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Personal HR Time Crft Paryroll Scheculng Reporis Employee
Dista Certer Centar Canter Center Canter Cnbosrding

3 Back & Home (D) Log Off

WELCOME Glen Apple
TO YOUR. EMPLOYEE SERVICE CENTER

Today is a casual day

When you log onto the Employee Login you will see the screen shown above. The first thing that you should
do while on this page is look at the bulletin board. This is where your employer can display a message for you
to view and it will show up in the box provided. You can also click on the message for more information.

- Back # Home (") Log Off

If at any time that you are accessing the site you would like to go back to the home page, just scroll up to the
top of any page and click the Home button shown above. You can also click the Back to Previous Page button
to go back to the previous page and the Log Off button to log off.
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Basic Info > Address

e '__f-::'-' oy =| S \1‘1’_ u
‘rs e W = o :
Personal HR Tame: Ot Payroll scheduing Repotts Employee
Diafa Certer Certar Conter Centar Canter Cnboarding
D Back & Home () Log Off

Address Information
Address 1: @2 é_-add 1 State: 22 OH v
Address 2: ¢2 Zip: g2 §é1452

City: €2 | California

Shown above is the Address Info page where you can add and edit your address info. This page allows you to
add and edit the following information:

e Address1
e Address 2
e C(City

e State

e Zip

If you wish to add or edit information on this page, update the information on the page shown above and click
Update. All of the information will be saved.
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Basic Info > Demographics

® ® O

Personal HR e Ot
Diafs Certer Center

Demographics

Date OFf Hire: 0442312012
Last Name: Apple

First Name: Glen

Middle Initials: F

Suffix:

User Name: DEMCMPOSL
Password: i-te 3123

R
Termination Date: 051302012

Home Department;/Cost Centers:

Department: Clinical
Physician: Alex B Bodenstab
Function: Surgery

Payroll
Conter

3

|

Schesubng Repons Employes
Certer Cepler Cinbose ding
D Back
Re-Hire Date: 05142012
Date OF Birth: [W‘ 1 fge: 30
Email: 22 !test@mypaperlessoﬁice.coml |

Import Employee No:

Cobra Start Date:
Cobra End Date:
Reason:

Benefit Terminated:

Location:

i)

Cobra

Terminated

Fa3C

# Home (M Log OFf

Shown above is the Demographics page. This page allows you to view information about your employment

and it also allows you to edit the following information:

e Password
e Email
e Date of Birth

After you have made the changes that you wish to make to the information, click the Update button to save

your changes.
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Basic Info > Direct Deposit

P B © & © & €

Personal HR Time: Off Payroll Schedulng Reporis Employes
Dzt Center Center Center Certer Center Ondboss ding

D Back & Home (D Log OFf

Direct Deposit * = Mandatory Fislds

Exclude

e : = Amount : Prenote Mame on
Select | Amount | Priority | Transit Account Checking Code Special Date Start Date | End Date P CAlAE
Checks
@ 1z,223.00 5 011000138 || 7975764654654619 Yes “a Yes 031172011 | 03/01/2011 | O403/2011 teste
O 100,00 99 011000015 | 87864654564655555 ‘fes % fes 04/04/2011 | 04/04/2011 | 1203172100 | Apple, Gren

The Direct Deposit page allows you to view your direct deposit information.
Basic Info > Emergency Contacts

& ®© G

Personsl HR Time: Ot Payroll Scheculng Repotis Employes
Daia Cerer Cerdar Carter Certer Center Oinboarding

@ % ©

h

D Back # Home (M Log OFf

Emergency Contacts ™ = Mandatory Fields
Delete | Select  Contact Mame | Home Phone | Work Phone | Cell Phone | Relationship Address 1 Address 2 |City State | 2Zip | Country

D @ adam (343) 344-5455 1{123) 132-3212 brather 23652
7] @) allen {231} 2132132 [(123) 132-3212 Unicle 2589
¥] () Red Husband

Contack Name: L Address 1: &p | _I
5] | : L
Eglationship: ] Address 2: & |

Homephone: [ || |] | City: & I i
workphonezea | | || | State: € [ S
Cell Phone: | | |4 | Zip: & L |

Country: ¢ | |

Shown above is the Emergency Info page. This page is used to add and edit your emergency contacts who you
want to be contacted in case of an emergency. To add an emergency contact, fill in the information in the
boxes provided and click Add. Any information with a red asterisk next to it is mandatory information. To edit
an emergency contact, select the contact and click the Select button. Edit the information and click Save. To
delete an emergency contact select the box next to the name of the contact and click Delete.
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Basic Info > Personal Info

® % O ® & G

Personal HR Tieme: Crtf Payroll Scheculng Repots Employes
Diata Certer Certer Canter Certer Canter Cinboarding

D Back & Home (H Log Off

Personal Information

Gender: ¢ Male ]
SSN: ¢ 540 |-[s5 |-[5545
Home Phone: &2 lo1s [{adq |-4424 |
work Phone: & [112 |d123 {585 |
Cell Phone: | - [ |
Marital Status: ]

Shown above is the Personal Info page where you can add and edit your personal information. The page
provides you with the following information:

e Gender
e SSN

The Personal Info page also allows you to add or edit the following information:

e Home Phone
e Work Phone

e Cell Phone

e Marital Status

If you wish to add or edit information on this page, update the information on the page shown above and click
Update. All of the information will be saved.

