 33). The Forgot Password will not work if the
employee’s account has not been confirmed (see previous screen).

2 Reply (52 Reply All (5 Forward 55 1M
Thu 1/12/2017 1:16 PM

nextgeness@gmail.com

Password Reset Token
To

Reset Password

Please find the Password Reset Token for user name: lamason

Account Help Register

Message
Success! Your new password is:
IAW.JPp

Thu 1/12/2017 1:17 PM

nextgeness@gmail.com

New Ess Password

T lire

Please find the Password Reset Token
TAWIPp




Employee Self Service — Account Help

Account Help allows the employee to recover their user name.

Employee Self Service Account Help = Register  Login

Forgot Username t

ET:I:J:G ‘ 8467] The Account Help allows a registered employee to
Employee . L recover their user name with the Forgot Username
Email amason3434343@hotmall com recovery. The employee must enter their Employee

Number and their ESS email address and press the
Recover button. An email with their user name will be
sent to the employee’s ESS email address. If the email
address entered does not agree with the email address
the employee register with, a message will be
displayed and no email will be sent. The Forgot
€2 Reply (2 Reply All (S Forward &5 M Username will not work if the employee’s account has
Thu 1/12/2017 1:14 PM not been confirmed (see page 4).

nextgeness@gmail.com
ESS User Name

To

ESS User Name: lamason



Employee Self Service — Home Menu

Home screen menu will have Home—Employee and About ESS. The Home-Employee menu opens to
other menu options. Employee will follow the links to the menu options they want. If user is an
Administrator for ESS, they will also see Site Administration in their Home screen menu options.

Employee Self Service

A\
Home-Employee =) Home-Employee = ll s
(I'ask List \ *
itions §
Personal ~
| inqui + Coun
Payroll Changes v
Leave v
\Documents ) v
About ESS

Employee Self Service

N

Administraﬁn P‘, H A R R I s

‘\‘\.‘ School Solutions
J Welcome to ABC County El

About ESS




Employee Self Service - Task List

Employee can view or cancel pending requests and view past requests.

Home-Employee =
Task List will displays a summary of all the
employee’s pending change requests.
Personal v
Leave M
Documents My Pending Requests
About ESS Date Submitted Request Type Description
A4 Change Request i
01/03/2017 :  are g | (o e |
Ad for | 4 View Details | | x Cancel |
02:28:30PM - )
Demographic
01/03/2017 ) . .
o Demeographic Change Request for | 4 View Details | | x Cancel |
01:47:53PM ) SR -
View My Past/Current Requests

Completed Requests (approved or Details for the pending Pending requests
rejected) can be viewed by the request can be viewed by (unapproved) can be
employee with the View My employee.

cancelled by employee.
Past/Current Requests.



Employee Self Service — Task List

An employee who is also an Approver will have both their requests and the Approver
Tasks displayed on their Tasks menu.

Site Administration &
S Approver Tasks < The Approver
ome-Employee .
_ Date Submitted Request Type Approver Role Description ‘ Cana p p rove or
P | - A4 Change Request for - re ect pen di ng
ersona 01/03/2017 12:41:54PM Ad HrApprover
Leave v requests from
Documents v 01/03/2017 01:47:53PM Demographic HrApprover f[::mgmphic Change Request em ployees on
About ESS ' ;
01/04/2017 10:50:12AM RequisitionRequest PurchasingApprover Requisition Request for . t h € Ta S k L I St
menu under

Viw Gompletes Approver Tasks <G Approvers can view request history with

Approver Task.
the View Completed Approver Tasks.

My Pending Requests

N Date Submitted Request Type Description ‘
=),
7 2 HARRIS -
((\\ﬁ‘ School Solutions 01/03/2017 Ad _Change quuesl o —— )
Ad for 4 View Details X Cancel
12:41:54PM o ) et

View My Past/Current Realiasts

A

Completed requests (approved or
rejected) can be viewed by the
employee with the View My
Past/Current Requests.



Employee Self Service—Personal/Payroll Inquiry

The Personal menu contains the sub-menu for Payroll Inquiry which includes the Inquiries
available for the employee.

Home-Employee —
Task List
Personal A

Deductions Inquiry
Earning Summary (YTD totals)

View Pay Checks

Payroll Changes v
Leave v
Documents v

About ESS




Employee Self Service — Deduction Inquiry

The Deduction Inquiry allows for viewing and printing the employee and employer
cost for employee elected deductions.

Payroll Deductions

User Instructions

Insurance elections can only be changed during open enrollment with the exemption of life changing events such as the birth of a child, death,
divorce, retirement. See your insurance handbook for further explanation of life changing events.

-~

Deduction Employee Cost Employer Cost

MAT INSURANCE $0.00 s780.00
RETIREMENT W/H 7.5000 % 11.9400 %
AlaTrust Credit Union £100.00 $0.00
AMERICAN FAMILY LIFE INS $21.00 $0.00
LIBERTY NATIONAL INS $224.75 $0.00
PRE-PAID LEGAL SERVICES, INC. 51595 $0.00
LIFE INS COMPANY OF ALABAMA 54977 $0.00
PUBLIC ED EMP HEALTH INS PRO $15.00 $0.00
LIBERTY NATIONAL INSURANCE $0.00 $0.00
SECURITY BENEFIT-457 $25.00 $0.00

HEALTHCARE SPENDING ACCT. $0.00 $0.00



Employee Self Service — Earnings Summary

Employees can view and print their earnings summary by selecting the year they wish to view.

