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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 % \ +

.
\ (- ) @ reliant.mcailocal/ESS fAccount/Login

C'||QSearch |ﬂ’|ﬁ + A C

18l Most Visited @ Getting Started
Account Help Register Login

Employee Self Service

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

number and employee number.

Forgot username or password

=)
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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
Use the form below to create a new account.
Passwords are required to be a minimum of & characters in length.

User name

Email

First Name

Last Name

Social Security Number
Employee Number
Password

Confirm password

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

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

Email address will be used to send
all notifications from ESS. This
does NOT have to be a school
district assigned email address. It
may be an employee’s personal
email address.



Employee Self Service - Register

All employees must confirm their new ESS account before being allow access to ESS.

Create a New Account
Use the form below o create a new account.

Passwords are required to be a minimum of 6 characters in length.

User name
[EXTERNAL] Your Employee Self Service account confirmation
Email
First Name Thank you for signing up with us! Please confirm your registration by clicking the following link:
Confirmation Link
Last Name

If the link doesn't appear, copy and paste the following into your browser:

Social Security Number
http://chevenne-web.harriscomputer.com/ESE - /Account/ConfirmAccount?

confirmation=UXUPDWufqivy YwKhlg-Hg2

Employee Number

Message x In case you need it, here's the confirmation code: UXUPDWufgiyy YwKhIg-Hg2
Password Thank you for registering. An email has
been sent to . Please check your
email and use the enclosed link to finish

Confirm password registration If you do not receive an email to

confirm your account please contact your Confirm Account
‘ System Administrator Your account has been confirmed. Thanks!

Go to Login

An email, with a confirmation link, will be sent to the email address the user provided when creating their account.
The email will also include a full confirmation link that can be copied and pasted into your browser. User must use
one of 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 40). 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 5&IM
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:
I1AW.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 AccountHelp =~ Register  Login

Forgot Username t

::‘n'::)::e ‘ 8467] The Account Help allows a registered employee to
Employee _ recover their user name with the Forgot Username
Email amason3434343@notmail 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 (5 Forward G5 1M 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 — Account Help

Account Help allows the employee to recover their user name.

Employee Self Service AccountHelp  Register  Login

Login

User name

Password

Forgot username or password
¢ . ‘ Forgot Password
User Name

OR

Employee Number

The Forgot username or password link on login screen
is a fast link to the Forgot Password and Forgot

X i Forgot Username
Username functionality under the Account Help. Employee Number

Employee Email



Employee Self Service — Menu

The Main screen will display the Logo and Welcome Message with the menu options available on the
toolbar. Each menu options can be expanded to display transactions available. If user is an
Administrator for ESS, they will also see Site Administration in their menu options.

Employee Self Service Task List Personal Leave Documents Purchasing About ESS Hello, lallen Log Off

7
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Welcome to ABC School District's Employee Self Service. \We appreciate all our
employees and hope you enjoy your experience on Employee Self Service.

Personal Leave Docu Documents Purchasing

View Company Documents
Payroll Inquiry View Employee Documents
| Deductions Inquiry

Earning Summary (YTD totals)
View Pay Checks

Payroll Changes
Demographics
( Enter/Edit Direct Deposit

Tax Withholdings
MS-4

W-4



Employee Self Service - Task List

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

Employee Self Service  TaskList  Personal Leave Documents Purchasing About ESS

Task List will displays a summary of all the
employee’s pending change requests.

My Pending Requests

Date Submitted Request Type Description
A4 Change Request 1
01/03/2017 . A o
A4 for ‘ 4 View Details | | x Cancel |
02:28:30PM S —— S
Demographic
01/03/2017 ] ) )
Demographic Change Request for ‘ a View Details | | x Cancel |
01:47:53PM ) . - = =

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.