Basic Info > Taxes

® % U ® ®

Personal HR Tirmee Crit Payroll schecing Reporis Employes

Drta Center Centear Canter Centar Canter Cinboarding
D Back # Home (B Log Off
Taxes
Tax Code Filing Status Exemptions Exemptions 2 Flat Amount Percentage
FITy M ] 1] ] ]

Shown above is the Taxes page which allows you to view your tax information.
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Benefits > Beneficiaries

“ i A T .

LIRS berex Ll 5 = C'on !I-L g,
: gy / = Lt e i
Persanal HE Timee: Crif Payroll Scheduling Reports Employee

Diata Carter Canter Canter Center Canler Cinboarding

D Back & Home (D Log Off

Beneficiaries add/Edit Report

Add Hew Beneficiary @ Refresh Beneficiary
Fipst Middle
Mame Mame

Beneficiary Beneficiary Date of Birth

Prefix Suffix Birth State Relationship 5N

Edit Delete Last Mame Gender

4 i | Apple Hellen Female iife

Shown above is the Beneficiary page. This page allows you to view your beneficiaries’ information, edit
beneficiaries’ information, delete beneficiaries, and also add new beneficiaries. The following information is
provided on this page:

e Last Name

e First Name

e Middle Name

e Gender

e Beneficiary Prefix
e Beneficiary Suffix
e Date of Birth

e Birth State

e Relationship

e SSN

Add Beneficiary: If you would like to add a new beneficiary, click the Add Beneficiary link and fill out the
information that is asked for. Any information that has a red asterisk next to it is mandatory information.
When you are done filling out the form, click Add/Edit Beneficiary.

Delete Beneficiary: If you would like to delete a beneficiary, click the Delete button next to the beneficiary.
When a message pops up asking if you are sure that you want to delete the beneficiary, click OK.
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Edit Beneficiary: If you would like to edit the Beneficiary, click the pencil next to the beneficiary and make
your changes. Any information that has a red asterisk next to it is mandatory information. When you are
done, click Add/Edit Beneficiary.

Benefits > Dependents

- B © > ®© U

Perzonal HF Time Ot Payrol Scheculing Reports Emploves
Data Carter Center Canter Certer Ceanter Cnboas dng

D Back # Home (1) Log OFf

Dependents Add/Edit Report

| Aadd Dependent £ Refresh Dependents

Medical Dental  Yision

% = . s Use Qualified .
Delete SB?netﬁld Relationship Pl‘_ast I:'rﬂ I':lddle Gender SN D;_le“l:f Provider PPTOFS poosider Provider F;':I ;r'm: i;:hool School Address City State Zip Employee Tax C’:I"Id"f!:'
electe ame Mame Mame ir u 4 uden ours Address Dependent PPPOIN
s | Child apple Jahn Male 123654789 77171980 ] 1] Yes Yfas Yes
s o Child Apple Apple Male 454545454 3162005 Mo Mo Mo

Shown above is the Dependent Info page. This page allows you to view your dependent’s information, edit
dependent’s information, delete dependents, and also add new dependents. The following information is
provided on this page:

e Benefit Selected
e Relationship

e Last name

e First Name

e Middle Name

e Gender

e SSN

e Date of Birth

e Medical provider #
e Doctor’s name

e Dental Provider #
e Vision Provider #
¢ Full-Time Student
e School Hours

e School
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e Address

e City
e State
e Zip

e Use Employee Address
e Qualified Tax Dependent
e Child/Court Appointed

Add Dependent: If you would like to add a new dependent, click the Add Dependent link and fill out the

information that is asked for. Any information that has a red asterisk next to it is mandatory information.

When you are done filling out the form, click Add/Edit Dependent.

Delete Dependent: If you would like to delete a dependent, click the Delete button next to the dependent.
When a message pops up asking if you are sure that you want to delete the dependent, click OK.

Edit Dependent: If you would like to edit the dependent, click the pencil next to the dependent and make your

changes. Any information that has a red asterisk next to it is mandatory information. When you are done,

click Add/Edit Dependent.