Earnings Summary

Earnings Year 2016 v
Gross Wages $11.422.90
Federal Wages $10,366.20
Federal Tax Withheld §714.83
Social Security Wages $11.347.90
Social Security Tax Withheld §£703.56
Medicare Wages $11,347.90
Medicare Tax Withheld $164.55
State Wages $11,222.90

State Tax Withheld $401 14



Employee Self Service-Earnings Summary (W2)

If the district uses Harris School Solutions' Document Services product to produce
their W2 records, the employee can view and print their W2 for the selected year.

Earnings Summary

Copy 8-To Ba Flle Wit Empioyse 382009803 Copy 2-To B Flsd With Employse Stats 362009803
FEDERAL Tax Reum OB o, 15450008
. 3 Employes st 520 no. 1 Wages, tpe, other comp. | 2 Federal Income tax witheld 3 Emigyes 500, 82¢. 0. 1 Wages, ips, other comp. | 2 Faderal Income tax winheid
Back Print 1838345 33571 16,3834 53571
3 yuages | 4 Socil sepurty facwinhe 3 Sooalsecurty wages | 4 Soclal securty G wield
f ' Empicyer 0 numer (EIN) 36368 126130 | b Employer 0 numbes (BN 235368 126130
Earnings Year 20153 v . 5 Medlcare wages 0 tps | 6 Medca ta e LR 5 Medeare wages and 1ps | 6 Medioare tacwitherd
2035068 25508 20,3588 25508
© EMpiayer name, a0iress, and 217 code  ETpioy=" name, adiress, and 2 cag
Bibh County Boar of Edueafion ol
View W2 : .
Gross Wages
$22,189.68 1 Goriot Number d Carirel Numoer
B [
& Employes name, addrass, and ZIP code & Employes name, address, and ZIP code
Federal Wages $18.389.49
Federal Tax Withheld $935 71 7 Soclal sacurty 15 8 Alocaied ffs 9 Advancs EIC payment 7 Sodtal securty tps B Alocated fps 5 Agvance EIC payment
10 Depencent care Denes |11 Nonqualfiedpians | 123 Code Seelnstforbon iz | (10 Deoendentcarebenefis |11 Norgualfed pians | 123 Code Seeinst forbox 12
oo EEib]] i1} 383724
- - 13 Sty Employes | 14 Other 120 Cooe 12 Stauory Empioyes | 14 Der 120 Code
Social Security Wages $20.353.68 car 18580 G 000 caF 18500 & 3000
' - ‘Retrement pian au 186419 122 Cote Retrement pan I 1,864.15 | 12¢ Code
x E s X DUE ms
“Tird-pany sick pay 124 Cooe “Thinsgary sick pay 120 Coge
Social Security Tax Withheld $1.261.90 o ||mc|s I 05358 e (AL | oaveis 2005368 (73]
15 SiEe site [0 numer | 16 Siate wanes, s, ein, |17 State Income 2 15 Siale Empayer sate Dnumber | 16 Siate wages, tps, gte. | 17 Stale Inaome tax
16 Localwages, fps. . |19 Loealneame 20 Logaltyname 18 Local wages, s, . | 19 Loca come 20 Locally rame
Medicare Wages $20.353.68
’ : Fom W2 Wage and Tax atesmant 2019 Deft oite ey~ Ik3  Form Wi-2 Waga and Tax Statsment 2013 Dept o M Treaaury - RS
“This ifomation s being fumished o e iniemal Revenue Senia
Medicare Tax Withheld $295.09
State Wages $20.053.68

State Tax Withheld $646.29



Employee Self Service — View Pay Checks

Employee can view and print check/statement summary for a specific check date
range. The employee can view check detail by clicking on a particular check.

My Checks

Start Date 1/1,2015

End Date | g/4/2016

Select date range and click Search to list pay records. Select check number from list to view pay record.

Date Number Date Gross Net Pay Adj.-Sub Info
05/31/2016 133504 - (Check) 05/31/2016 $2.248.58 $1.190.99 -
04/29/2016 133330 - (Check) 04/29/2016 $2.288.58 $1.217.66

03/31/2016 133174 - (Check) 03/31/2016 $2.258.58 $1.197 66

02/29/2016 133011 - (Check) 02/29/2016 $2.298.58 $1.224.23

01/31/2016 132835 - (Check) 01/31/2016 $2.328.58 $1.244.23

12/18/2015 132689 - (Check) 12/18/2015 $2.298.58 $1.223 .44

11/20/2015 132524 - (Check) 11/20/2015 $2.308.58 $1.230.10

10/30/2015 132369 - (Check) 10/30/2015 $2.448.58 $1.323.13

09/30/2013 132208 - (Check) 09/30/2013 $2.278.58 $1.210.20

08/31/2015 132074 - (Check) 08/31/2015 $2.468.58 $1.336.35

07/31/2015 131943 - (Check) 07/31/2015 $2.458.58 $1.329.69

06/30/2015 131736 - (Check) 06/30/2015 $2.308.58 $1.230.10



Employee Self Service — View Pay Checks

If an employee has extra pay, pay adjustments or substitute pay for a specific check,
they can view detail information about the pay by clicking on Adjusts/Sub Details link.

My Checks
Start Date 1/1/2015

End Date | g14/2016

Date

05/31/2016
04/29/2016
03/31/2016
02/29/2016
12/18/2015
11/20/2015

10/30/2015

Select date range and click Search to list pay records. Select check number from list to view pay record.