Employee Self Service  Site Administration Task List = Personal Leave Documents Purchasing About ESS

Approver Tasks
°P <€ The Approver can

Date Submitted ~  Request Type ~  Approver Role ~  Description - ; t
01/04/2018 11:13:19AM w4 HrApprover W4 Change Request for appr(?ve or rejec
pending requests
OISO 13250 ks Mo FrApprover -— from emp|0yee5 on
0110872018 03:26:38PM Demograpnic HrApprover pemearanie Changs Requestfor the Task List menu

under Approver Task.

Approvers can view request history with
the View Completed Approver Tasks.

Wienw Completed Approver Tasks

My Pending Requests

Date Submitted ~ Requast Type ~ Stahss ~ Description ~ | View Datails Cancel

Demegraphic Change

01/05/2018 03:26:38PM Demographic Submitted
ph Request for

a Wiew Details ® Cancel

View My Past'Current Requests

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.

Personal Leave Docu

~

Payroll Inquiry
Deductions Inquiry

Earning Summary (YTD totals)

J

View Pay Checks

AN

Payroll Changes

Demographics
Enter/Edit Direct Deposit

Tax Withholdings
MS-4
- W4



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. $15.95 $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

Earnings Year

Gross Wages

Federal Wages

Federal Tax Withheld

Social Security Wages

Social Security Tax Withheld

Medicare Wages

Medicare Tax Withheld

State Wages

State Tax Withheld

_

$22,189.68

$18,389.49

$935.71

$20,353.68

$1,261.90

$20,353.68

$295.09

$20,053.68

$646.29

Copy 8-To Be Flled Wit Employse 3208803 Copy 2-Ta Bs Flled With Employse Stata 3208803
FEDERAL Tax Refum OMS No. 1545-0006 City, or Local Incom Tax Retum OME No. 1545-0008
3 Employes s0c. 880 10 1 Wages, fips, oifher comp. | 2 Federal Income tax witineld 3 Emaloyee s0C. 82C. 0. 1 Wages, tips, other comp. | 2 Fiaderl Income &2x withheid
18.363.49 5571 1838345 3501
3 ywages | 4 Social securty e witheld 3 Socialsecurfywages | 4 Soctal securty tax withneld
' Empioyer ID mumier (EN) 35166 126190 | | b Employer 1D numzes (EIN) 2035368 126150
L 5 Medicare wagee andtips | € Medeare tay winheid L £ Medicars wages and tps | £ Medicar fewitthaid
2035368 2035368
¢ Emphayer name, aodiess, and ZF codz  Epiayer name, address, and OF g2
Bibb County Board of Education b
- .
d Cortri Number d Control Numaer
[ |7
& Employe: name, andress, and 2P code ‘& Employez name, address, and ZIP code
7 Soclal sacurty fps 3 Allccaied fps & Advanca EIC payment 7 Socal securly bps B Alocaed fips © Advance EIC payment
10 Dapendent care Densfis | 11 Nonqualinad plans 123 Code 3ee Inst. for box 12 10 Dependent care benefits | 11 Nonqualifiad plans. 123 Code 5ee InsL for bax 12
oo 98T DD 589724
13 SiEutory Empioyes |14 Offer 12 Code 13 Staufory Emioyze | 14 Other 120 Code
CAF 1838.00 ] 300.00 CAF 1835100 G 30000
Retirement plan 4 1566419 | 12¢ Coge Refrement pan 414 166419 | 12 Cod2
X DUE i X DUE 3
Thirdkgarty sick pay 120 Code
AL 037615 20,0538 (1]

e, |17 Stae Income X

20 Localty name

FomW2 Wags and Tax Statement 2013
This fematen s eing fumsfed o e Inemal Revenus Servs

Degt o the Tressury - IR




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 11,2015

End Date | g/4/2016
e | Print

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  g/4/2016

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

047292016

03r31/2016

02/29/2016

12/18/2015

11/20/2015

10/30/2013

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

v

Adjustments to Pay/Substitutes List for:

Subbed For Date
WILLIAMS, 4/28/2016
WILLIAMS 4/26/2016
SMITH, : 41412016
LIGHTSEY, . 4/26/2016
CHuc, 4/14/2016
CHucC, . 4/15/20186
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 ‘ ﬁ-lx

deedee

xxx-xx- 1171 Print button.
15T AVENUE
WATSON, AL 35181

Check Information P’, HARRIS

Check Date” 02/28/2013 2 !
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
[ cument] [ Hrs Deductions - Mandatory
REGULAR $7.440.32 $10,841.24 0.00 [~ Current]
000 ST $569.18  $829.35
Federal $800.97 $1,203.66
Bank Accounts State $29463  $431.38
[Accountll Amount]
- ~=1255 $5,165.12
s Deductions - Other
[Current
RETIREMENT W/H $558.02 $813.09
AEA NON CERTIFIED DUES $11.65 $23.30
NEA NON CERTIFIED DUES $10.75 $21.50

VALIC ANNUITY WITHHOLDINGS  §30.00 $60.00

Total Deductions - Other $610.42@$917.89



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 53

Automatic Zoom

HARRIS SCHCOL DISTRICT BOE
EMPLOYEE NAME [EMPLOYEE NUMEER | PAY PERIOD END | DEPOSIT DATE | DEPOSIT NUMBER
ELIZABETH TAYLOR [ EEEEEE] 10/15/2013 10,/31/2013 | 485664
DESCRIFTION CORRENT AMOUNT DESCRIFTION CURRENT AMOUNT ¥ID 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 75.8B2 678.30
VALIC - G. 58.53 523.87
POCO - G.F 402.00 3,618.00
HEALTH-CAF 401.48 3,613.32
VISION-CAF 13.97 125.73
FLEX MEDCL 208.33 1,874.97
GROSS_FAY S 852 A5 | £2_303.01 | DISABILITY 66.99 £02.91
FRINGE BENEFIT 0.00 | 0.00 21?5014&???.1: Séi-gg s ﬂg-g%
LEAVE DESCRIFTION . ' .
BTN = FLERE FNE POLK 2,847.40 30,216.28
SICK LERVE 1%.00 0.50
Open Enrollment — October 21-Hovember 8, 2013 HRET DEFOSIT a.oo0
CSI TECHNOLOGY QUTFITTERS 485664
MOBILE, ALABAMA
DEPOSIT  #***+VOID*#+OID***+VOID*+* DIRECT DEFOSIT DEPOSIT DATE | DEPOSIT NO. | AMCUNT |
FHEVOIDH* *VOLD* * *VOLD* * ¥WOLD** 10/31/2013 455664 0.00 |

TO THE ELIZRBETH TAYLOR
ORLDER 541 EAST MRIN STREET
OF ROME, GA 20161

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.

Personal Leave Docu

Payroll Inquiry

Deductions Inquiry
Earning Summary (YTD totals)
View Pay Checks

Payroll Changes
Demographics
Enter/Edit Direct Deposit

Tax Withholdings
MS-4
W4



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, -jpesg, .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 5 Middle
Name Name
Last ANDY Birthday
Name
Email ANDY_B@HARRISSCHOOL ORG Gender Female v
Address P. 0. BOX Address az STREET
1 2
City BAY SAINT LOU State MS Zip 39520-1032
Code
Home cell
Phone Phone
Choose File to Upload . — _— ‘
[l » Libraries » Documen ts >
Attachments -
Organize ~ New folde:
| Select files___ é P & Favorites Documents library
— Bl Desktop Includes: 2 locations

J¢ Downloads o — -
&%  Welcome Scan jpg 25 Recent Places

% Photo shoot ). 20120110-NextGen W-2 Web)|
). AMLogger
L & Libraries ). Bluetooth Exchange Folder

> "L Documents | W bugsheets

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. All changes must be
validated with a PIN that is emailed to the employee’s ESS email. Once the valid PIN is submitted, the
request for changes will be submitted for approval.