Benefits > Enrollment Info

o sl 7 G \IIL )
ab B Q "\.u.j - 3 i
Personsl HR Tirme: CF Payroll schieduling Reports Employee
Data Cerfer Cerer Center Certer Center Onboarding
D Back
Benefit Enrollment Summary
Click an the appropriate button belaw to wisw the infarmation For your enrallment, your dependents enrollment aor your benefciaries allacations,
Benefit Year: [ 2012 | Employee Enrollments ] [ Dependent Enrollments ] [ Beneficiary Allocations
Employee Enrollments [rependent Enrollmants Eeneficiary Allacations
Elected Benefit Plans Summary
Print Printed s Flex Original Eligibilivy Eligibility Effective Signup
Benefit Plan App. Date Contribution Credit C0¥erage Date Date Date Date

Medical Aetna HMOD = $100.00 $0,00 EE 512012 a/1/z012 a/1/2012 8/13/2012

Dental Delta Prefered Option iy $55.00 $0,00 EE 512012 512012 5172012 8/13/2012
safeGuard Yision L] F45.00 $0,00 EE 512012 £/1/2012 £/1/2012 g,19/2012
Your amount DEDUCTED per
i $200.00  $0.00
payperiod
Waived Benefit Plans Summary
Benefit Pl R Date Waived Waiver Terminated D
eneht Plan eason ate Waive Effective Date erminated Date
Medical Aetna PPO /19,2012 /142012

# Home (1 Log Off

Shown above is the Benefit Enrollment Summary where you can view employee, dependent, and beneficiary

enrollments and allocations by clicking on the corresponding tabs. This page also provides you with a link to

print the application for the benefits offered.
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Equipment Info

o i .
e sk S
— o ) 05
Personal HR Tine: Ot Payroll Scheduling
Dada Center Center Center Center
Equipment

Property Issued Serial Number

=

Reports
Center

2

Employes
Cnboardng

Date Issued Date Returned

3 Back # Home

-t

(D) Log Off

Shown above is the Equipment Info page. This page provides you with a list off all of the current company

equipment that you have or have had loaned out to you. The page lists the following information:

e Property Issued
e Serial Number
e Date Issued

e Date Returned

Compliance > I-9 Processing

Dugaremms of Homatsnd Sacariey
E Smsang ant S ganin Tt

Form 15, Eaployment
Ezibliry Verification

et e s g e
[y e

=ctepetin Ecasn S a4 St wime &

ac

[T T T —————

[T p——r—

Shown above is the I-9 Processing page. The I-9 Form is used to document that each new employee hired
after November 6, 1986 is authorized to work in the United States. Please verify that your name, address,
maiden name (if applicable), date of birth and social security number are complete and correct. Check your
citizenship status and, if applicable, complete any additional required fields. Electronically sign the form using
your username. When you have finished, click Save to save your input.
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Company Holidays

- b : g, . :
- T O 2 ®© U

Personal HR Teme ot Payroll Scheculng Reports Employes
Diata Certer Cerer Cantar Certar Canter Onboarding

D Back # Home (" Log OFf

Company Holidays

Year : |_.A_IQV‘ Export (To Excel File)

Count Holiday Name Day OFff
1 Haliday Bj4(2011
2 Thanksgiving 112412011
o Black Friday 11/25/2011
4 Christmas Eve 12fz412011
5 Christmas 12f2512011
6 Farents Day Flilzo1z

Shown above is the Company Holidays page that gives you a list of all holidays that your employer recognizes.
You can also Export the list of holidays to an Excel spreadsheet by clicking the Export button.

EEO Reporting

o B i L : o - '
- B QO © © © G

==
Personsl HR Time: Ot Payroll Scheculng Repotis Employes
Daia Cerer Cerdar Carter Certar Center Oinboarding

D Back £ Home () Log OFf

EED Feporting

Ethnicity: | ~|

EED: / Who Must File [ 01 ranagement Business Finanical ¥ |
ADA; o |

Military Status: | Disabled Veteran _ ¥|

Shown above is the EEO Reporting page where you can update your EEO information. To edit the information,
fill in the information in the boxes provided and then click Update.
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Employee Counseling

Perzonal HR Thrmee: it Payroll
Dada Certer Certer Center

Employes Warning Report

> W W

S cheduling Reports Employves
Certer Center Onboarding

S Mo, | Warning Date | Emplovee Signature | Emploves Signature Date | IP Address | Manager Signature | Manager Signature Dake

IP Address | Edit

Ma record faund,

D Back

Home () Log Off
U]

The Employee Counseling page is used to view written warnings provided to you by your employer or

supervisor. You can view the warnings on this page and you can also sign the warning using your electronic

signature.
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Employment Forms

™ T

G\ ik Ty 5 Ljﬂ
- T © ok \\= ;
Personal HR Tieme: Ot Payroll Scheduling Reports Employes
Diata Cerfter Centar Canter Certar Canter Cnbosrdng
D Back
Employment Forms
Personal Info:
Today's Date: LAgust 29, 2012 Department: Clinical
Last Mame: Apple Social Sec No: 549-85-5545
First Mame: Glen Physician: Alex B Bodenstab
Email: rubnawaz@mypaperlessoffice.com Supervisor Mame: Mark, Swift
Employee Documents:
Document | Document
Print Date - Receipt Receipt Electronic
Forms  Completed Documents Hire Date

Confirm Confirmm | Sign Date
User Name | Password
Print

EE | 5/31/2011 Employee Handbook 4f2372012|( |
Fatmi

Filled

In 8282012 | |Employee Handbook | 4jza2012 | I |
Date

| erearzot2

Save for Reviewssdd Documents ” Digital Signature Update ]

The above document {5} have been processed by me using my
unique user password in the secured employee site.