Number

133579 - (Check)
133425 - (Check)
133252 - (Check)
133089 - (Check)
132769 - (Check)
132602 - (Check)

132437 - (Check)

Date

053142016

04/29/2016

033172016

021292016

12/18/2015

112002015

10/30/2015

Gross

$195.00

$65.00
$195.00
$260.00
$130.00
$195.00

$227.50

Net Pay Adj.-Sub Info

$180.08 | Adjusts/Sub Details

$60.03 | Adjusts/Sub Details

$180.08 | Adjusts/Sub Details

Pay Adj -Sub Info

\4

Adjustments to Pay/Substitutes List for:

Subbed For Date
WILLIAMS, 4/28/2016
WILLIAMS 4/26/2016
SMITH, : 4/412016
LIGHTSEY, . 4/26/2016
CHUC, 4/14/2016
CHUC, . 4/15/2016
Totals

Day(s)
0.50
0.50
0.50
0.50
0.50
0.50

Pay Rate
$65.00
$65.00
$65.00
§65.00
$65.00
$65.00

Paid
$32.50
$32.50
$32.50
$32.50
$32.50
$32.50
$195.00




Employee Self Service — View Pay Checks

Employee’s detail check information can be displayed and printed.

Check Detail ‘ rL-—.Ix

deedee

X117 Print button.
15T AVENUE
WATSOMN, AL 35181

Check Information )
Check Date: 02/28/2013 f ,, H A R R I S

Pay Period Ending: 02/28/2013 ‘\%‘ School Solutions i
Check Number: 124420
Note:
Net Pay
|__Current]
Gross Pay $7.440.32 $10,841.24
Total Deductions - Mandatory ($1.664.78) ($2,464.39)
Total Deductions - Other ($610.42)  ($917.89)
Earnings
[ Hrs Deductions - Mandatory
REGULAR $7.440.32 $10.841.24 0.00 m
0.00 ISP $569.18  $829.35
Federal $800.97 $1,203.66
Bank Accounts State $294.63 $431.38
[Accountll Amount]
_ 1255 $5,165.12
s Deductions - Other
Gurrent]
RETIREMENT W/H $558.02 £813.09
AEA NON CERTIFIED DUES $11.65 $23.30
NEA NOMN CERTIFIED DUES $10.75 $21.50

WALIC ANNUITY WITHHOLDINGS  $30.00 $60.00

Total Deductions - Other $610.12@E917.89



Employee Self Service — View Pay Checks

If the district is using Harris School Solutions' Document Service product to produce their checks and
statements, the check/statement detail will display as a copy of the original check/statement. The
employee can also print a copy of the displayed check/statement.

Check Detail 5

Automatic Zoom

HARRIS SCHOOL DISTRICT SGE
EMELGYEE NAME [EMPLOYEE NUMBER | PAY PERICD END | DEPOSIT DATE | DEPCSIT NUMBER
ELIZAEBETH TAYLOR | EEEEEE] 10/15/2013 10/31/2013 | 485664
DESCRIFTION CURRENT ZMOUNT DESCRIFTICN CURRENT AMOUNT ¥TD AMOUNT
Regular Fay 5,852.85 | FED WH 819.74 5,138.54
STATE WH 263.33 2,354.21
55 WH 324.20 324.20
MC WH 75.82 £78.30
VALIC - G. 58.53 523.87
POCO - G.F 402,00 3,618.00
HELLTH-CAF 401.48 3,613.32
VISION-CAF 13.27 125.73
FLEX MEDCL 208.33 1,874.597
GROSS PAY 5,852.85 | 52,393,01 | DISABILITY 66.293 €02.91
FRINGE BENEFIT 0.00 | 0.00 | UNUM EROD 19.83 179.01
LEAVE DESCRIPTION BALANCE TAKEN TRS RETIRE 351.17 3,143.57
STCE TERTE 1500 o oo | FNB FOLK 2,847.40 30,216.28
Open Enrcllment — Octcber 21-Movember &, 2013 HWET DEFOSIT 0.00
€31 TECHNOLOGY OUTFITTERS 4856064

MOBILE, ALABAMA

DEPOSIT  *###V0ID#**+V0ID**#+V0ID*** DIRECT DEPOSIT DEPOSIT DATE | DEFOSIT NO. |  AMOUNT |
FEEVOLIDH* S VOID* * =L 0%+ V0T = 10/31/2013 | 4B5664 | n.00 |

TO THE ELIZABETH TAYLOR
ORDER 541 EAST MATN STREET
OF ROME, G& 30161

NON-NEGOTIABLE DIRECT DEPOSIT
Print toolbar is at

bottom of check display.




Employee Self Service—Personal/Payroll Changes

The Personal menu contains the sub-menu for Payroll Changes which includes a menu of
all change options available to the employee.

Home-Employee =

Task List

Personal .
Payroll Inquiry v

Demographics

Enter/Edit Direct Deposit

Tax Withholdings

Leave

Documents v

About ESS



Employee Self Service - Demographics

Employee can request changes to a variety of demographic fields and upload multiple documents to
be submitted with their change request. Both the employee and the approver can print the attached

Multiple files can be
selected from
multiple directories.
Acceptable file
formats include .gif,
Jpg, .jpeg, .png,
.doc, .docx, .xls,
Xlsx, .pdf, .txt.

documents from the pending or completed request/task.

If employee has a pending request, their
demographics will be displayed with the
requested changes. The employee can
change all demographic data.

Demographic Change Request
Pending

Print Information can be
User Instructions printed by selecting Print.

All changes to name require a copy of social security card with same name. Please attach copy of social security card or bring your card by the
Payroll department.

First SRENDA Middle
Name Name
Last ANDY Birthday 8/2/1974
Name
Email ANDY_B@HARRISSCHOOL ORG Gender Female v
:“’“’“5 P 0. BOX 7450 ‘2‘“""55 4254 ROSSON STREET
City BAY SAINT LOU State Ms Zip 39520-1032
Code

Home 8827845121 Cell 5157458963
Phone Phone

Choose File to Uplead = s

S—
w|. . » Libraries * Documents »
Attachments Lena TN o

Organize = MNew folder
l Select files. .. é & Favorites Documents library
R W Desktop Includes: 7 locations

s Downloads Mame
x

&% Welcome Scan.jpg Ik Recent Places

& Photo shoot I 20120110-NextGen W-2 Wek

L. AlMLogger
3 Libearies I Bluetooth Exchange Folder
& L Documents | 9 bPuginest

NOTE: A change to the email address on the demographic screen changes the email address in the payroll system which may be
used by the school district when corresponding with the employee. It does not change the email address for the ESS notifications
which was entered when the employee registered for ESS.



