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General Login and Navigation
Navigate to theisolved Adaptive Employee Experience website using a web browser of your choice.

isolved

Employ, en:
em er

bt e

1. Keyinyourusername (thisis your self-service email address)
2. ClickontheNexticonafterentering your username
a. Note: Ifyouentered your usernameincorrectly, choose “This isnot my username” which willlbring you

back to themainloginpage.

3. Keyinyourpassword
a. Note: Ifyouhave forgottenyour password, choose “Forgot my password” whichallows you toreset

after answering your security questions.
4. ClickontheNexticonwhichwill logyouinto Adaptive Employee Experience

Welcome Page Navigation

Thewelcomepageallowsyouto seeall itemsyouhave access toinone screen.
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Eachcard is geared towardsthe general task youarelookingto complete:

e TimeandAttendance: Used forall standard time functions suchas viewing and verifyingyour Time Card,
reguesting time off, and viewing your schedule.

e Personal: Usedtoupdate your personal information such as address, emergency contacts, dependents,
beneficiaries, and federal reportingdata.

e Payand Tax:Usedto viewand edit direct deposit, pay history, year-end taxforms, and update your tax
withholdings.

e Benefits:Usedto viewyour benefits summary and link you to benefitsenroliment.

e People Cloud:Haslinksto accesslLearn & Grow, Share and Perform, Benefit Services, and Applicant Tracking.

e Marketplace Integrations: Will link youto any 3" party or legacy isolved applications your company might use.

Tonavigate, youcanusetheicons onthe left-hand side of the screen, click onthe cards inthe center, oruse the
recently visited cardinthetop right-hand corner whichis populated by the cards you have visited recently.

Self-Service Punching

Oncelogged in, youcanimmediately create a punch by using the pink + symbollocated at the top left cormer of the
pageas seenbelow. Inthis menu, a punch canbe created using two different methods:

Quick Punch

Ifyouselect quick punch, the systemwillimmediately create a punch for the current date and time, without the o ption
to add punchnotes orany other punch options. Once the punchis created you will see a punch confirmationonthe
screenas shownbelow:

Success! You're punched in

THAS OM  oewsn 1 00
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Detailed Punch

If you select detailed punch, the systemwill open a creationscreenand display the current date and time. Note: the
dateand timefieldsare not editable during self-service punching. The punchoptionsavailableinthe detailed punch
screenare as follows:

Note: options onthis screenmay differ based onyour company permissions.

a. Type:allows youtospecify the punchtypefortheentry. The optionsare Normal, Meal, and Break.
b. Mode: allows youtospecifyifthe punchisanIN, OUT, AUTO, or TRANSFER.
a. INmeansyouareclockinginand istypically usedwhenyouarefirstinforthe day or coming back from
abreakormeal.
b. OUT means youareclockingoutandis typically used whenyouareleaving for the day orleaving for
your break ormeal.
c. AUTOallows thesystemtodetermine
TRANSFER allowsyouto move fromone labor value to another without having to create multiple
punches. When using the transfer optionisolved will create 2 punches; one clocking you out ofyour
current laborand one clocking youinto the labor you transferred to.
C. Labor:Iftheoptionto enterlaborallocations isenabled, you will select fromthe allowed labor levels when
creating apunch. Ifno laborisselected, isolvedwill use your defaultlabor allocation.
d. Notes:Ifnotes areentered, anyonelookingat the Time Card will be able toview the details.

o

N 45 AN
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Time and Attendance > Time Card

Thefollowingisabreakdown of the different areas located onthe Time Card and their functions:

Tima Card Py peora |

Summary ¢ ) December 28, 2020« Janwary 3, 2621

MISSING PUNCH

Time CardDateRange

The default view of the Time Card is automatically set to the current Pay Period. You can change the view by selecting
the Pay Period, Week, and Day buttonsinthe top-center ofthe screen. You cantoggle betweendates by selecting the
<> buttons withthe datenext tothem.

Data Summary
Abreakdown ofthe Earnings, Labor, Adjustments (mileage, bonus or reimbursements) aswellas a summary of alerts
are located ontheleft-hand side of the screen.

