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General Login and Navigation

Navigate to theisolved Adaptive Employee Experience website using a web browser of your choice.

isolved
Employ, er

bt mese

1. Keyinyourusername (thisis your self-service email address)
2. ClickontheNexticonafterentering your username
a. Note: Ifyouentered your usernameincorrectly, choose “Thisisnot my username” whichwillbringyou
packto themainloginpage.
3. Keyinyourpassword
a. Note: Ifyouhave forgottenyour password, choose “Forgot my password” whichallows youtoreset
after answering your security questions.
4. ClickontheNexticonwhichwilllogyouinto Adaptive Employee Experience
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Welcome Page Navigation

Thewelcome pageallowsyouto seeall itemsyouhave access toinone screen.

Eachcard is geared towardsthe general task youare looking to complete:

e TimeandAttendance: Used forall standard time functions such as viewing and verifyingyour Time Card,
requesting 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.

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

e People Cloud: Haslinksto access Leamn &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 ontheleft-hand side of the screen, click onthe cards inthe center, orusethe
recently visited cardinthetop right-hand corner whichis populatedby 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:
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If you select quick punch, the systemwillimmediately create apunch for the current date and time, without the option
to add punchnotes orany other punchoptions. Once the punchis created you will see a punch confirmationonthe
screenas shownbelow:

Detailed Punch

Success! You're punchedin

L pancr

THAS OM  oewan 1 200

Ifyouselect detailed punch, the systemwill open a creation screenand 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 thepunchtype fortheentry. The optionsare Normal, Meal, and Break.
b. Mode: allows youtospecifyifthepunchisanIN, OUT, AUTO, or TRANSFER.

a.

b.

C.
d.

IN'means youare clockinginand istypically used whenyouarefirstinfor the day or coming back from
abreakormeal.

OUT means youare clockingout andis typically used whenyouare leaving for the day orleaving for
yourbreak ormeal.

AUTOallows the systemtodetermine

TRANSFER allowsyou to move fromone labor value to another without having to create multiple
punches. Whenusing the transfer optionisolved will create 2 punches; one clocking you out of your
current laborand one clocking youintothe labor you transferred to.

C. Labor:Iftheoptionto enterlaborallocations isenabled, youwill select from the allowed labor levels when
creating apunch. Ifno laborisselected, isolvedwill use your defaultlabor allocation.
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d. Notes:Ifnotesareentered, anyonelookingat the Time Card will be able to view the details.

1145 AM
BUNOM OUT
Al
¢ ’
5
”
Y
- T e e
Lador Group
Lador Fledas

Manage > Tasks

TheManage Tasks screen provides anoverview of pending requests suchas: punchrequests, Time Card approval,
time offrequests and address/contact updates. Eachlink onthis screenwillexpand to view detailsaround the request
and allow approval.

Approvals and requests v
PUNDING

ApDIOVaIS and 1equasts Pending purnch 19Guests 2

Vie'w and appeove tame cardds 1
Time off request 5

Creace new Address Contact updates 1
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Thetotalonthe left-hand side of the screen considersall the approval andrequest counts ontheright.

Pending PunchRequest
Onceyouclickthe Pending PunchRequests link any pending punch requests requiring your attention will be displayed.

9 Name | Date S 1) Action

PENDING
~ Dae, Masor 32 8 A\
teGUels g

[ APPROVE 2 ]

M DONE

Toapproveorreject therequest youcanchoose the > symbol toexpandthe request and review the details. Select
the @msymboland youthe optionto Approve or Reject therequest. If you have more than 1 pending punch request, you
canchoosethe Approve buttonat the bottom of the screento approveallat the sametime.

Onceyouhave completedthe tasks, select Manage > Tasksand choose I'm Done at the bottomand youwillbe
redirected back to the mainscreen.

Viewand Approve Time Cards

OnceyouclicktheView and Approve Time Cards from the Manage screen link, the summary will display a graphical
breakdownofallpaidearnings, employee verification statuses and unpaid earnings for your employees. If you have
employeesindifferent pay periods you can selectthe drop-downintheright corner to change the pay periodyouare
viewing.
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PAY PERIOD
<2 Decernber 28, 2020 - lanuary 3, 2021 fourty ]
Paid eamnings Employee status Unpald eamings
35.00 ' 1 0.00
hours ' ' employees hours
Roegnilne 18 APPROVED | 0 S Meal/break 0
®  Vacstion 8 0 Unpaid time oft 0
® Holiday ] 1 Sick 0
0 Ottr 0

All details fromthe graphs above are listed underneath with a place for youto review and verify.

e Toverify, select the checkboxonthe far-right side of the screen. You canalso select the approve buttonat
the bottomifyouwishto approve all Time Cards at once.