Employee Self Service-Edit/Enter Direct Deposit

Employees can submit requests to add, delete, or change direct deposit accounts.

Edit Direct Deposit Account(s)

oo Jl

+ Add neew record | @ Cancel changes

Bank Mame Account Routing Accouni Type Primary Amount
ALARAIA ONE
4241 7T iy b - 1
CREDIT UNION 2421235 262277 i8S Checking ue %0.00 Deleie
ALABAMA ONE
CREDIT LMION 521215 262277185 Checking false §25.00 % Depeds
2
Confirm
Check Sample
ssan 030:
potised i1$
é nnnnnnn ==
Whesre do | fnd bank account and routing numbers? YOUR FMANCIAL INSTITUTION
Save m :aa-.saun 030k
Routing # -i"‘Accounl#

If changing a routing number or the amount to deposit, click in the field, make the change and click submit.

If adding a new account, click on Add New Record, enter the information for the new account and click submit. Note:
There can be only one primary account per employee.

If you are trying to delete a direct deposit, click on the Delete button beside the account information and then click
submit.



Employee Self Service-Edit/Enter Direct Deposit

Pending changes are displayed and employees can upload files for direct deposit requests.

Edit Direct Deposit Account(s)

Pending If employee has a
ek pending request,
+ AGd new recond || @ Cancel changes their direct deposit
Bari Harme Acenunt Frouting Aceount Type Prmary Amount information will be
mﬁi ap421255 262377189 Cheching e £0.00 el displayed with the
AABRNONE | (e — = o = — requested changes.

The employee can
change all pending
direct deposit data.

WeTene (0 | Fnd Dk BO00UR and FOUSI] nuirmbeer 1]

Back

Attachments AR e = =
4 Favorites Documents library
- — e —— 1 - Deskiop Includes: 2 locations
' >
L H‘f e la Downloads riaime
Lk Recent Places
& Photo shoot k. 20120110-NextGen W-2 Wets
2f  haris_school_Solutons iogo_sm ) AMLogger t]
b 23 ibraries I Bluetoath Exchange Folder
b Documents T b bugsheets
structions

Flease upload copy of yvoided ek for all rere deect deposd ned ords for verdicatson of indprmaton

Multiple files can be selected from multiple directories. Acceptable file formats include
.gif, .jpg, .jpeg, .png, .doc, .docx, .xls, .xIsx, .pdf, .txt.



Employee Self Service — Tax Withholdings

Tax Withholding under the sub menu Payroll Changes will include your State Withholding
and W-4 Withholding Forms.

Home-Employee —

Task List

FPersonal A
Payroll Inquiry v
Payroll Changes -
Demographics

Enter/Edit Direct Deposit

(A4 \
G-4
MS-4

4

Leave v

Documents v

About ESS




Employee Self Service — A4 (Alabama)

Changes can be made to the employee’s A4 with an electronic signature.

Current State of Alabama Employee's Withholding Allowances

Withholding Status Exemptions Dependents Addl. Amt Exempt Employee’s current State withholding
single 1 0 0.00 information is displayed.

User Instructions

All employees need to print a copy of new A4 for their records. Please see open task or completed task for the a copy of your new A4.

Employee can view additional
instructions for the A4 by clicking the

A4 Instructions button.

Ad Instructions

FORM ALABAMA DEPARTMENT OF REVENUE
A-4 o0 Employee's Withholding Exemption Certificate
EMPLOYEE'S FULL NANME SOCIAL SECURITY MO, XOXOX-XX-
HOME ADDRESS 62 ROAD oy MOUNDVILLE s AL 2P 35474 Electronic signature and date must
e A e e e exactly as displayed — no extra
Under penalties of perjury, | declare that| have examined this certificate and to the best of my knowledge and belief, itis true, correct, and complete. S pa Ces, d a S hes 0 r pe riOd S .
HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
1. If you claim no personal exemption for yourself, write the figure 0", sign and date Form A-4 and file it with your employer. 0

2. If you are SINGLE or MARRIED FILING SEPARATELY & 51,500 personal exemption is allowed. Write the letter "5” i claiming the SINGLE

exemption or "MS" if claiming the MARRIED FILING SEPARATELY exemption.

[Choose 5§ or M5} .
‘ If requesting a change for A4, the

3. If you are MARRIED or SINGLE CLAIMING HEAD OF FAMILY, & 53000 personal exemption is allowed. Write the letter "MI" if you are claiming

an exemption for both yourself and your spouse or "H" if you are single with qualifying dependents and are claiming HEAD OF FAMILY e m ployee m u St e nte r ALL

exemption.

(Choose Mor H) information on the A4 form, not
4. Number of dependents [other than spouse) that you wil provide more than one-half of the support for during the year. See instructions for 0

dependent qualfications. Just the Cha nge.

5. Additional amount, if any, you want deducted each pay period. 0

. This line to be completed by your employer: Total 2xemptions (2xample: employes claims "M on ling 3 and “27 an line 4. Employer should S0

use column M-2 (married with 2 depandents) in the withholding tables).
EMPLOYER NAME FEIN EMPLOYER STATE ID
Board of Education




Employee Self Service — G4 (Georgia)

Changes can be made to the employee’s G4 with an electronic signature.

Employee’s current State withholding
information is displayed.