Daily Breakdown

Thedefault view ofthe Time Card is a Ganttchart of your time. You can selectthe > iconnext tothe date to expand
the details. Whenexpanded, you cansee actual punchtimes, totalhours, errors, and labor associated to the punches.

Thecolorcodingofitemsonthe Time Cardare as follows:

@ Hours @ Punch @ Absence Adjustment & Break @ Meal Holiday
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SubmittingaMissing Punch

Should youmiss a punchatany time, you can selectthe Missing Punchbuttonat the bottomofthe Time Card. This
optionallowsyouto submitarequest that routes directly to your manager/supervisor to approve the missing punch.

Onceyouselect the Missing Punch button, you will fill in therequested detailsand select Save.

e Punch Date: Date ofthe missingpunch

e Punch Time: Time of the missing punch

e Type:Designateifit shouldbeanormal (standardin/out), meal or break punch

e Mode:Auto, In, Out, or Transfer

e Labor:Shouldthetimebetied toacertainlabor field suchas department, job or task

e Notes: Add anynotes foryour manager/supervisor toview during the approval process

Labor Group

Labor Fialda

Time Card Verification

Time Card Verificationis anoptional feature that allows youtoelectronically sign off onthe Time Card prior to the data
being populatedtothetimeentry grid for payroll processing.

Thebuttonto verify isinthe top right-hand corner of the timecard. You will select the square checkbox nextto the
Employee sectionto verify.

Note: The system willnotallowyouto verify your Time Cardif there are outstanding high or critical alerts pending your
manager or SUPEervisors review.
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Time and Attendance > My Calendar

My Calendar allowsyouto view your absences, scheduledhours, unavailable time, and holidaysina calendar format
Below is a screenshot and details of the My Calendar screen:

Calendar Month |

< January 2021 >

[
§
i

o The ™

a0

HOURS SUMMARY

The calendar allowsyouto viewitems inaMonthly, Weekly or Daily format Select the words at the top of the calendar
to adjustyourdisplay.

Thefilters ontheleft-hand side of the screen allow you todetermine whatitemsyou want to display onthe calendar.
Theoptions areas follows:

e All: Displays allof theitemslistedbelowinthe calendar view.

e Absences: Displaysallapproved absences.

e Pending: Displays allpending (not approved or denied) absences.

e Scheduled Hours: Displays the daysand hours you are scheduled towork.
e Unavailable: Displaysthe daysand hoursyouset yourselfto “‘Unavailable.”
e Holidays: Displayscompany holidays.

Note: Hoursthat aredisplayed as “Unavailable” are not guaranteed. Manager/Supervisors can still schedule you during
thesetimes.

TheHours Summary at thebottomtotalsup allthe typesand hours associated to your current calendar view.
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Time and Attendance > Time Off

The Time Off screen canbe opened by selecting the Time Off button at the top of the Time Card view. Thisallowsyou
to view detailsofyouraccrual plans, upcoming, pending, and past time off requests.

Thefirst sectionprovides a summary of your accrual planswith balances, andif selected, a detailed outlineonwhen
youlastaccrued time, any upcoming accruedtime, etc.

Summary

UPDATED AS OF LAST PAY PERIOD END TG OrF

Whenyouselect the Detail button ontheright-nandside, the detailsaround thatspecific accrual planwillbe outlined

PTO Datalls

PLAN YEAR | ANNIVERSARY TIME OFF

As of |ast pay period end >
Frogected current pay perind >
Propecied current plan year >

Progected mext plan year >

e Service Date: This listsyour hiredateorrehiredate, insome case where the accrual is being calculated from.

e Length of Service: Basedonyour Service Date, this calculates your lengthof service with the company.

e Award Schedule: Thislets youknowhow frequently you are awarded the accrual time.

e | astAward Date: Thisdisplaysthelast date youwere awarded time for thisaccrual.

e Accrual Rate: Thisdisplays howmuchtime you earn oneachaward schedule.