I understand and agree to use the company’s electronic notice system and
that this right can be revoked at anytime by notifying the HR manager.

© Mext

# Home (D Log Off

The Employment Forms page is used to view and sign employment forms provided to you by your employer
or supervisor. To view a form, select the form from the drop down menu and then click Save for Review/Add
Documents. Then click Print EE Form and the form will open up in a new screen that you can read and if you
wish to print it, you can also print it from this page. After you have finished reading the form, sign the form
using your username and password and then click Digital Signature Update. The date that you signed the form

will appear on the right hand side of the screen.
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Filing Cabinet

™ N Ty = ke =
SR wim| == L'o i
et e u = \!E i3

=i
Personsl HR Tiemee Ot Payroll Scheking Repons Employes
Dratay Certer Certar Carter Centar Center Cnbosrdng
D Back # Home (D) Log OFf
Filing Cabinet
Last Name First Name 55N File Mame Employer Department Date Posted

If your employer has uploaded a file in the File Cabinet made available to you, these files will appear here. To
view the document, select the file name.

Performance Review

™ . : o
Ga i vt ) = o) =g
—— e W ESE8 = 3
0 =
Perzonsl HR Tiemee: Ot Payroll Schedung Reporis Employes
Data Cender Cener Center Cerfter Canter Onboarding

D Back # Home (M Log Off

Performance Review Dashboard

B Current Reviews ® Completed Reviews

Title: Bi-weekly 2010-11
Start Date End Date Type Status

7/1/2011 7/31/2011 Annual Mot Started

Title: Mandatory Fields
Start Date End Date Type Status

1/1/1980 4/4/2012 Annual Mot Started

Title: April - QA TEST 2012
Start Date End Date Type Status

4/17/2012 573172012 Annual Pending Employee Approval

Title: Example
Start Date End Date Type Status

11/7/2011 11/30/2011 Annual Not Started

Shown above is the Performance Review page where you can view and rate your performance. To view your
current performance reviews, click Current Reviews. To view your completed performance reviews, click
Completed Reviews. To view employer and supervisor reviews and rate yourself, click on the title of the
performance review and you will be able to perform each of these tasks.
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Picture Upload

Shown above is the Performance Review page where you can view and rate your performance. To view your
current performance reviews, click Current Reviews. To view your completed performance reviews, click
Completed Reviews. To view employer and supervisor reviews and rate yourself, click on the title of the

performance review and you will be able to perform each of these tasks.

® B © 9D © G

Personal HE Time Off Payroll Scheduling Repotts Employes
Diata Certer Center Ceanter Certer Center Cindoa ding

D Back

Picture Upload

Flease click Browse button, Then select the . jpeqg, .jpg or .gif file.

Then click the Submit button ta upload the File.
CADocuments and Se'; Browse..

Print Employee ID

# Home (D Log Off

Shown above is the Picture Upload page where you can add a photo of yourself to be used on an employee ID
and also for your employer or supervisors review. You can use this page to print an employee ID by clicking the

Print Employee ID link.
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Submit Suggestions

Employee Suggestions

Tite:

My suggestion will:

D Irnpraowe Safety DSa\te Morey D Irnpraowve Efficiency D Increase Revenue D Orthear

Describe the present situation, condition, methed, or procedure to be improved. Please be specific.

What is your suggestion? Please be specific; describe the improvement and tell howr it can be made.

How will your suggestion improve the present situation?

DI agree thatthe cormpany shall have the right to make full use of My suggestion.

D CC Manager

=]

e 1 04 ol

D Back & Home () Log Off

Shown above is the Employee Suggestion page. This is where you will come if you would like to submit a
suggestion that will be viewable to both your employer and your supervisor. To submit a suggestion, select
what the purpose of your suggestion is by checking one or more of the boxes. Then, in the boxes provided,
describe your suggestion to the best of your knowledge. Try and be as clear and detailed as possible. Check
the box that says | agree that the company shall have the right to make full use of my suggestion and choose
whether or not you would like to CC Manger. Last, type the characters shown in the CAPTCHA box and click

Submit.