Winholding Status

Ermp Spouse

Acdl, Allowances Adl, Amt Exnmpt

E3EE ; Employee can view instructions for
——— e the G4 by clicking the G4
28 HOME ADDRESS (Number, Streel, of Rural Route) 20 CITY. STATE AMD ZiF CODE Instructions butto n.

A 31T
PLEASE READ INSTRUCTIONS BEFORE COMPLETING LINES 3.8

3. MARITAL STATUS
{if you do not wish to Clasm an allowance, ener “0° mn ihe brackets beside your marntal status )

A Single Ender 0or 1 4. DEPENDENT ALLOWANCES
T ' If requesting a change for G4, the

& Maised Filng Sl Gne spouse workeg 5. ADDITIOMNAL ALLOWANCES

o
Entar Ooor 1 o 3 b
i e w5 5 B employee must enter ALL
E. Heag ef Househokl Ener 0 ar 1 & ADDITIONAL WITHHOLDING

information on the G4 form, not

WORKSHEET FOR CALCULATING ADDITIONAL ALLOWAMNCES
[USE De comgheted I Oraer b ener an Gmount on Step 5) J u St the Cha nge *
1. COMPLETE THIS LINE ONLY IF USING STANDARD DEDUCTION.
HoUTSed! Age 65 o over Banm
Spouse 1 Agpe 65 of over [ Bana MumBer af baxes o x o
] 1300

2 ADDITIONAL ALLOWANCES FOR DEDUCTIONS
A Federsl Estimated nemzzed Ceducxons

B Georglas SIARIAID DeauUctan  SIGEHend of Housenok $2,300 -
(ERbET oT)
Each Spowse 51 500
<. Subbract Line B from Line A

D Asowabile Deductions to Feseral Adjrsted Gross Ingoime

e L R - Line 5 - Additional Allowances is
s e - updated from the worksheet
entries and the Update Line 5
button.

G, Sublfact Line F from Line E (if 2ei0 of ks, siop hede)

H. Divide the Amount on Line G oy $3.000. Enter total nere and on
Line 5 abave
{Thas is. ther masimum numtser of aogficonal allcwances you can claim . if the remainder s over $1500 round up)

¥. Letvar Used (Martal Satus & B & D or E) Totral Allowances (Total of Lines 3-5)

(Empioyer. The letter mdicates the tax tables in the Employers Tax Gusde)

#. EXEMPT: (Do nof complele Lines 3 - 7 & claiming exempl) Read the Line § instruciions on page I before completing this section.

A1 AT SRETIPTON O WA NI DECHEE | MCUTTed N0 GECHa Bcoms 1K Enily S year SR | 0o Aot expec] 1o Nave 8 Geoiga

Incarme Lax Rakaty he year Check hame O

B 1 Catify TRaL | S P01 SUBREC 10 GEorgia aRRhoiling Do iuse | mee! e CORmans $61 oMM under M ServicememEnes Ch el At o5

amended by e bMidary Spouses Resioency Rebed A as provided on page 2. My stafe of residence s Py . .

spouse’s (senvicemember) staie of residence s The states of residence marsi be the same fo be exempt. Check Electronlc Slgnatu re and date must
be exactly as displayed — no extra

| @ity UNGET PERIRY Of PETpUry tNaL | SFT @i 1 e NUMDE! of WINRoAING SBSWHRCES OF 1Ne SXSmMpnon Mo WENNSKINGg $Iats ¢ Imed o

s Farem G4 Alsd. | AUiRonze my smpieyer 1o deduct per pay pericd 1Ne aoesional Amoun’ Bueg aboe

ol e : — — spaces, dashes or periods.




Employee Self Service — MS4 (Mississippi)

Changes can be made to the employee’s MS4 with an electronic signature.

Current State of Mississippi Employee's Withholding

Employee’s current State withholding
information is displayed.

wWithhalding Status Agdl, Allowances Al At Total Exempt Amt Exampt

Both Spouses Working 2000 00

User Instructions

Frogse pHnt 8 copy Of YOur mew MES4 from your pending requaest oF completed tequests

PSS INsrucHons

Leems — Employee can view instructions for
- T T — the MS4 by clicking the MS4
— R BT Instructions button.

Employes’s Residence Address 2317 BANRKE STREET SULEPORT { %5 22507
Humboer and Streat City or Town state o

Amount Clalmed

ks - i A A o If requesting a change for MS4, the

Marital Status (Check Cael (=] {a} Spouse MOT amployed: Enter $12.000 o
s, B @ M ployee must enter ALL
See instructons (D) Below . .
Py - T o Tt g information on the MS4 form, not
NEad of family. you Mull Be Sihghe and have .
AT i Sy s T just the change.

Despsnasnts o WU may ckaim $1,600 for sach dependsnt
Other than for [axpayer and spouse, Wi
receves chief sSupport from you and wiho
Qualifies as a dependent for Federnl e ome

tax purposes

* A nead of tamily may elaim $1.500 for sacn
ASpEndants s uging T ane which qualies you
a3 haan of famity. MUIBDly numBer of dependants
claimed by you by 51,500

Age and Blindness & Age 65 or clder E Husband & wire ' single o

" timben T e T ke The Total Amount of Exemption

FtuRiply the number of Diocks checked By
$1.500 Enter e Smount clamed

* ot N0 axempton lcwed or 2ge r Binaness Claimed will be the total of selected

ToTaL amounT oF ExeRToN = _ status amount, dependent amount

Adggiional dollar amount of withholding per a nd additiona I a | Iowa nces-

pay peniod If agreed to by your emplayer

= Biing

SCRA @ 1T YOU et thi CONQIIONS. St oM unaer
e Service Member Civil Retiaf. a8
amended by the Mltary Spouses Residency
Reliet AL and have no Mississippi Lax
Hability, wrile "Exempl” on Line 8, You must
attach a copy of the Federal Form DO.2058
and a copy of your Miltary Spouse 1D Card
12 this farm so your emplayer can validate
thve: exempisan clkaim

Electronic signature and date must
| declare under the penaltes iImposed for filing talse reports that the amount of exempton claimed on this certificate does not .
exceed ive amount to which | am enfiied or | am entitied 1o claim exempt status be exa Ctly aS d ISp I ayed —_— n O extra

Empioyee Signature: DIANA MCHEILL | Date: &T/2016 Spaces’ dashes or periods_



Employee Self Service — W4

Changes can be made to the employee’s W4 with an electronic signature.