e As oflLastPay Period End: Once expandedusingthe > ontheright side, thisdisplaysyour available balance as
ofthelastpay period, hoursused last pay period and year todate.

e Projected Current Pay Period: Once expanded using the > ontheright side, thisdisplaysprojections for the
current pay period. It displayshow many hours were taken, how many hourswill be accrued, and what hours
are pending (requeststhat have not beenapprovedorareinthe future).

o Note: Pendinghours arenotincludedinyour balance.
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e Projected Current Plan Year: Once expandedusing the > ontheright side, this displays projectionsfor the
current planyear. It displays howmany hours were taken, how many hours willbe accrued, and what hours are
pending (requests that have not beenapproved or are inthe future).

o Note: Pendinghours are notincludedinyour balance.

e Projected Next PlanYear: Once expanded usingthe > ontheright side, this displays projections for the next
planyear. It displayshowmany hours wererolled over from the previous planyear, what your current balance
IS, how many absence hours are approved, how many hourswill be accrued, and whathours are pending
(requests that have not beenapprovedorareinthe future).

o Note: Pendinghours are notincludedinyour balance.

Thebottomofthetime off screenoutlines any upcoming time off requests, pending requests, and historical time off
entered into the system, as well as company observed holidays.

USCOMING TIME OFF 2020 holideys

Dute Azence prey rar 2

PUNDING REQUSSTS

Requesting Time Off

To submitatime off request youwill select the Time Off buttoninthe topright comer of the screen.

My Calendar Tarw O

Summary
UPDATED AS OF LAST PAY PERIOO END

e Selectthe Absence Palicy
e SelecttheFromandTo dates
e EntertheStart Time fortherequest
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e Updatethecorresponding Days of the week

e Enter theNumber of hours per dayyouarerequesting
e Doublecheckthe Total Requested Hours

e Enterany Notesyouwanttheapprovertosee

e ChooseSubmit

Oncethe request has beensubmitted, it will go throughyour company workflow process for approval.

TIME OFF REQUEST

T e ATTEN ATTURST

343.00 341.00

Pay and Tax > Direct Deposit

Your current Direct Deposit account(s) will appear whenyou access this screen. The detailsare masked for
confidentiality purposes. There are several optionswhenusing thisscreen

e Inordertodeactivatethisaccount, clickonmsymbol. You willreceive a confirmation stating ‘Deactivate this
account?” Click onDeactivate toagree. Cancel if youdonotwishto deactivate thisaccount.
e Tovieworedityour current accounts, clickonthe details button

o

Your Bank Details willappear including
= Routing Number
= Masked Account Number
= AccountType
= Description (if applicable)
= DistributionDetails (net pay or partial amount)
=  Frequency of direct deposit
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Savings

WACHOVIA BANK N.A.

Acdive aocount ending in 9458

Your deposit information

DRIIE

If youneed to make anadjustment to the account selectthe Edit button, make adjustmentsand choose Save

Your deposit information

Bank aesalis

Rownng Account
S— ¥
ruamber unbet
Accoont Descripann
1ype b optiaw

Deposn detalis
AfY rETEINDG Net oAy May Oe issued iy paper COeC
Canintri

anwly g

e
freguency o= v
CANCEL SAVE
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If youneed to add anew direct deposit account, from the maindirect deposit screen, click onthe Add New buttonand
add the following:

Routing Number: If youenter anincorrect routing number, amessage indicating ‘Routing number is invalid’
appears. Correct the number to continue
Account Number: Enter the account number from your account
Account Type: Select the applicable check type
Distribution Details: Select either:
o Flatdollaramount - if selected, enter amount
o PercentageofNetPay -ifselected, enter percent
o Remaining Net (youmay only have one Remaining Net account)
Frequency: Select how oftenyouwant the funds inthisaccount
ClickonSave

If youhave multiple bank accounts and wish to re-sortthe order inwhich they are used for Direct Deposit, click on
symbol inthe upperright-hand corner. Instructionwillappear onhowtoreorder your accounts. Itis asimple drag-and-
drop. Seetheinstructions below.