Employee Login | 18



Accrual & Time Off Request

- B 0 9 © ®© ¢

Payrall Schedulng Rapors Ernpioyes

Pessonal HR Time Ciff
Center Onbosrding

Dt Center Cerler Ceriber Certer
- Back £ Home (1) Log OFf
Time Off Request

Enter f Request Time Off: Step 1 of 2

Calendar days in red Font have been locked by wour HR Administrator and are not available for time off request,

1: Time OF Policy: + | bl | Show Current Balance

| v

x ! End Date:

21 First Day of Time Reguest: # |

Continue

When you would like to request time off this is where you come. If you would like to view your current
balance, select the Time Off Policy and click Show Current Balance and the amount of hours that you have
available. Next, select the First Day of Time Request and then select the End Date. Click Continue.

=r) o = e
- 2 © & €

Perzonal -R Time: Ot Payrol Schedulng Feports Empioyes
Dl Cerfier CEffler Center Cerfler Center Unbosrdng
5 Back # Home () Log OFf
Time Off Request
Erter ! Request Time Off: Step 2 of 2:
Palicy Marne [/ Type: PTO-PAID TIME OFF (PTO )
Request Type Period: 9/6/2012 - 9/6/2012
. 60:00
aiablBalapcel b (Balance reflects the latest payroll data received. Your actual balance may differ)

Flease enter time off requests inan bhemm format [2.g., enter 0530 when requesting 5 and 172 hours off ).

Tell us more about your request if appropriate: (Optionaly

D Please contact me regarding this matter {optional)

Back Submit |

Next you will see the screen shown above. Choose how many hours you are requesting off in the box
provided. If you wish to provide more information to your supervisor, use the box provided to insert your text.
Last, if you would like to be contacted by a supervisor, check the box. When have finished, click Submit.
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Accrual & Time Off Approval/Denial

5 T oy = G »
L PhT b ] == G \(Ea B
g/ r = W '
Personal HR Time Ot Payroll Schedulng Rapors Empinyes
Dafla Cenfar Ceriler Center Cerler Center Onbosrdng
D Back # Home (1) Log OFf
Accrual Time Off Approval /Denial
Frorn Drate: | | ToDrate: | ¥ | Wacation Type: |A|| b
. Approved . Reapproved Disapproved . Canceled

Show Pending | Show Approved |

Show Disapproved |

Show Canceled | Show All

Shovwe/Hide Columns Yacation Type:

Requested Date

Comments Balance at request

Total Approved Balance At

View Last First Yacation Accrual Accrual Total Requested
Dretail Name Name Type Requested Date Start End HETITES Hours Hours Request
) ’ 24202012 8143135
Wiew Detall  Apple Glen PTO K 09/06/2012 09/06/2012 &0 00 50:00
“iew Datail Apple Glen WAC 4"'24;2012 CRilAD 05,/01f2012 05/03,/2012 240 0:0 a0:00
4,'24,’2012 8:06:59
“Wiew Datail Apple Glen SICK 05,/01f2012 05f01,/2012 dr appt. 162:00

To view whether your request was approved or denied go to the Accrual & Time Off Approval/Denial page.
Here you can view if your requests were approved, denied, or pending. You can choose to view the
information by date or by vacation type. You can also click Show Approved to view only approved requests,
Show Pending to view only pending requests, Show Disapproved to view only disapproved requests, Show
Canceled to view only canceled requests, or you can click Show All to view all requests. You can also choose to

show or hide the following columns:

e Vacation Type

e Requested Date

e Comments

e Balance at Request

To view the details of a request or cancel the time off click View Detail found on the right hand side of the
screen. Here you can view all details about your request or click Cancel Time Off to cancel the request.
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Time Sheets

® % 0O € © © @

Perzonal HR Time it Peyroil Schedulng Repors Efmpinyes
Dala Cerer Cerler Cenber Cerler Center Onbosrding

D Back & Home (1) Log OFf

Time Clock Time Sheet

Department Clirical - 075 Physician Aler B Bodenstab - 4B Employee: |&4pple. Glen

Fsc oot E—
Week Start: l:l Show Records# Pay Period: Select Any Option hd

Day from prior period for OT Calc

Incomplete Punch Holiday Makeup Time

[ 1- Rewiew Punches ] [ 2- Muotify Payrall Approval ] [ Shaw Audit Repart ] [ Specialty Punch Repart ] [ Custarn Report ]

MOTE:! Please zelect the aptions abawe ba refresh the information on the tabs,

Review Punches

= = e Holiday Holiday
e . B work  Time  Lunch Time  Total Regular 1.50T o1 Haliday ;
Department Physician  Function  Location  FTE Date  In Druration Oout Hour Hour Hour Hours  Houwrs ﬁ_'_ - :‘;_'_ -

Full Pay Differential - Differential = Specialty Specialty
fu Hours OT Hours Hre Amount

Mame Code

Mo recond s o disphy.

The Time Sheets page is used to view your previous punches for the current and previous pay periods. You can
Review Punches, Show Audit Report, and view a Custom Report. You also use this page to approve your time

card by clicking Notify Payroll Approval.