Current Withholding Allowances

Type Tax Status Allowances Addl. Amt Exempt Em ployeels current
Federal Single 0 100.00 L Federal and State
State Single 0 0.00 il

withholding information is

displayed.

o W=4 Employee’s Witholding Allowance Certificate OME No. 18420074

P Whather you are entitied to clsim & cartsin numbsr of sllowsncas or exemption from withhokiing 201 ﬁ
Department of the Tressuny

is
Internsl Revenue Sarvice

subject to review by the IRS. Your employer may be required to send 3 copy of this form to the

s IRS instructions and

wrara irs.gov/pubyirs-pdf/ fed. pdf — WO r kS h e et a re a CCE s s | b I e
IRS. GOV W4 WorkShest Application

from W4 form.

1. “our first name and middle initial Last Mame: 2. “our social security number
DEEDEE S COOKER JOOK-XX-

Home address{number and street or rursl route) Address 3 .

F.C BOX 148 Single

If requesting a change for
W4, the employee must

Note. If mamried, but legally separated, or spouse is 8 nonresident alien, check the "Single” box.

City or town, state, and ZIP code If your last name differs from that shown on your social security card, _
WEST BLOCTON, AL 35184 check here. You must call 1-800-772-1213 for a replacement card. enter ALL i nfO rmation on
5. Total number of allowances you are claiming {from line H above or from the applicable worksheet on page 2) 5 0 the W4 form not just the
’
6. Additional amount, if any, you want withheld from each paychedk 8 C h a nge .
$ 100,00

7. | claim exemption from withholding for 2018, and | certify that | meet both of the following conditions for exempticn.
# Last year | had a right to a refund of all federal income tax withheld because | had no tax liability and
* This year | expect a refund of all federal income tax withheld because | expect to have no tax liability.

If you meet both conditions, write "Exempt™ here T

Electronic signature and

Under penalties of perjury, | declare that | have examined this certificate and to the best of my knowledge and belief, it is true, comedt, and complete. d ate m u st be exa ct | y a S

Employee's signature Date{m/diyyyy) W 8/7/2018 .
(i orm s ot valid unless you sign CEE— 4= displayed — no extra spaces,

it \DEEDEE 5 COCKER »

Employer Name Adrrezs Ofice Code(optional Employer FEIN dashes or periods.

.- County Board of Fducation




Employee Self Service — Leave

Leave Menu allows the employee to see their leave history and leave balances.

Home-Employee —

Task List

Personal .
Payroll Inquiry v
Payroll Changes v

Leave Balance
Leave History

Documents b

About ESS




Employee Self Service — Leave Balance

Employee can view and print their current leave balances. The leave earned and used are

reflective of the last completed payroll.

Leave Balance Summary - 2016

User Instructions

Leave balances are reflective of the last payroll processed and updated. Please review your leave balances after you receive your check or statement.

Description Hrs/Days Accum. Rate Prior ¥r. Bal. Current Earned YTD Used
1- SICK - CENTRAL OFFICE D 12 264 " 17

2 - PERSONAL - CENTRAL OFFICE | D 5 0 5 0

3 - VACATION - CENTRAL OFFICE D 10 18.5 10 55

SB - SICK BANK - CENTRAL
OFFICE

D 999 3 0 0

Balance
258

23



Employee Self Service — Leave History

Employee can view and print their detail leave history for a specific date range.

Leave History

| Print |

Start Date | 1/1/2015 ‘ |End Date | 6/8/2015 ||
Payroll Date Hrs/Days Description Used
01/12/2015 D PROFESSIONAL 100 ©
01/16/2015 D SIcK 1.00
03/05/2015 D SICK 1.00
03/20/2015 D SicK 1.00
03/26/2015 D SICK 1.00
04/20/2015 D SICK 0.50
04/23/2015 D SICK 1.00
05/07/2015 D PERSONAL 1.00
05/08/2015 D PERSONAL 1.00
05/15/2015 D VACATION 1.00
05/21/2015 D SICK 0.50
05/22/2015 D SicK 1.00
06/05/2015 D VACATION 100
(- o b ) 1-13 0f 13 items




Employee Self Service—-Documents

Documents menu allows the employee to view company documents or the employee’s
personal documents.

Home-Employee

Task List

Personal

Leave

View Company Documents

View Employee Documents

About ESS




Employee Self Service—View Company Documents

View Company Documents allows employees view and print any documents uploaded by
the Document Administrator. This is a great way to give employee access to Policy and
Procedure Manuals, retirement documents, and Open Enrollment documents.

Home-Employee —
Task List

Personal v
Leave v

Company Documents
View Company Documents m

View Employee Documents

ESS @ v

About ESS




Employee Self Service—View Company Documents

Employee can view and print documents that their District has placed in Company
Documents by clicking the category and selecting the document.

Company Documents

EmployeeHirePackage €} A

Policy Manual

EmployeeNewHirePackage @)

. TH-ARRIS

new policy €

Employee Policy and Procedures Handbook
retirement information €




Employee Self Service-View Employee Documents

Employee can view and print their detail check, W2, Truth In Salary or 1095C forms if
these documents are available.