Note: Ifanemployee has outstanding critical Time Card errors, suchasmissing punches, it will notallowyouto verify
theirtime.

N |

Weekly

Employee 1 Tonad Pag Unpasgt A4S [ Memts 1 Timecard status Your spproval & ]

[ APFROVE 1 ]

[M DONE
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Ifyoud liketo review anindividual employee’s time, select theirname fromthelistand the Time Card data willpopulate,

~n Tow
» Monday December 28 300
? Tuesday December 29 10.00
? Wedgnesday December 20 BOU

Thursday December 31
> Friday January 8.00

Saturcday January 2

Sunday
famisgs
stran c
...... BV bt
Rezir 10.00 sy
obes
Cemwares
>

.

Adgusement

o St = dapiey

WO Sute %2 dapley

January 3

8,00 000

1000 oo

800 0o

8.00 000
IMOONE

ONEATE e

Al s Alerny

Time Card Review

Abreakdown of the Earnings, Labor, Adjustments (mileage, bonus or reimbursements) aswellas a summary of alerts

are located ontheleft-nand side of the screen.

Thedefaultview of the Time Card is a spreadsheet view withexpansion options. You canselectthe > iconnext tothe
dateto expand the details. When expanded, you can see actual punchtimes, total hours, and errors.

time

~Out 11:00am

v Monday December 28 8.00 8.00
Hours (recorded as punch) =In 7:00 am
Modified

0.00 0.00
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To view laborattachedto punches choose the > iconinthelower right corner and the screenwill expand.

Note: Laborwillonly displayif outside of the employee’'s home value.

Hours (recorded as punch) «<’In 7:00am

Modified
time

=~ Out 11:00am
v

Labor allocations
Department 1

Editing Records
Toeditanexisting record, expandthe date choosethe > iconinthelower right-nand cornerand thenchoose them
iconand youwillhaveanoptionto Edit or Delete

Edit

Delets

Whenyouselect the Edit option, youwill be prompted withan Edit Punch screen letting you choose which punchyou
are editing

EDIT PUNCH x

AuS cry oen 33 ekt

e Selectthepunchyouarewishing toeditand choose Next
e Makeany adjustmentsyouseefit
e (ChooseSave
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Labor Flelds

Toaddanew record tothe employee Time Card, choose the Create New buttoninthetop right-nand corner ofthe
TimeCard. Youwillbe prompted to choose what type of record you are adding; Punch, Hour, Adjustment or Absence.

i~ CREATE NEW

CREATE NEW RECORD

) Catlee Jehaam

Onceyouhave selected Hour inthe create new record screen choose Next tofillout the hour details.

Labor Fields

CANCEL SAVE
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Enter the Start Date

Enter theStart Time

Enter theEnd Date

Enter theEnd Time

The Durationwillauto populate based onthe start and end time

Typeallowsyouto specify if thehour typeisNormal, Meal, and Break

IfNotes are entered, anyonelooking at the Time Card willbe able to view the details.

If the optiontoenter labor allocations isenabled, you will select from the allowedlabor levelswhencreatinga
punch.Ifno labor isselected, isolved will use your defaultlabor allocation

Choose Save andthe hour record will be added to the employee Time Card

Adding Records > Punches
Onceyouhave selected Punchinthe create new record screen choose Nextto fill out the punch details.

Punch date Punch tima

2]

Labor Fields

Selectthe Punch Date

Enter thePunchTime

Type: allows youtospecify the punchtype for the entry. The optionsare Normal, Meal, and Break.
Mode: allows youtospecifyifthepunchis anIN, OUT, AUTO, or TRANSFER

a.

b.

a

IN'means youare creating apunchinandistypically used whenyouthe punchyouare creating isthe
firstinfortheday orcomingback froma break or meal

OUT means you are clockingout and is typically used when youthe punchyou are creating is for when
the employeeisleaving forthe day or leaving for break or meal

AUTO allows the systemtodetermine

TRANSFER isused tomove from onelabor value toanother without having to create multiple punches.
Whenusing the transfer optionisolved willcreate 2 punches; one clocking the employee out of their
current laborand one clocking theminto the labor transferred to.
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Labor: Ifthe optionto enterlaborallocations isenabled, you will select fromthe allowedlabor levels when
creating apunch.Ifno laborisselected, isolvedwill use your defaultlabor allocation.