Edit Direct Deposit Account(s)
Back Print

+ Acd new record & Cancel changes

Bank Mame Account Routing Accouni Type Primary Amount
ALABAMA ONE
424 77 hec kin tn o
CREDIT UNION 2 262277189 Checking ue 50,00 Delele
ALABAMA OME
CREDIT UNION 521 2E227T189 Checking false $25.00 x Debeis
2
Confirm
Check Sample
Enter PIN X
nextgeness@gmail.cor.. [ —
wWhere do | find bank account and routing numbens? [EXTERNAL] Direct Deposit Validation PIN
Enter Valid PIN

(=)= >

Your validation PIN

9140

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

If adding a new account, click on Add New Record, enter the information for the new account and click save. 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 save.



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) If employee has a

Panding <
o [ pending request,
T T their direct deposit
Barik Harme Account Fauting Account Typs Prwmary Amount information will be
ALAEAMA ONE == displayed with the
CREDT UNION 42432 FEIITTIRY 'I:I‘-El:'l.m-g Irueé S0.00 . p yt d h
requested changes.
ALABANA OME
s212 IEIITTIED et Talse $25.00 » Debeie
CREDIT UNION - The employee can

change all pending
direct deposit data.

iTene G0 | fred bk acOount ard routrsg numbsers?
m Choose File to Upload v — ﬁ

L » Libraries » Documents »

An:achmentﬁ Organize ~ MNew folder
4 . Favorites Documents library
> BN Desktop Includes: 2 locations
Sekct tes e — .
%4 Recent Places
| 20120110-NextGen W-2 Web

 Photo shoot
af  DeliTs_SChOol Solullons Iogo_sm }. AMLogger
L =8 Libraries | Bluetooth Exchange Folder

> | Documents J

| bugsheets
"

structions
PlEase upkoad copy of voided chack for all el dFech Jeposil fed ords for venmcaion of ndanmation

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

Personal Leave Docume

Payroll Inquiry

Deductions Inquiry

Earning Summary (YTD totals)
View Pay Checks

Payroll Changes
Demographics
Enter/Edit Direct Deposit

Tax Withholdings
A-4

W-4




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 AddLant Exampt Employee’s current State withholding
Single L 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-d e a0 Employee's Withholding Exemption Certificate
EMPLOYEE'S FULL NAME SOCIAL SECURITY NO.  XOCK-XX-
HOME ADDRESS 62 ROAD cmy MOUNDVILLE sTaTE AL zip 35474 EIeCtron'C S|gnatu re and date mUSt
e o e 4mmmm |0 oxactly 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. Spaces, daShes Or periOdS.
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 a 51,500 personal exemption is allowed. Write the letter "5” if claiming the SINGLE
exemption or "MS" if claiming the MARRIED FILING SEPARATELY exemption.

(Choose 5 or M5) .

3. If you are MARRIED or SINGLE CLAIMING HEAD OF FAMILY, a 53000 personal exemption iz allowed. Write the letter "M f you are claiming _ If req UEStI ng a Cha nge for A4I the
an exemption for both yoursef and your spouse or "H' i you are single with qualifying dependants and are claiming HEAD OF FAMILY e m ployee m ust e nte r- ALL

axemption.

(Ghoose 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 ptions ple: pk claims “NT on line 3 and “2” on line 4. Employer should S0

use column M-2 (married with 2 dependents) 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.

Current State of Georgia Employee's Withholding Allowances

Employee’s current State withholding
information is displayed.

Addl, Amt Exempt

SINGLE - (A)

i Employee can view instructions for
e STATE OF GEORGIA EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE the G4 by C“Ckin g the G4

e R R T o Instructions button.