Savings
B+ )

WACHOVIA BANK N.A.
Active account ending in 9456

»

DETAILS

Payroll and Tax > Pay History

ThePay History screenis where you canobtain and download copies of your check stubs. Your most recent Pay
Summary appears at the top of the screenand for confidentiality purposes, only the Grossand NetPay displaysalong
withthe hours youworked (ifapplicable). The Pay Date also appears inthe center.

Inorderto seethedetails of your check, youmay clickonany of the sectionsof your Paystub Detail. Please make sure
youareviewing ina privatelocation. The detailsinclude:

Earnings

Employee Taxes
Employee Deductions
Direct Deposit
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$1,135.57 $1,500.00 40

Paystub Detall —

Enmings and menos >

Ervplsyen tasms >

Emplayee decuctions >

isse off >

Caect depost >
N’/

OORNLOAD -

Ifyouchoosethe > next tothe details section, the area willexpand with full details.

Youcanchange the check detail by using the < inthetop left-nand corner to move backwards through pay dates. You
canalso toggle betweenyears ontheright hand side of the screen.

To download a copy of your pay stub, navigate to the bottomof the screen and click the arrownext to Download.

e [fMultiple Pay Stubs are selected, alist of checks inthe current year willappear. Youmay also add a daterange
atthe top ofthe screen. Select the checks you wish to download by clicking onthe boxinfront of the check
date.

e Onceyourselectionis complete, clickonDownload.

Select Multiple Pay Stubs

CANCEL

e Ifyouselect ThisCheck acopy of your current check willbegin downloading.
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e Oncethe filehas downloaded, openthe PDF version ofyour Pay Stub and save or print.

Download X

.~ We have received your request
O Your document is being generated. This may take a few moments

Your document is being downloaded

Pay and Tax > Year-end Tax Forms

The Year-end Tax forms screenwill display formsfor the current year (if closed) and the past years. All forms will be
displayedinthe summary layout.

Summary

Mame 1) Year 1) Instructions
1095-C 2019 View
Ww-2 2019 View

To view your Year-end TaxForm, clickonthe Name of the form inthe first column. A pop-up appears indicating that

your formis generating. Once available, the form willbe available in PDF. Open the PDF and view and/or print your Year -

end Tax Form.Hereis anexample ofa W2 stored inthissection.

Copy B-To Be Filed With Employee's FEDERAL Tax Return I OMB No. 1545.0008 Copy 2-To Be Filed With Employce's State, City, OMB No. 1545-0008
This intormaton is beng tumithed 1 he Irtemal Revenue Sanca or Local income Tax Return
& Employed's sockl securly number || 1 Wages, 1ps. other compensaton 2. Foderal incoma tax withheld a. Employes's sockal securty number | 1. Wages. §ps. oher compensason 2. Fedaral Income ta withhass
222-33-4453 406.00 16.37 222-33-4453 406.00 16.37
b Employer 1D number (EIN) | 3. Socal security woges 4. Social security tax withheld b. Empioyer ID rumber (EIN) | 3. Socksl security wages 4. Social security tax withheid
13-9999999 406.00 25.17 13-9999999 406.00 25.17
d. Control number 5. Medicare wages and tips 6. Medicare tax withheld d. Control number 5. Medicare wages and tips 6. Medicare tax withheld
2003-30044 406.00 5.89 406.00 5.89
© Employer's name. address, and ZIP code s name. address, and ZIP code

ian Test-Training Test-Training
1
N 004
e Employee’s name, address, and ZIP code

Edgar & Johnson

3276 Ha: ve

San Jose, 10005
7. Social security tips 8. Allocated ips 9. 7. Social security tips 8. Allocaled tips B
10. Dependent care benefits | 11. Nanqualified plans 12a. Code See inst. for Box 12 10. Dependent care benefits | 11. Nonquasified plans 12a. Code See inst. for Box 12
13. Statutory employes 14. Other 12b. Code 13. Statitory employee 14 Other 12b. Code