IfNotes are entered, anyonelooking at the Time Card willbe able to view the details

Choose Save andthe punchrecord willbe added to the employee Time Card

Adding Records > Adjustments
Onceyouhave selected Adjustments inthe create new record screen choose Next tofill out the details.

Note: Adjustments are typically used (if enabled by your company) toenter mileage, bonus or reimbursements.

Labor Fields

Enter thePunchDate

Select thetype of Adjustment

Choosewhether youareenter this adjustment as Hours or Dollars (there may only be 1 option based onyour
company setup)

Enter the Amount

IfNotes are entered, anyone looking at the Time Card willbe able to view the details.

Labor: Ifthe optionto enterlaborallocations isenabled, you will select fromthe allowed labor levels when
creating apunch. Ifno laborisselected, isolvedwill use your default labor allocation

Choose Save and the adjustment record willbe added to theemployee Time Card

Adding Records > Absences
Onceyouhave selected Absenceinthe create new record screenchoose Nextto fill out the details.
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CANCEL SAVE

e Selectthe Absence Policy

e EntertheDatefortheabsence

e Enter theHours amount being taken

e ChoosetheStart Time for the absence

e [fthe absenceistied toanaccrual plan, the Available Balance and Balance After Request will populate
o IfNotesareentered, anyonelookingat the Time Card willbeable to view the details

e (ChooseSave andthe absence willbe added to the employee Time Card

Reviewing/ExcusingAlerts

Should anemployee have analert ontheir Time Card (missing meal, missed shift etc.) you canset thealert to
Reviewed or Excused. When viewing the employee Time Card, you will see the color codemiconinthe far-right side
letting youknow thereis analert pending your attention.

Day Total Paid Unpaid Adj 5 Alerts

> Monday December 7 0.00 0.00 0.00 0.00 A

e Torevieworexcusechoosethe » icontoexpand thedate
e Selectthemsymboland selectEdit

Ly chal P hrpase Ad s A1

v Monday Decemboer 7 100 0.00 10 000 1y

£00 AM

200 AM
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e Aneditalert popupwillappear allowingyouto setthe Status andaddany Notes

EDAT ALERT x

Verification

Youcanusethe Approve buttonontheleft side ofthe screento approve once you have completed thereview of their
Time Card. Once approvedit willdate and time stamp your approval

Onceyouhave verified the time, youcanchoose thel'm Done link at the bottomof the Time Card to be brought back to
the Manage > Tasks screen.

Note: The system willnot allowyouto verify the Time Card if there are outstanding high or critical alerts pending your
review and correction. Example: Missing Punch
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Time off Requests
Onceyouclickthe Time off Request link fromthe Manage screen, all pending time off requests will populate for your
review.

Mame 11 Dates 1 Hours 1l Policy 1t

Johnson, Carlos Adan 11527 B.00 Wacation

Johnszon, Carlos Adan 118/ B.0D Wacation
CLOSE

Thebasic details arelisted onthe main screen, but you can selectthe employees name and the full request details will
populate

(&) Jobnson, Cartos Atdan
1
| 03260
|

January 18, 2021

WaTing your appeove

ARPROVE

DeCLINS

If the request is attached to anaccrualplan, the employees current available balance and whattheir balance

will beiftherequestis approved willdisplay
e TheShowlinknexttothecalendariconallowsyouto seeifany otheremployees assigned toyouhave this day

off
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< Jaruery 2001

Mo actrary

Percteg |

1

To Approve or Decline therequest, use the buttonsontheleft side of the screen. Once approvedthe absence
willautomaticallyaddtotheemployee's Time Card.

Manage > Employees

Onceyouclick the Employees link fromthe Manage screenallisting of all employees whoreport to youwillpopulate.
Youcanselect theemployees name from thelist and their Personal Information will populate for review.

Manager w Search |

Search T Filter l
Employees 1 Fusion Test-Training
Emp # 1l Name 1} Title 11 Company 1} Status !
30016 Johnson, Carlos Adan 103 [ Active ]

Personal Information Managar

Crnie new
Employee v

M Hame
Address -

State

Im done
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Employee

Theemployee sectionallows youtoview/edit (based oncompany permissions) the selected employee’s information
suchas address, contact information, personal (DOB, marital status, gender, and military status), and tax.