Pay Checks

® % 0O € © ®© @

Pergonal HR Tima Cift Payrail Schesuing Heports Empioyes

DA Carter Carfer Cerler Carfer CErfer Onbosrding

D Back & Home (1) Log OFf

Ernployes Pay Checks
Check Date: [ Show Checks ] [ Print Check

Thiz site iz best viewed with Internat Explorer 7, Please note that browsers other than Internet Explorer 7 may cause pages to be displayed
incorrectly and may be incompatible with some functions of the systern,

Shown above is the Pay Checks page that is used for viewing and printing previous checks. If you would like to
view your previous paychecks, select the Check Date from the drop down menu and click Show Check. If you
would like to print a check from a previous check date, click Print Check.
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Schedule

]

o % | a 4 I
— S T 2 \= (2
Perzonal HR Time Q1 Payrail '_C“193LI|T.£| mapons Empioyes
Data Centel Cerler Cerler Cerer Cerder Onbosrding
o Back # Home (Y Log OFF
Payroll Office of America
My Schedule
Aug 29, 2012
Apple, Glen 09:10 AM
My Schedule Everyone's Weekly Schedule  Exchange Shift Exchange Requests Print Display:
« week of Aug 27, 2012 %ﬁ »
Working 0.00 hour
Mon Tue Wed Thu Fri Sat Sun
27-Aug-2012 28-Aug-2012 29-Aug-2012 30-Aug-2012 31-Aug-2012 1-Sep-2012 2-Sep-2012
No schedule for this week. |

Shown above is the Schedule that is used to view when you are scheduled to work. To view only your schedule
click My Schedule. To view everyone’s schedule click Everyone’s Weekly Schedule. If you would like to
exchange a shift with another employee click Exchange Shift. After you have submitted your request to
change a shift with another employee you can view the request and status of you requests under the
Exchange Requests link. If you would like to print the schedule, click Print.
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Census

e P .

’1_.. N A% v | He,
R CJ I = =)
Perzonal MR Time Oft Payroll Schedulng Rapors Empinyes
Diela Ceriar Cefler e Ceper iCerilEr Onbosrding
o Back # Home () Log Off
Emploves Cersus Repart
Printable Yersion Export [To Excel File)
Full MName | Date OF Birth | Hire Date | Gender |Pay Dependent [ Sp Number DF Children | Job Status | Department
Apple Jobn (Child)

Apple.Glen 5111952 23201z Tale 40l Apple Apple (Child) z RFT Clinical

The Employee Census page is used to view your employee census. If you would like to print the census, click
Printable Version. If you would like to export the information to an Excel spreadsheet, click Export.

COBRA Event Tracking

™ s o 73 "
=9 <Aty "% v I i o
[ or 5,_) T JE= (s
Perzonal HR Time Qi Payral Scheaulng Rapors Ernpioyes
Disla e Cerfer Ceriber Cerfer Cerber Onbosrding

D Back # Home (1) Log OFT

COBRA Event Tracking

Printable Yersion Export [To Excel File)

Qualifying Event Mame Email Telephone 55 Number Timestamp

The COBRA Event Tracking report lists any COBRA events submitted throughout your employment history.
Check with your HR department to verify that your company is using the system sponsored COBRA
administration. If you would like to print the report, click Printable Version. If you would like to export the

information to an Excel spreadsheet, click Export.

Education History

™ B ST {— | = =
Ll e | 1 s o 5

- T O = vt \ (2

==
Parsonal “R Time Ot Payrail Scheduing Hapods Empioyes
Diala Caner Cerier Cerler Cerer Carter Cnbosrding
D Back & Home (1) Log Off
Ernployves Education History Report
Printable Yersion Export [To Excel File)

L] Etlocation aclinal falleng Graduated GPA putial Degree | Major | Motes: Years Classes  Awards

Mame Level JUniversity Achievements

The Education History report lists your education history. If you would like to print the report, click Printable
Version. If you would like to export the information to an Excel spreadsheet, click Export.
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Employee Life Events

™

e % O € © © €
Personal HR Tima Cift Paryrall Schedulng faports Empioyes
D Certer Ceref Cerber Cerer Carfer Onbosrding
< Back

Employee Life Events
Life Events: | & changi-e-ir;"worksite v
Event Date: | |
Upload Document: | |[ Browse... ]
Upload Drate: | |

& Home (D Log OFf

The Employee Life Events page is used to submit employee life events. To submit a new life event, select the
life event from the drop down menu. Document the date that the event occurred. Upload a document if

necessary and record the date that the documents uploaded. When you have finished click Save.