NYSDI 0.60 N¥SDI D.60
Retrement plan 12c. Code Retirement plan 12c Code

Third-party sick pary 12d. Code Third-party sick pay 12d. Code
15. State | Employer's state ID number 16. State wages, lips, etc. | 17. State income tax 15. State | Employecs state ID number 16. State wages. tips, etc. | 17.State income tax
NY 139999595 406.00 3.84 wy 139999993 0 406.00 9.8¢
18. Local wages, tps, sic 19. Local income tax 20. Localty name 18. Local wages, tips, elc. 19. Local income tax 20. Localty name

406.00 6.81 | NEW YORK 406.00 6.81 | NEW YORX
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Also available under Summary are the Instructions for the Year-end Tax formselected. Simply choose the View iconon
the right hand side for them to populate.

Summary
Name Year 1y Instructions
1095-C 2019 View
W-2 2019 View
Pay and Tax > Tax Updates

The Tax Updates screenallowsyouto beginthe process of updating your withholdings. Your current Tax Withholdings
forFederal, Stateand Local (if applicable) will appear whenyou accessthe screen.

Tax Withholaings

Tax Updates Wizard

1}

Make charges and updsies 10 your tas wanhnldings Fideng ataten M o

[ TART WIZARD ]
C-at e >4 pw " Teeae Mg e e TE FEee

Federal v

Slate v

Non Resadent State v

If youneed to change your Tax Withholdingsand complete a new tax form, clickonthe Start Wizard buttononthe left-
hand side ofthe screenas outlined above.

Note: Pleaseread themessage below StartWizard toensure you have the correct settingsinyour browser.

Onceyouselect Start Wizard, you willbe presented with the Tax Withholdings screento start or signout. Tostarta
new form, click Start.
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Employee Withholding Resource Center

The 3ssis1ant Can guios ¥ou 10 the compet furms Y

youre Carlun

Youcanthenchoosethe jurisdictionby selecting the radio buttonsand Continue. If youwish to change your Federal
withholding, click on *Help me determine which withholding formsapply to me” and take the Survey.

'OV C30 #50 CHOOSE INCH 10MTE You wourd ke to 1l out

Oncethe survey is complete, click onthe Starticoninthe Federal-Summary.

Federal — Summary

E3500 ON INSALTS YOU pVOVIIOS, WO RGvD 0apIminad e 10Rowng
Federal withhokting formn(s) may a0l 1O you

Locality Name Title

Status
Feoanml W4 Employes's Wannokdng Cemnicas Not completed

< Bax

YoucanclickontheBackbuttonifyoumadeanerroronyour survey, or move forward and complete each sectionin
the form by responding to questionsonthe screenand clicking the Nexticon. Your progress willbe saved onthe left
side, and youcanreturnto any sectionby usingthe Back buttonor the side menu.

Select a filing status

Single of Marmed Tng separately

‘ - Jonit Alinsi 'J Manied Filing Jointly

E yowy . i Head of Househoxd
T— > (I > |

Thenextpage gives youthe followingoptions:

e |wanttousetheworksheet to calculateroughly accurate withholding

There areonly two jobstotal. The optionis accurate or jobswith similar pay, otherwise more taxesthan
necessary may be withheld

e Noneoftheabove
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Crpbet e 1108 NP 11 Y0 (1) NG rrem 10 (0 150 A1 8 Il OF (2] AT AN Mg JOWDy s yOur Souss sias merks Tha COmag) Ameasrt of WImNoKng ovperls
A r - L 2
Crcose one

WA 1D U Dhe worksheet 15 caculate roughly socune wirholsing

DOV 00 Oy e g0 00a1 TS CPO0N 18 ALLualn 1 IO WIT Gty pay. CENSfesa . MOGE 1 Than NECORsary My Db wnnesd

Select the desired optionand click on Next Depending onyour selection, different options may appear. Inthe
examplebelow, ‘Noneoftheabove” was selected, since the Formsand Instructions were already usedto
determine the withholding.

Complete each section by responding to the questions onthe screenand clickingon Next.