Employer

Theemployer section allows youtoview/edit (based oncompany permissions) the selectedemployee’s employment,

management and payinformation.

Position

The position sectionallows you toview/edit (based oncompany permissions) the selected employee’s joband
organizationand labor information.

Absences

Theabsencessectionallowsyouto viewan overview of the employee's accrual plans, any current absences, and alist

ofhistorical absences

Absences > Overview
Theoverview screenallowsyouto seeany assignedaccrual plansas well as the hours earned, current and projected
balance detailsfor the selectedemployee.

2020 Plan year | January - December

vice duts

As of last pay period end >
Projected current pay period >
Projected current plan year >

Projected next plan year >

(m dooe
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Absences > Current
Thecurrent screenallowsyouto seelistsofany upcoming and pending absences. You canuse the B symbolto edit or

deletetheseabsences from the system.

Upcoming absences

Dere Polcy ! G Hours Balaoce
> 12100
> 42021 s Apptone /
13-
Pending absences N
Deate Palicy Status Wours

Absences > History
Thehistory screenallowsyouto seealist of historicalabsences for the selectedemployee.

Date 1! Policy 1 Status I Hours Balance

» 12/30/2020 Vacation Approved 8 112

Manage > Calendar

TheCalendar allowsyouto viewyour employees’ absences, scheduled hours, unavailable time, and holidaysina
calendar format.

Catencia b | —
ALl

ey
' -
. ®
2
a -

1

EMTLOTEY WY
-t
HEEERTYR )

Thecalendar provide the ability to viewitems ina Monthly, Weekly, or Daily view. Simply select the wordsat the top of
the calendar to adjust your display.
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Thefilters onthe left-hand side of the screen allow youtodetermine what itemsyouwant to display onthe calendar.

Theoptionsareas follows:

e AllEmployees: Displays all itemslisted belowinthe calendar view for all your employees.
e Scheduled: Displays the days andhours your employees are scheduled towork.

e Absences: Display allapproved absences.

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

e Holidays: Displayscompany holidays.

The Summary at the bottom totals up all the types associated to your current calendar view.

Manage > Schedule

TheSchedule screenwillgive you alinkinto the full desktop experience toadd or edit schedules for youremployee.
Clickinthe TakeMe There button to beginyour enroliment

This feature is not quite ready!

Usea the tull perence to access this functionality

(T owtian to the app, clhck your brovvsss's Beck bation)

21
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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

Thedefaultview ofthe Time Card is a Ganttchart of your time. Youcan select the > iconnext to the 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

22
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SubmittingaMissing Punch

Should youmiss apunchatany 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 you toelectronically sign off onthe Time Card prior to the data
being populatedtothetimeentry grid for payroll processing.

Thebuttonto verify isinthe top right-hand corner of the Time Card. You will select the square checkbox next tothe
Employee sectionto verify.

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

23



Jsolved

Help Docs

Adaptive Employee Experience- Manager/Supervisor User Guide

Time and Attendance > My Calendar

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

Calendar Manthy |

< January 2021 >

<
z
§
5
i
£

< I < B

HOURS SUMMARY
Abrences

Peetig

schedubed
snavailabie

Holksays

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 youto determine what items you want todisplay onthe calendar.
Theoptions areas follows:

e All: Displays alltheitemslistedbelowinthe calendar view.

o 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 toyour current calendar view.

24
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Time and Attendance > Time Off

The Time Off screen canbe opened by selectingthe Time Off buttonat the topofthe Time Card view. Thisallowsyou
to view detailsofyouraccrual plans, upcoming, pending, and past time off requests.

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

Summary

UPDATED AS OF LAST PAY PERIOD END

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

PTO Datalls

PLAN YEAR | ANNIVERSARY TIME 67

Az of last pay penod end )
Frogected current pay perind >
Fropecied currernt plan year >

Progected mext plan year >

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

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

¢ Award Schedule: This lets you know how frequently you are awarded the accrual time.

e Last Award Date: Thisdisplaysthelastdate youwereawarded time for thisaccrual.

e Accrual Rate: Thisdisplays howmuchtimeyouearnoneachaward schedule.

e As oflastPay Period End: Once expandedusingthe > ontheright side, thisdisplaysyour available balance as
ofthelastpay period, hoursused last pay periodand year to date.

e Projected Current Pay Period: Once expanded using the > ontheright side, thisdisplaysprojections for the
current pay period. It displays how many hours were taken, how many hourswill be accrued, and what hours
are pending (requeststhat have notbeenapprovedorareinthe future).

o Note: Pendinghours arenotincludedinyour balance.