Employee Life Events Report

=0 AR o = S l
- = (e =
[ T e =
sl
Perzonal HR Timer O Payral :checulng Rapons
Dala Ceriet Certer Cenber Cerer Center

Employee Life Events

L=

Empioyes
Onbosrding

o) Back

— 1
From Date: | | ki To Date: |
Export to Excel
Changed

Employee Event Date Upload Approved Process Benefit Yiew

Name EAl Date | Submitted | Attachment “p | Approved Date Effective | T13039EF | 1a diNores

Date
Eirth of a iz : .

Apple, Glen fEhi n4f24/2012 | 044232012 AR D Lirn,doze | Wizw Motes

4 Home () Log OFf

The Employee Life Events Report page is used to view any life event that you submitted and the whether or
not the event has been approved. If you would like to print the report, click Printable Version. If you would
like to export the information to an Excel spreadsheet, click Export.
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Pay History

@ ® © €@ © &

teronal HR Time i Payroll Schedulng Raports Employes
Dzt Ceniet Ceriler Center Cerfer Center Onbosrding

D Back & Home (1 Log OFf

Rates *
Rate | Start End Rate | _ . A 2 =
Coda Date Date Rate Salary Pai shift  Department Physician Function | Location | Job Code
Base | 47152010 | 12/31/2100 || 12.00 .00
2 | pereon | 1202000 | 1200 || 12000.00
2 403002012 | 123172013 25400 232100 3rd Michasl 1, Pushlarawicz 0 FS5C PHY

Shown above is the Pay History page. This page is used to view your previous pay history. This page displays
the following information:

e Rate Code
e Start Date
e End Date
e Rate

e Salary

e Rate Per
e Shift

e Department
e Physician

e Function

e Location

e Job Code

After an employee is hired, the first thing that they should do is log into the employee portal with the username and
password they were given in their welcome email and complete the employee onboarding. There are multiple steps in
the onboarding process. The steps that are most important are as follows:

e Welcome Instructions
e Employee Information
e Federal W-4

e (EEOC) Census

o Direct Deposit Request
e Employee Handbook

e Summary

Additional forms can be added to the onboarding if the employer wishes so each company’s onboarding may look a little
different.
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Welcome Instructions

Ernployee Cnboarding
Aaarons, Courtney

Summary

Steps
Welcome to your Employee Onboarding module! L

The employee onboarding module allows you to begin the required process of reviewing the documentation associated to you as a new employee, To navigate |® | 1- Welcome Instructions

through the onboarding module: O | 2. Emplovee Information

. lse the Aext Step button to progress bo the next page in the setup process, Clicking on Alext Step alsn serves to save the information entered on your |0 3. Federal ni-4
current step,

. If you would lke to go back and change information in a previously completed step, you can select the step from the checklist on the right. Please note that
wou will lose any unsaved data From your current step if you leave the page. O | 5 Lock ©ut Tag Cut Policy

. Make sure you bype in your system username ko electronically sign For Forms that require it

. Please review the summary For all Forms that vou complete in order to ensure the accuracy of the information vou entered. ©nce wou are sure that allthe |0
information is complete and correct, click on the Seish button on the last step in order to notify that you have completed this process, policy

0 | 7 WOTC Procedures

0| 4 Federal ti-4

ra

F)

6. Personal Profective Equipment

For queskions or concerns regarding this onboarding process, please contact HR Department,
O & Confidentiality Agresment

0 9 (EEOC) Census
O | 10, Direct Deposit Request

== Prev sten ][ Next Step »> 0 | 11, Employee Handbaok

® 12 Summary

This is where you would read the welcome instructions. These instructions will guide you on how to successfully
complete the onboarding process. After each page, you would save, sign using your electronic signature if asked, and
then click Next Step. On the right side of the screen there is a summary of each step in the onboarding process. After
each step has a check mark in the box it has been completed.

Employee Information

New Ermployee Onboarding Pleaze click on the "==" ta expand the page to full screen. ©

Thank you for filing out the document, b}

Personal Information:

Address 1 (17446 rowterriasE
State: Wi v *

Zip Code: \El &

Home Phone: e
Cell Phone: |360-232-3232

Gender:
Date OF Birth: L i

Maiden Name: [
Driver's License Number: |

Driver's License State: [~

Driver's License Expiration: [ R ompddieen
|
Emergency Contact Phone: ’T *

< >
INIFORM ELECTRONIC TRANSACTIONS ACT (1893)
ELECTROMIC SIGNATURES IN GLOBAL AMD MATIOMAL COMMERCE ACT

b ]

Electronic signature ! In order to camplete the form and continue to the next step. please enter your username in the electronic signature e

<« PrevStep | | Mext Step >>

This is where you will fill out your personal information. Each field marked with a red asterisk is a mandatory field and it
must be filled in order to move on.
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Federal W-4

‘-4 Wiithholding Status Change Request:
Form -4 is used to determine the cormect amount of federal income tax to withhald fram your paychedh. If needed, please click on the link below to wiew a blank

Farm -4, read instructions, andfor calculate yvour total number of allowances. You must make your selections in the fields below

o
Form W =

Change History

Highlighted items are required fields

- wW-4 Employee's Withholding Allowance Certificate

OME Ho.
® Whether you are entitled to claim a certain number of allowances or exemption from withbolding is AR
Department of the : E 5 -
subject to review by the IRS. Your employer may be required to send = copy of this form to the IRS. 1 2
Treasuny
Internal Revenue Senvice
1 “Yourfirst name and middle initial Last Mame 2 “Yourzocial security number
Cloud 2 123 21 3213
Home address (number and street of rural route) 3| [] single [[] Married [7] Married but, withhold at higher Single rate,

Note. I married

City or town, state, and ZIP code 1 F your last name differs from that shown on your sacial security card, check

here.