PLEASE READ INSTRUCTIONS BEFORE COMPLETING LINES 3-8

3. MARITAL STATUS
(I YOu G0 Pot wish 10 CIaim 8 AICWRNCe, Shiter “0” In the Brackets Deside your marial status )

A Singie: Enter 0.0 1 4. DEPENDENT ALLOWANCES —
B. Married Fiing Joint. both spouses working. Enter 0 or
1

If requesting a change for G4, the
C. Mamied Filng Joint. 0na spouse working: Enter 0 or 1 5. ADDITIONAL ALLOWANCES (workshest
S ——— ot il o i employee must enter ALL
& Hewd o oo e O [ . ADOITIONAL WITHHOLOING 0 information on the G4 form, not
WORKSHEET FOR CALCULATING ADDITIONAL ALLOWANCES j u stt h ecC h an ge .

(Must be completad In crder 10 ander an amount on slep 5)
1. COMPLETE THIS LINE ONLY IF USING STANDARD DEDUCTION
Yourself. Age 65 or aver Bina
Spouse Age 65 or over Bind Number of boxes x
checked 1300

2 ADOITIONAL ALLOWANCES FOR DEDUCTIONS
A. Faderal Estrmated Itemized Deductions

B. Georgia Standard Deduction (Select One)

4800
©  Singleesd of Mousehoid 34 600

Eoch Spouse $3,000
C. Subtract Line 8 from Line A e

D. Allowable Deductions 10 Federal Adjusted Gross income

E. Add the Amounts on Lines 1, 2C, and 20 800 Line 5 - Additional A“OWanceS iS
e e e updated from the worksheet
M. Divide the Amount on Line G by $3.000. Enter total here and on Line & above 8 _ entries and the Update Line 5

(This is the Pumser of YOU can clakn. if the remainder is over $1500 round up)

7. Lotter Used (Marital Status A. 0. C, O, or ) Total Allowances (Total of Lines 3-5)

(Empicyer. The letter Incicates the tax tatles i the Empioyers Tax Guide)

8. EXEMPT: (Do not complete Lines 3 - 7 If claiming exempt) Read the Line 8 instructions on page 2 before completing this section.

0) | claim exemption from withholding because | Incurred no Georgla income tax Sabiity last year and | do not expect %0 have a Georgla Income tax kabiity this yoar.
Check here

B) | cartity that | am not subject 1o Georgia withholiing Decause | mest the condBions set forth Lnder the Seqvicemembens Civil Relief Act as amended Dy the Miltary Spouses
Residency Relief A<t a3 provided on page 2. My state of resicence is My SPOUS'S (SONVILAMeMbEr) S1ate Of resicence is

ol st o i i 0 80 e A G NS Electronic signature and date must
| certity under penally of perury that | am entitied 10 the number of withhoiding allowances of the exemption from withhokiing status claimed on this Form G-4 Also, | suthorize

be exactly as displayed — no extra
17y OMpIoYer 10 GOCLIE Par DIV DOVIOd te adacnal amount Eted adove

Eoyes Sgpatee : 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

User Instructions

Pleane peml @ COpry OF yOour e M4 from yOul PENOIG reguest Of compiond roguersts

. MISSISSIPPILEMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE

Employes’s Name 5N
ployse's M GULERORT (X33 ass0r
Muntms and Saeet Coy ox Yowm Seate o
Amount Claimeao
single Entar 538 000 % oxempuon ®
MAVIA! BLATUS (R s G (8) Bpouse NOYT empioyed Enter 312 000 o
(D) SPouse 19 ompioyed Ented that part of o
$12.000 (MWNed by you I (Mumipies 0f 3500
Boo Ml ons 2(D) ekow
Heard of Famely o
Dependents F °
s
Age and Blindness . AQe or oMder asbend WV o o
= 8ina Hustiano Vivte e
MUmEly Ihe NumDer OF DIOCKS ¢ hedched Dy
$1.500 Enter Ihe Mmount chaemed
* O NO SamOBIn BIOWed 157 308 O BONONER
O Oependen
TOTAL AMOUNT OF EXEMPTION o
CLAIMED
AQMONM AONAr AMOWnNt OF WANNOKYY per 0
Py Penod If Sgrecd 10 by yOUr employer
SCRA I you meet the CONAMOns set fortn unaer