25
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e Projected Current Plan Year: Once expandedusingthe > ontheright side, this displays projectionsfor the
current planyear. It displays how many 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. [t displayshowmany hours wererolled over from the previous plan year, what your current balance
IS, how many absence hours are approved, how many hourswill be accrued, and whathours are pending
(requests that have not beenapprovedor areinthe future).

o Note: Pendinghours are notincludedinyour balance.

Thebottomofthetime off screenoutlines any upcoming time offrequests, 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, you will select the Time Off buttoninthe topright corner of the screen.

My Calendar Tarw O

Summary
UPDATED AS OF LAST PAY PERIOO END

e Selectthe Absence Palicy
e SeclecttheFromandTo dates
e Enter theStart Time for the request

26
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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 forapproval.

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 thisscreen. The details are masked for
confidentiality purposes. There are several optionswhenusing thisscreen

e Todeactivatethisaccount, clickonmsymbol. Youwillreceivea confirmation stating, ‘Deactivate this
account?” Click onDeactivate toagree. Cancel if youdonotwishto deactivate thisaccount.
e Toview oredityourcurrent accounts, clickonthe details button
o YourBankDetails will appear including

= Routing Number
*  Masked Account Number
= AccountType
= Description (if applicable)
= DistributionDetails (net pay or partial amount)
=  Frequency of direct deposit

27
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Savings
4 e
WACHOVIA BANK NA.
Active aocount ending in 9458
DETAILS
Your deposit information
Bk etk
URIIE

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

Your deposit information

Bank odetsils
Haanang A et
LT
o Tt
Az Desrimpraon .
v 53
Ype spmrmeal)
Depasit detans
ANy "EmMATINg et Bay S 29 R0 Oy Dapar Wi
OtriasTor
- Fiae dole
sl
e ot
Fosquency ek v
CANCEL SAVE

28
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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 a simple drag-and-
drop. Seetheinstructions below.

Savings

WACHOVIA BANK N.A.
Active account ending in 9456

»

[

DETAILS

Payroll and Tax > Pay History

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

To seethedetails of your check, youmay clickonany ofthe sectionsof your Paystub Detail. Please make sure youare
viewing ina private location. The detailsinclude:

Earnings

Employee Taxes
Employee Deductions
Direct Deposit
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$1,135.57 $1,500.00 40
Paystub Detall PR
ENTINgS 308 menos >
Ervplayen Leass b
Emplapee desuctions >
Fisse ot >
Darect deposit >
—/

OORNLOAD -

Ifyouchoosethe > nexttothe details section, the area willexpand with full details.

Youcanchangethe checkdetail 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 bottom ofthe screenand click the arrow next to Download.

o [fMultiple Pay Stubs are selected, alist of checks inthe current year willappear. You may also add a daterarge

atthe top ofthe screen. Select the checks you wish to download by clicking onthe boxin front of the check

date.

e Onceyourselectionis complete, clickonDownload.

Select Multiple Pay Stubs

CANCEL DOWNLDAD

and & fiet will be genersted Uheck Mie sries pou ot ke sndt clich
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e Ifyouselect ThisCheck acopy of your current check will begin downloading
e Oncethe filehas downloaded, openthe PDF version of your Pay Stub and save or print.

v

@)

Download

We have received your request

Your document is being generated. This may take a few moments

Your document is being downloaded

x

Pay and Tax > Year-end Tax Forms

TheYear-end Tax forms screenwill display forms for the current year (if closed) and the past years. Al forms will be
displayedinthe summary layout

summary

Name 1| Year 1) Instructions
1095-C 2019 View
w2 2019 View

Toview your Year-end TaxForm, clickonthe Name of the form inthe first column. A pop-up appears indicating that
your form is 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 W-2 storedin this section.

Copy B-To Be Filed With Employee's FEDERAL Tax Return
This informaton is fumished 1 the Irtemal Revenue Sanice.