Oncecomplete, youare ableto viewor print your completed W-4. Youmust also attest tothe accuracy ofthe W-4

by clickingon:

e Underpenalties of perjury, | declare that thiscertificate, to the best of my knowledge and belief, is true,
correctand complete

e EnteryourPINinthe boxprovidedbyentering thelast 4 digitsof your SSN

e Oncecomplete, clickonSubmit Form

ot

Please review the document below

Ify Ui e 50 make 2y changes, You may return to the previcus page

1T you woule e 50 subimit thes form, please agree %0 the fenms Desow

Unoer penakiies of pery, | daciare hat this cerificate 10 the Dest of my anowiadge and Dellal, 15 1TUe. COMect, ana Compkse

Plaase verity the accuracy of your tan forms and elecronically sign the dooumants by entering a PIN Your P is the last four digits of your S8N

1234

T

Youwill receive a confirmation stating “Your form has been submitted. All sectionsare completed.”

If youhave additionjurisdictionsto complete, follow the same procedures.
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The Personal Information screenallows you toview your Name, Date of Birth, SSN (masked) and Marital Status. You
also haveadrop-downmenuto view your Address and Contact information.

Personal Information

Address

Contact

a
“-»

Date of s
G5N

Martal status

Mason Doe

By selecting the > youcanexpandyour addressand contactinfoto seethedetaisonfile. If your company allows you

to edit/update thisinformation you will see the micon ontheright-nand side whichallowsyouto edit the details.

Addresy

Breet adckees

Cantact

WO gOone
Motih prone
Homn prrae
Satt secvice enval

Persoral smal

.

()
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Contacts

The next sectionlabeled Contactsstores any existing Emergency Contacts, Beneficiariesand Dependentsavailable. If
youneed to add toany ofthe categories, click on the Manage Contacts button. A new page willappear which allows

youto Add New or Edit contacts.

Contacts

Emergency contacts >

Beneficiaries >

Dependents >

Thermsymbol willallowyouto edit or delete the contact onfileif needed.
Manage Contacts
Name Beneficiary Dependent Emergency

(™
McCorkle, Josiah v v v l H |

If youneed to Add New choose the button at the bottom of the screenand fill outthe form that opens
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Contact type

AN “

Note: Youareabletocheck “Useemployee address’ orkey inadifferent address.

Oncesaved, theinformationappears under the appropriate contact type drop-downmenu.

FederalReporting Data
There arethree optionsunder Federal Reporting Data:

e Disability Self-Identification
e EEOSelf-ldentification
e VeteranSelf-ldentification

By using the arrow @ symbol, you are able to view the information that youremployer currently has recordedfor these
categories. If youwishto add or change any of the categories, clickonthearrow.
Disability Self-ldentification

Ifavailable, your "Current disability status” isdisplayed. Youare also givenwith thereason why you are being asked to
provide this information.

21
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Disatalny SeX-dentification v

Curvent dheabiity siatus

ozt Driatiet

Why are you beng asked to complete $is form?

We we & ERal VU Na o S S aae ] By Lvw ¥ (ereebe i Sa e | appe e p 0 b (o g A B e et A BA N e
T IR ad (e es) Nt Ay 0] Bt TN o) ser mahlne Lo aRievhars o Sedame B 80 FRa e v b ahe s pw) sy egees | Pemy
et 3 Habbly (4 Pubwr oot [0l & BManiy Bncmns § 20000 Faip bacowes (Bashing of buy 100, we id @ of aw erapboyres S Lgdeie hent Kiasatos o
Ieant pveey frve prams

ety yoursell s an e vihal wit w heabrirly i valmtery, o0et e tpe B pou will Chaase w06 91 Your srswer el be v aswd confetent iy anl
e b weww by srherbng +850whs or arprw elae seded 1 g peveawEl dermaes Carairtag fae fort et] rot repenes Seaant o v W wey
regwehens 3! ahwther you fave sell atewthed & the pant Pot raove evematue st e foem v e egusl eeplop e ctdgetan of fedne costectry
e Sectam 550 of the Srhated tason Art viem the 113 Dvgertwwnt of Labors 0w of Podom Comrect Camphares Pragranu (OFCOT) wetee o

Select an opoon

Afterreading, youcandecideto respona:

e Yes, |haveadisability, orhavea history/recordof having a disability
e No, ldonthaveadisability, orahistory/record ofhavinga disability
e |dontwishtoanswer

Make your selectionand clickon Save. Theinformation provided displaysas your “Current disability status” uponsave.