me Service Member Crt Rebet as
Amended Dy Ihe Miltary Spoutes Residency
ReSal ACL and Rave no Mssmapps tax
Rabty. wiite “Exempt” on Line & Yoo must
attach a copy of the Feoeral Form DO-2058
A0 B COpy Of yOour 1MaRary Spouse 1D Card
50 s 10 3O yOUr emnployer Can vakaate
e esempbon clasm

| Qecke Un0e! I DENMDeS INPOSed 1O TRNG TAle FeDOTS INAL e AMOUN OF XeMODON CIANHed 0N IS COMUNCate Goes Not
SRCOOD e AMOLNT 10 WHICH | AT aAUDed OF | AM SNBUO 10 CIANM eXamL status

Employee’s current State withholding
information is displayed.

Employee can view instructions for
the MS4 by clicking the MS4
Instructions button.

If requesting a change for MS4, the
employee must enter ALL
information on the MS4 form, not
just the change.

The Total Amount of Exemption
Claimed will be the total of selected
status amount, dependent amount
and additional allowances.

Electronic signature and date must
be exactly as displayed — no extra

I == s 4 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 Employee's current
Federal Single 0 100.00 B F

ederal and State
State Single 0 0.00 D-

withholding information is

displayed.

o W=4 Employee's Witholding Allowance Certificate OME Mo, 12450074

P ivhether you are entitled to claim a certain number of ik or fFrom withholding 201 ﬁ

Department of the Tressuny
iz
Internal Revenue Sarvice
subject to review by the IRS. Your employsr may be required to send a copy of this form to the

s IRS instructions and

e — worksheet are accessible
|RE.GOV W4 WorkShest Application

from W4 form.

1. “our first name and middle initial Last Mame 2. Your social security number
DEEDEE S COOKER HOOK-HX-
Home address{number and street or rural route) Address 3 .

Slngle

If requesting a change for
W4, the employee must

Note. If mamied, but legally separated, or spouse is a nonresident alien, checdk 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. B> enter ALL information on
5. Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2) 5 o the W4 form not just the
7
6. Additional amount, if any, you want withheld from each payched 8 Ch a N e .
$ 100.00 g

7. | claim exemption from withholding for 2018, and | certify that | meet both of the following conditions for exemption.
# 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, comect, and complete. d ate m u St be exa ctly a S

Employee’s signature Date{midiyyyy) W 8/7/2018 .
{1 orm i ot valid unless you sign CEEE— 4mmm displayed — no extra spaces,

it. \DEEDEE 5 COOKER &

Employer lamelAdrrez Offce Codeloptionsl 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.

Leave Balance
Leave History




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 ¥TD Used Balance
1- SICK - CENTRAL OFFICE D 12 264 " 17 258

2 - PERSONAL - CENTRAL OFFICE | D = 0 3] 0 l

3 - VACATION - CENTRAL OFFICE D 10 18.5 10 55 23

SB - SICK BANK - CENTRAL
OFFICE

D 999 3 0 0 S



Employee Self Service — Leave History

Employee can view and print their detail leave history for a specific date range. Leave
adjustment are displayed with the notes that related to the leave adjustment.

Leave History

oo

Start Date
11/2010 &

End Date
1/31/2019 &5
Date Hrs/Days Description Note Used
01/14/2016 D District Title Il 100 *
02/23/2018 D SICK 1.00
03/25/2016 D SICK 1.00
04/01/2018 D SICK 1.00
04/15/2016 D SICK 0.50
04/27/2016 D PROFESSIONAL 1.00
04/28/2016 D District Title Il 0.50

05/06/2016 D SICK 10 3.Young/Cat Leave -1.00 \?