Home-Employee -
S Employee Documents
Personal v Checks M
y Checks
Leave W
Documents . Truth in Salary

1095C

View Com Documents
ﬁ Document Document Type Document Date

About ESS




Employee Self Service-View Employee Documents

Employee can view and print their detail check information by selecting checks from drop down and
pressing the search button. A list of all the employee check/statements will be displayed. Employee
will then click on the check/statement to view and the check will open in a separate browser tab.
The check/statement can then be printed or saved. Each tab that is opened with detail records must

be closed manually when logging out of ESS.

Employee Documents

Checks -

Document Document Type Document Date
127566 Check 8/27/2013 11:20:14 AM
128078 Check 9/24/2013 1:53:20 PM
128591 Check 10/29/2013 2:44:58 PM
283 Check 11/20/2013 10:33:29 AM
648 Check 12/17/2013 2:27:14 PM
1016 Check 1/27/2014 10:39:29 AM

1386 M
1756 VA
2132
2508
2883

v
v
v
v

o Bo2rd of Education 2132

T0
EREER
o




Employee Self Service-View Employee Documents

Employee can view and print their W2 records by selecting W2 from drop down and pressing the

search button. A list of all the employee W2s by year will be displayed. Employee will click on the

W2 to view the detail record. The document will open in a separate browser tab. The W2 can then

be printed or saved. Each tab that is opened with detail records must be closed manually when
logging out of ESS.

Employee Documents

W2 M

Document Type Document Date

Document
2013 W2, Board of Education w2 2/6/2014 9:52:35 AM
2014 We| Board of Education w2 11912015 12:27:50 PM
‘Copy B-To B8 Flled WIm Empioyee 35205805 ‘Copy 2-To B Fllad Waih Empioyse Stats 352050803
FEDERAL Tax Refum OMB o, 15450008 or Local Incoms Tax Retum OME o, 15450008
3 Enpioyes soc see.no. | | Wages, Uos, o comp, | 2 Federal Incore tax witheld roioyes soc. sec.ne. | 1 Wages, Ups, o comp | 2 Federl ncome tax wihed
5.369.49 ss571 5571
3 Socalsecurywages | 4 Socilsecurty G wihed ‘Soctalsecurty wages | 4 Sodalsecurty L wiheld
EN) 338 12610 | | b Emplayer D number (E4) 26150
MEICaTE W3JES 305 | & MENCTE 13X WIS — MECaTE WagES 30 15 | & MedCarE TR WInE
035388 2508 35388 2509
EMOinye name. a0iress, 2nd Z1P Code ‘Empayer nane, a0rest, 200 27 02
‘BIDD County B0ar0 o Egueation -
Gontms Numcer o Control NumDer
[ ]
& ENpioyes hame, 2007255, 20 2P ot EMeioyEE name, a0aress, and 2P 002
‘Social sscurty tos 3 Alocai=d tps % Advance EIC payment ‘o0l securty tps & Alocated s ‘Adiance EIC payment
Depencentcare Denems |11 NanguUaMeapans | 123 Gode Sacierforoax12 | 10 Depencentcrebenems |11 Nonquaimen pane 123 Code See st Torbax
83728 oo 85724
Stautory Employes | 14 Other 12 Cote ‘Sz Erooyee | 14 Other 20 Code
car 18600 200.00 car 183600 s 30000
‘Refrement plan e 188413 125 Cose Rerement pan an 168419120 Cooe
ouE 2358 x ou w55
Thrs gany Sex 52 20 Gooe TR party 5 pay 20 Code:
AL [ o | 005358 wezs| [AL | o mu| T
Stats 16 State waces, tps, efs. |17 18 sate wages tps.2ie. |17
Local wages, ips, eic. ‘w Losal Insome tax 20 Logaity name. 5 Local wages, tps, efr. ‘1 Local hcome &x 20 Localfy rame
Form W-2 Wags and Tax Statemsnt 2073 Dept of the Treasury - IRS Form W-2 Wags and Tax Statsment 2013 Dept. of e Treasury
B




Employee Self Service-View Employee Documents

Employee can view and print their Truth In Salary documents by selecting Truth In Salary from drop down
and pressing the search button. A list of all the employee’s document by year will be displayed.
Employee will click on the document to view the detail. The document will open in a separate browser
tab. The document can then be printed or saved. Each tab that is opened with a detail record must be
closed manually when logging out of ESS.

Employee Documents

Truth in Salary ~

Document Document Type Document Date
2015 Truth Truth in Salary 6/3/2016 10:30:34 AM
2016 Truth Truth in Salary 1/10/2017 8:52:11 AM

TREPEEHIP Truth in Salary Act Inf feor Activen
Fiscal Year 2016

Rpt Loc: 0095 - .
Pars id )

Total Gross Wages for the Fiscal Year: $34.6008.00

Total Social Security Benefits for Fiscal Year: $2,011.69
Total Medwcare Benefits for Fiacal Year 470,45
Total Retirement Banafits for Fiscal Year: 5414176
Total Health Insurance Banefits for Fiscal Ye: ar $6.240 00
Total SUI Benefis for Fiscal Year £3.44
Total Mise Benefits (ex: Life Ins) for Fiscal Year 3000
Grand Total of Benefits for Fiscal Year: $47,555.34
Total Leave Units Accrued for the Leave Year: 14.00
Total Comp Time Unis Accrued for the Leave Year: o.00
11-Month Employees, Elgible for Holidays, Accrued o
12-Manth Employaas, Elgible for Holidays, Accrued: a
Average Annual Employer Subsidy for PEEHIP Covera, ge:

Active Single: 54.585.8

Active Family: $10.231.68

Total Amount of Employer Contributions to TRS: $737 654554

ge of TRS i
Comparad to the Total Amaunt of the Trust Fund 5.04%
The Funded Ratic of TRS as of Fmcal Year 2014 67.5%




Employee Self Service-View Employee Documents

Employee can view and print their 1095C documents by selecting 1095C from drop down and pressing the
search button. A list of all the employee’s document by year will be displayed. Employee will click on the
document to view the detail. The document will open in a separate browser tab. The document can
then be printed or saved. Each tab that is opened with a detail record must be closed manually when
logging out of ESS.