‘o rust call 1-200-772-1212 for 3 replacemert card. pw I:l

5 Total number of allowances you are claiming [from line H abowve or fram the applicable woarkshest on page 2] 5

6 Additional amourt, if any, you want withheld from each paycheck

7 L claim ewemgtion from withividing for 2012 and T cestify o

x

of all faderal income

If you meet both conditions, write "Exempt™hete” -~ -~ -~ °~ ° ° 0000 »

Under penalties of perjuny, | declare that | have examined this cerificate and, to the best of my knowledge and belief, it is true, corect, and complete.

Employes's signature (C

[This form is not valid unless Ll Date -
ik i : 5 Office code Employer
8 Employers name and address (Employer: Complete lines S and 10 only if sending to the IRS.) otEmal identificationnumber (EIN)
11 Save changes: | Save
12 Click Here pint 2 ¢ & WA il

{IFCORM ELECTROMIC TRANSACTIONS ACT (T999)
ECTROMIC SIGMATURES IM GLOBAL AMD MATIOMAL COMMERCE ACT

Shown above is the W-4 page. Fill out all of the highlighted boxes. You could also open up the Form W-4 link where you
would be able to view instructions on how to fill out the form and you are also given a blank form for your review.
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(EEOC) Census

EQUAL EMPLOYMENT OPPORTUNITY REPORT DATA FORM

0000000

IF ¥OU ARE A VETERAN, PLEASE SUPPLY THE FOLLOWING INFORMATION

Chanwtawers
Ovenan eraveeran

O specrinbamaistm
Coner prorcraveem
Osemes meverrn

Ouserm

O ey coparmeaveera

DATESOF SERVEE:

DATESOF SERVEE:

DATESOF SERVEE:

DATESOF SERVEE:

DATESOF SERVEE:

DATESGF SERVEE:

From

From

From

From

From

From

BEEREB

g 8 8 & & &

EEEREHEB

IF ¥OU HAVE A DISABILITY THAT REQUIRES ACCOMMODATION TO PERFORM THIS POSITION, PLEASE EXPLAIN WHAT ACCOMMODATIONS WOLLD
ALLOW ¥OU TO HANDLE THIS JOB SUCCESSFULLY:

ELECTRONIC TRANSACTIONS ACT (1999
IC SIGNATURES IN GLOBAL AMD MATIONAL COMMERCE ACT

=]

Save

Shown above is the Equal Employment Opportunity Report Data Form. You can choose whether or not you want to

supply this information but you must electronically sign this page even if you do not want to participate.

Direct Deposit Request

“Jews Employves Onboarding

Direct Deposit * - s

Select || Amount Pricrity Transit Account

@®

Amount: T2

Prictity: €9 |_7’|
Checking: €7 F]

Amaunt Code: 03 DJ

Start Date: €9 [ =

Exelude Special Checks: @ || []

INIFCRM ELECTROMNIC TRANSACTIONS ACT (1959

ABA Transil: €@

Name

End Date: &9

EIECTROMNIC SIGHATURES IM GLOBAL AMD MATIONAL COMMERCE ACT

L]

Bectronc sigratue £ | | oot

Prenote
Date

[anay. cloua

[rzmeion |l

Start Date

The direct deposit page allows you to set up a direct deposit for your paycheck. You can also set up you direct deposit to

go to more than one account. Each field marked with a red asterisk is mandatory and must be filled out to continue.
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Employee Handbook

Mew Employes Onboarding

Propak Employes Handbook
Revized Janunary 2011

=
13

UMIFORM ELECTROMIC TRAMSACTIONS ACT (1535
ELECTROMIC SIGMATURES I GLOBAL AMD MATIOMNAL COMMERCE ACT

&

This is where you can read and electronically sign your employee handbook. Your personal employee handbook would
be uploaded here for you to read and sign.

Summary

Ernployes Onbaarding Surimary

Fanm Hame Usenname Form Submitted Date IP fddress

This page gives a summary of all of the pages that were signed and the dates and times that they were signed. After you
have completed all of the steps in the onboarding process and each page is signed they can click Finish to finish the
onboarding process. All of pages that you have submitted will be uploaded to the employer module for their review.
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