Employee Self Service—-Documents

Documents menu allows the employee to view company documents or the employee’s
personal documents. The Electronic Forms Agreement will be available in the menu IF
your district is using this option.

Documents Purchasing

View Company Documents

View Employee Documents

Electronic Forms Agreement




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.

Company Documents

ess instructions @) P

ess training

more instructions

open enroliment @) A

letters



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

Back

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.

Employee Documents

Search
W2

Truth in Salary
1095C

Document Document Type Document Date



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 ——— 7 T M
219 A N
2508 L Smeen I
2683 : B o
GROSS PAY 4,336.00] 17,344.00] 42 222.00 888.00
0.00] 0.00] 4 30.4: 121.68

INGE BEREFIT
LEAVE DESCRIPTION BALANCE TAKEN

Board of Education 2132
Pavroll Account




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.
W2 v
Search
Document Document Type Document Date
2013 W2, Board of Education w2 2/6/2014 9:52:35 AM
2014 W2| Board of Education w2 11912015 12:27:50 PM
‘Copy B-Ta Bs Flled Wil Empioyes 35205803 ‘Gopy 2o B Flled Wilh Enployee state 3520000
FEDERAL Tax Ratum OB No, 15450006 or LoealIncoms Tax Retum O o, 15450006
a Empioyes soc. 52210, Wages, tos,cihercomp | 2 Federal Income tx witheld ——y Wages, s, ofvercomp. | 2 Federal Income tax wiheld
1836949 S5 1838348 83571
‘Socal sscurty wages | 4 Socal securty G witheld ‘Social securfy wages | 4 Sockal securty G wihheld
=) 2035368 126150 | | b Enployer D nunber E) 235368 26150
Meccare wages anatps | € Medcare tax winei Vescare wages and tps | & Medare Gxwinher
235368 2509 250
ername. adiress, and 2P cote Enpoyet nane, sdarese, a0 2P oe
EIND County B0 of Eucaton -
?muuymmmam cade Emwmmmmmm
7 Sociasecuty 1ps s Alocaea tps o Avanca EIC payment Soaal securty tps ‘Nlocatea 1ps ‘ADiaE EXC payment
10 Depenient cAE DEneMs |17 MONQUAZA[@NS | 123 Glds SEeNELTNDONTZ | [10 Cepencemtowebenems |11 Nonquameopans | 123 Gooe et et orban 12
T3 Stauiory Employee | 14 Other 2 Cote e 13 Satsory Empioyee | 14 Oher ey e
car 183800 c 30000 caF 18500 s 30000
Rewemen pan En 188415 122 Cooe Retremant pan En 168813 125 Cooe
DUE 335 x DUE s
Thigarty 6k gay. 20 oz Tty sk pay T2 Gose
A |usms 20,0558 XN ERES =T )
15 16 Statewaces, tos, e | 17 3 15 Stale wages, tps.ete. | 17 Staieinome tar
18 Local wages, Ips. ec. ||9 Local Income tax ‘mm{ym Local wages, tps, etc. ‘ 19 Local ncome tax. 20 Localty name
Form W-2 Wags and Tax Statemant 2073 Dept of the Treasury - IRS Form'W-2 Wags and Tax Statement 2013 Dt of e Treasury - RS
viema




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

2015 Truth
2016 Truth

\

Document Type

Truth in Salary
Truth in Salary

Document Date

6/3/2016 10:30:34 AM
1/10/2017 8:52:11 AM

TRS/PEEHIP Truth in Salary Act Ir Active
F

ion for
iscal Year 2016

Rpt Loc 0095 - .
Pers Id:

Total Gross Wages for the Fiscal Year

Total Social Security Benefits for Fiscal Year
Total Medicare Benefits for Fiscal Year:

Total Retirement Benefits for Fiscal Year

Total Health Insurance Benefits for Fiscal Year.
Total SUI Benefits for Fiscal Year:

Total Misc Benefits (ex: Life Ins) for Fiscal Year

Grand Total of Benefits for Fiscal Year:

12-Month Employees, Eligible for Holidays, Accrued

Average Annual Employer Subsidy for PEEHIP Coverag ge
Active Single: §4,585.80
Ac amily: $10,231.68

Total Amount of Employer Contrib, to TRS: $737 654,554

Percentage of TRS Employer C

$34 688 00
$2,011.69
$470.45
$4,141.76
$6,240 00
$3.44
$0.00
$47,555.34

14.00
0.00
0

0

ns
Compared to the Total Amount of the Education Trust Fund Appropriations: 5.04%

The Funded Ratio of TRS as of Fiscal 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 -

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

[ vain
[ comrecTeD

L00D11e
o, 1545 2261

..1095-C rovided Health Offer and ge
SRSy 8 My > Information about Form 1095-C and its separate instructions is at wiww.ir.goviform i085c.
I

T aa o EE T
[ Board of Education
3

St a3 eiuarg apan e 7] B S wrken bnchng o o 5 12

e |=s..—-m. ‘m,.a,...m_.,w.,,.._‘mmmmn T

Employee Offer and Coverage Plan Start Month (Cnter 2-digt numberk: ()
T [ san e | War R Wy e Ty T £z} e e

$ s s i i3 3 s 5 s 3 $ $

Tndividuals

[ ———— rssn oo

o|o[o|o|oy

o|ojo|o|oz

SEEEEE

ElEE
FREEIEE
olo|ololo

o|o|o|o|ao;
SEEEEE




Employee Self Service - Electronic Form Agreement

Employee can change their choice for tax form delivery by selecting the option and save. Districts can
also require that the Agreement be signed by all employees on initial login to ESS. This option may
not be used by all districts.

Electronic Form Agreement - Please select one of the following for form delivery.

Harris school system is please to offer electronic delivery of all your forms beginning January, 2018. Your W2, and Pay Forms will be available for viewing and
downloading in PDF format through your Employee Self Service account. In order to receive your forms electronically instead of paper copy. you need to give your
consent before December 10, 2017. Your electronic W2 forms will be available for viewing by January, 2018. For more information on electronic consent, see Company

Documents - Electronic Form Consent.

® | consent to receive all my tax forms (W2, 1095, Alabama Truth in Salary) electronically each year. | understand | will NOT receive any paper copies of forms.

© 1want to receive paper forms for all my tax forms (W2, 1095, Alabama Truth in Salary).

Save



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.

asing About ESS

About Employee Self Service

Customer: COUNTY BOARD OF EDUCATION

Product Version: 2.20.2.99

Accounting System: NextGen

Accounting System Version: 2

Please contact Alice Wonderland for any problems related to ESS for ABC County Board of Education.

© N. Harris Computer Corporation 2018



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 account

Change password

Current password

The employee can change their
password by entering their current

New password password and the new password.
Confirm new

password

Employee Information The employee can change the name

Empl ] b . . o
ployee Humber and email address associated with

e their ESS account.

User Name rsmith

First Name ray

Smith The employee can choose not to

receive email alerts for requests and
approvals in ESS.

Last Name

Email rsmithi@harrischools. org

No Alert Emails ]



Employee Self Service — Manage Account

Any changes made in Manage Account must be validated with a PIN that is emailed to the employee’s ESS
email. Once the valid PIN is entered and submitted, the changes to the employee’s account will be saved.

Manage Account.

You're logged in as rsmith.
Email Sent -- Subject:Account Change Validation PIN

Change account h -
Enter Valid

Change password

Current password

Enter PIN X

New password
Caontirm new ‘B nextgeness@gmail.com <nextgensss@gmall.coms
password To: immd=y=hco.com

i Your validation PIN
Employee Information 1663

Employee Number

User Name

rsmith
First Name ray
Last Name —
Emall

rsmith@harrischools.org

No Alert Emails ]
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