EEO Self-Identification

[favailable, your current Gender and Ethnic Origindisplays. You are also given the reasonwhy you are being asked to
providethis information.

70 Ger) c2ertfeaten v

Qurrent 50 eates

v u et natt on o B W n ) e <N o8 be Lwd el w0 0] - e Lyt rwrhed bevre Ve Sebasmy
[PV IR ARSI S AT y S e T i ApsaAE SE I S DA SRS A

Dersder et ficaion

e arvd aTwncy W et anon

22
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Afterreading, you candecide to respond to the Gender Identification using the following selections:

e female
° Male
e |dontwishtoanswer

Youcanthendecide to respond toRace and Ethnicity Identification using the following selections:

e HispanicorlLatino

e White (NotHispanicorlLatino)

e BlackorAfrican Americanor other Pacific islander
e Asian (NotHispanicorLatino)

e Native Americanor Alaska (NotHispanic)

e Twoormoreraces (NotHispanicor Latino)

e (Chosenottoanswer

If youwant to add or change your information, make your selections and click on Save.

Formoreinformationabout the Race and Ethnicity selections or to read the Anti-Discrimination Notice, select the
following:

> Definitions of race and ethnicity

¥ Anti-discrimination notice

Veteran Self-ldentification
Ifavailable, your "Current Veteran Status” displays. You are also given the reason why you are being asked toprovide
this information.

23
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Afterreading thereason, youcanadd oredit theinformation by selecting the Veteran status that applies:

lamnotaveteran
Ibelong to the following categoriesof protected veteran:
o DisabledVeteran
o Recently Separated Veteran (discharge date)
ldontwishtoidentifymyveteranstatus
lam a protected veteran, but| choose notto self-identify towhichl belong
lam NOT protected veteran, | served inthe military but do not fall into the veteran categories listed above

After making your selections, clickon Save.
Oncethe informationissaved, it willreplace your *Current Veteran Status.”

Formoreinformationonthe "Definition of protected veteran,” ‘Reasonable accommodationnotice” and "Anti-
Discriminationnote,” clickonthe following:

» Definitions of protected veterans
» Reasonable accommodation notice

» Anti-discrimination notice

Benefits > My Benefits

The My Benefits screenallows youtoassess your elected personal benefit package and at a quick glance, view your
annual and per pay deductions for those benefits.

BENEFIT COST AND CONTRIBUTIONS

=]
[

$7,800.00 $150.00
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By selecting the Currenttab onthe left hand side, you will see the benefits you are currently enrolled for ina detailed
view with effective dates, per pay amounts, and frequencies.

= |

200K [G) Deducwons $150.00

Whenyouselect the Waived tab ontheleft-nand side, you willsee theinformation onplans that youhave waived and
the date the waiver took effect.

WAIVED BENERTS

VISION PRE-TAX 125

= |

Benefits > Benefit Enrollment

The Benefit Enrollment screenwill give you alinkinto the full desktop experience to begin your enroliment. Click inthe
Take Me There buttonto beginyour enroliment.

This feature is not quite ready!

2 to access this functionality
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People Cloud
Thelinks withinthe People Cloudtile willlog youinthrough SSO (single signon) to otherisolved modules:

Share & Perform: Thiswill take you to the engagement management platform
Learn &Grow: This willtake youto the online LMS (learning management system)
ApplicantTracking: Thiswill take youtothe applicant tracking platform

Benefit Services: This willtake youto COBRA

O O O O

@ People Cloud

Share & Perform
Learn & Grow
Applicant Tracking

Benefit Services

Marketplace Integrations

The links withinthe Marketplace Integrations tile will log youin through SSO (single sign on) to any integrations your
company may have setup with 3"party companies, or company'sisolved partners with.
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