Employee Documents

1095C v

Document Document Type Document Date
2015 ACA1095C 1095C 7/11/2016 3:46:56 PM
2016 ACA1095C 1095C 1/9/2017 2:51:37 PM

...1095-C ‘ Health Offer and

e [~ [ T T G e 2 e i e

EESXI Employee Offer and Coverage Plan Start Month (Coter 2-digi numberk: ()
- Jn et ‘ War Ao Way e Jur g | Sem =] Nov Do~

Tndividuals

)
O

[ |

O

gojg|ojo
oojo|g

o|ojo|o|0y
g|oja|ojog
o|jojg|ojo
o|ojg|o
o|ojg|o
g|ojg|o
o|jojg|ojo
o|ojg|o
g|ojg|o
o|jojg|o




Employee Self Service — About ESS

The About ESS Menu option identifies the Product Version and the District. The District’s
contact information for Employee Self Service can also be displayed here.

% About Employee Self Service

Customer:' BOARD OF EDUCATION

Product Version: 2.15.2.27

Accounting System: NextGen

A Accounting System Version: 2
*Y), HARRIS oSy
(\s” School Solutions

If you have any questions or experience a problem with ABC School Districts ESS site, please contact us at 555.555.5555.
©N. Harris Computer Corporation 2017



Employee Self Service — Manage Account

An employee can manage their ESS account by clicking on their user name in the toolbar.

Manage Account. Employee clicks on their user name
You're logged in as rsmith .
to manage their account.

Change accound Back

Change password

The employee can change their

Current password . .
password by entering their current
New password password and the new password.
Confirm new
password
Employee Information The employee can change the name
S and email address associated with
User Name T €—their ESS account.
First Name raay
Last Name S The employee can choose not to
receive email alerts for requests and
Email

rsmith@harmischools.arg 3 p p rova IS | n ESS

No Alert Emails l_l

—
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	Registration on Log In screen
	All employees must create an account in ESS.  
	Account Help allows the employee to recover their password.  
	Account Help allows the employee to recover their user name.  
	Home screen menu will have Home–Employee and About ESS.  The Home-Employee menu opens to other menu options.  Employee will follow the links to the menu options they want.  If user is an Administrator for ESS, they will also see Site Administration in their Home screen menu options.
	Employee can view or cancel pending requests and view past requests.
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	Employee can view and print check/statement summary for a specific check date range.  The employee can view check detail by clicking on a particular check.  
	If an employee has extra pay, pay adjustments or substitute pay for a specific check, they can view detail information about the pay by clicking on Adjusts/Sub Details link.  
	Employee’s detail check information can be displayed and printed. 
	If the district is using Harris School Solutions' Document Service product to produce their checks and statements, the check/statement detail will display as a copy of the original check/statement.   The employee can also print a copy of the displayed check/statement.  
	The Personal menu contains the sub-menu for Payroll Changes which includes a menu of all change options available to the employee.  
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	Changes can be made to the employee’s A4 with an electronic signature.
	Changes can be made to the employee’s G4 with an electronic signature.
	Changes can be made to the employee’s MS4 with an electronic signature.
	Changes can be made to the employee’s W4 with an electronic signature.
	Leave Menu allows the employee to see their leave history and leave balances.  
	Employee can view and print their current leave balances.   The leave earned and used are reflective of the last completed payroll.
	Employee can view and print their detail leave history for a specific date range.
	Documents menu allows the employee to view company documents or the employee’s personal documents. 
	View Company Documents allows employees view and print any documents uploaded by the Document Administrator.  This is a great way to give employee access to Policy and Procedure Manuals, retirement documents, and Open Enrollment documents.
	Employee can view and print documents that their District has placed in Company Documents by clicking the category and selecting the document.
	Employee can view and print their detail check, W2, Truth In Salary or 1095C forms if these documents are available.
	Employee can view and print their detail check information by selecting checks from drop down and pressing the search button.  A list of all the employee check/statements will be displayed.  Employee will then click on the check/statement to view and the check will open in a separate browser tab.   The check/statement can then be printed or saved.  Each tab that is opened with detail records must be closed manually when logging out of ESS.  
	Employee can view and print their W2 records by selecting W2 from drop down and pressing the search button.  A list of all the employee W2s by year will be displayed.  Employee will click on the W2 to view the detail record.  The document will open in a separate browser tab.   The W2 can then be printed or saved.  Each tab that is opened with detail records must be closed manually when logging out of ESS.  
	Employee can view and print their Truth In Salary documents by selecting Truth In Salary from drop down and pressing the search button.  A list of all the employee’s document by year will be displayed.  Employee will click on the document to view the detail.  The document will open in a separate browser tab.   The document can then be printed or saved.  Each tab that is opened with a detail record must be closed manually when logging out of ESS.  
	Employee can view and print their 1095C documents by selecting 1095C from drop down and pressing the search button.  A list of all the employee’s document by year will be displayed.  Employee will click on the document to view the detail.  The document will open in a separate browser tab.   The document can then be printed or saved.  Each tab that is opened with a detail record must be closed manually when logging out of ESS.  
	The About ESS Menu option identifies the Product Version and the District.  The District’s contact information for Employee Self Service can also be displayed here.
	An employee can manage their ESS account by clicking on their user name in the toolbar.