I OMB No. 1545.0008

Copy 2-To Be Filed With Employee's State, City,

or Local income Tax Return

I OMB No. 15450008

& Emphoyed's sockl securly numbee |1 Wages, 1ps. other compensason 2. Foderal incoma tax withheld a. Employes's ookl securty number | 1. Wages. 1ps. oher compensaton 2. Fedaral Income 1 withhast
222-33-4453 406.00 16.37 222-33-4453 406.00 16.37
b Employer 1D murmber (EIN) | 3. Socal secusity wages 4. Social security tax withheld b. Employer ID number (EIN) | 3. Socil security wages 4. Social security tax withheld
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
2005-30044¢ 406.00 5.89 005-30044 406.00 5.89

s, and ZIP code
in

© Employer's name, addres:
¥ ng

c Employer's name, address, and ZIP code
t-Traini

&. Employee’s name, address. and ZIP code

Edga.

8. Allocated tips

9.

7. Social securiy tips

8. Allocaled tips.

9.

11. Nonqualified plans

12a. Code See inst. for Box 12

10. Dependent care benefits

11. Nonquasified plans

12a. Code See inst. for Box 12

NY 139999599 |

16. State wages, lips, etc. | 17.State income tax

406.00 3.84

15. Stale

13999999

Employers state ID number

13. Statutory employes ;g Other 12b. Code 13. Statitory employee 14 Other 12b. Code
NYSDI 0.6 N¥SDI D.6€0
Retrement plan 12c. Code Retirement plan 12c Code
Third-party sick pay 12d. Code Third-party sick pay 12d. Code
15. State [ Employer's state ID number 16. State wages, tips, etc. | 17.State incorme tax

6.00 9.84

18. Local wages, tps, sic. | 19. Local income tax
406.00 £.81

20. Locaity name
NEW YORK

18. Local wages, tips, etc.
406.00

19. Local income tax

6.81 | NEW

20. Locaity name
YORK
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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 whenyouaccessthe 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 to ensure 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 3ssiE1ant Can guios ¥ou 10 the compet Tumms You C30 @50 CHO0SE wiNch 10T you wourd ke to Tl out
youre c2tan

Youcanthenchoose thejurisdictionby selecting theradiobuttonsand Continue. If youwishto change your Federal
withholding, click on “Help me determine which withholding formsapply to me” and take the Survey.

Oncethe survey is complete, click onthe StarticonintheFederal-Summary.

Federal — Summary

E2560 ON DNEALTS YOU FVOVIIOT, WO NGv0 023ITTinad e Tokowng
Federal withholting form(s) may 20l 1O you

Locality Name  Title Status
Feoenml W4 Employes's Wennokdng Cemncas Not completed

€ Bax

Youcanclickonthe Backbuttonifyoumadeanerror onyour survey or move forward and complete each sectioninthe
form by responding to questions onthe screenand clicking the Nexticon. Your progresswill be savedonthe left side,
and youcanreturnto any sectionby using the Back buttonor the side menu.

© Chack my progress Select a filing status
v~ N Sty 5 - :
Single of Marmed fng sepacately
B I
| l Maried Filng Joinly

£ Xy 1 i3 Head of Househox)
Filing Status > o s |

N~

Thenextpagegives youthefollowingoptions:

I want to use the worksheet to calculate roughly accurate withholding

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

e Noneoftheabove
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O 110 0 150 A1 8 Ie OF (2] AT A0 Tag WDy s yUur Souss siah merks That COmig! Aneesre of WImNoMng ovperls

wcuiate roughly mocunste wirholsing

BES GO0 13 ALLUatn tY JROK WD

WIS Py, CETRfeta MONE 13 Than NECORSary My Db wilinedl

Select the desired optionand clickon Next Depending onyour selection, different options may appear. Inthe
examplebelow, ‘None oftheabove” was selected, since the Formsand Instructionswere already used to

determine the withholding.

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

Oncecomplete, you canview or print your completed W-4. Youmust also attest tothe accuracy of the W-4 by

clicking on:

e Underpenalties of perjury, | declare that thiscertificate, to the best of my knowledge andbelief, is true,

correctand complete

e EnteryourPINintheboxprovidedbyentering the last 4 digitsofyour SSN

e Oncecomplete, clickonSubmit Form

= ©

Piease review the document below

Youwill receive a confirmation stating “Your form has beensubmitted. All sectionsare completed.

voult e 50 make amy changes, you may return o the previcus page

I you woult Ie 50 sutimit thes form, please agee %0 the erms besiow

Unoer penalies of perxy. | daciare (Kat this comificase 10 e DesL of my anowiadge and Dellal. (5 1T, COmect, ana Compiese

Plaase vurity the acawracy of your tan forms and elecronically sign the dooumants by sntering a PIN Your P is the last four digits of your SSN

1234

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

a
“-»

Date of s
35N

Martal status

Address

Contact

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

Dp cote

Cantact

WO ghone
Motk prone
Ho=e phiss

Satt secvice enval

Persoral emal

Breet adchecy I7 Serp

.

05
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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
Emesgency contacts >
Beneficiaries >
Dependents >

MANAGE CONTACTS

Thermsymbol willallowyouto edit or delete the contact onfileif needed.

Manage Contacts

Name Beneficiary Dependent Emergency

v v

McCorkle, Josiah v

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: Youcancheck “Useemployee address’ orkey inadifferent address.

Oncesaved, theinformationappears under the appropriate contact type drop-down menu.

FederalReporting Data
There arethree optionsunder Federal Reporting Data:

o Disability Self-Identification
e EEOSelf-Identification
e Veteran Self-ldentification

By using the arrow @ symbol, you canview the information that your employer currently has recorded for these
categories. If youwishto add or change any of the categories, clickonthearrow.
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Disability Self-ldentification
Ifavailable, your "Current disability status” isdisplayed. You are also given with the reasonwhy you are being asked to
providethis information.

Disabilny Se¥-dentification v

Curventt theabiity siats

Azt Inetet

Why are you beng asked to compiete s form?

Select an opoon

Afterreading, youcandecideto respond:

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

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

EEO Self-Identification

Ifavailable, your current Gender and Ethnic Origindisplays. You are alsogiven the reasonwhy you are beingaskedto
provide this information.
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50 Geot cwrtfoaten

e “

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

e female
° Male
e |dontwishtoanswer

Youcanthendecideto respond to Race and Ethnicity Identification using the following selections:

e HispanicorlLatino

e White (NotHispanic orLatino)

e BlackorAfrican Americanor other Pacific islander
e Asian (NotHispanicorLatino)

e Native Americanor Alaska (NotHispanic)

e Twoormoreraces (NotHispanicor Latino)

e (Chosenottoanswer

If youwant to addor change your information, make your selections and click onSave.

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

> Definitions of race and ethnicity

» Anti-discrimination notice
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Veteran Self-ldentification
Ifavailable, your "Current Veteran Status” displays. You are also given thereason why you are being asked to provide
thisinformation.

s u

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

e |amnotaveteran
e |belong to thefollowing categoriesof protected veteran:
o DisabledVeteran
o Recently Separated Veteran (discharge date)
e |dontwishto identify myveteranstatus
e lamaprotected veteran, but|choose notto self-identify towhichlbelong
e |amNQOT protected veteran, | served inthemilitary 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 accommodation notice” and “Anti-
Discriminationnote,” clickonthe following:

> Definitions of protected veterans
» Reasonable accommodation notice

» Anti-discrimination notice
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Benefits > My Benefits

The My Benefits screenallows you toassess 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

By selecting the Currenttab ontheleft-hand side, youwillsee the benefits you are currently enrolled forina detailed
view with effective dates, per payamounts, and frequencies.

e
Summary
Current ] v Effective 5/26/2019 =
401(k) Deductions $150.00
401K $150.00
HSA (‘Other' category) —

Waived

History

Whenyouselect the Waived tab onthe left-nand side, you willsee the information onplans that you have waived and
the datethe waiver took effect.

WAIVED BENEFITS
Summary

VISIOM PRE-TAX 125
GCurrent >

Waived ]

History
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Benefits > Benefit Enrollment

The Benefit Enroliment screenwill give you alink into the full desktop experience to beginyour enroliment. Click inthe
Take Me There buttonto beginyour enroliment

This feature is not quite ready!

Use the full gteskiop expenencea to acc

(e cotian 10 the app, ok yousr browas's beck betion)

TARE M2 THOM

People Cloud
The links withinthe People Cloud tile willlog youin through SSO (single signon) to other isolved modules:

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

Benefit Services: This willtake youto COBRA

O O O O

@ People Cloud

Share & Perform

Learn & Grow

Applicant Tracking

Benefit Services
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Marketplace Integrations

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