CANAL@BARGE

Move with confidence

Employee Management
Self Service Internet Portal

User Manual - PAYCHECKS

Frequently Asked Questions




Getting Started

Signing On:

To enter the Employee Management Self Service Internet Portal (EMSS), open up your browser, go to:

http://www.canalbarge.com. Add to your bookmark.
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Move with confidence.

When you trust your cargo to Canal Barge, you gain
a partner dedicated to efficient and safe transportation
to keep your business moving.
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Shipment along the Inland Waterways. Safe, secure cargo storage.
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Experienced crews for consistent results.
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Click on Employee
Login located in top right
hand corner

Get the technical information you need.
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EMPLOYEE LOGIN

EMPLOYEE PORTAL:

WEBMAIL LOGIN: Benefit Links:

Umrarees CBC Employees 401 (k) Savings Plan - Fidel
CBC Health and Dental Pian - UMR Member L
Password: CBC Prescription Drug - EHO
Employee Assistance Program - Interface EAP
Vision Service Plan (VSP)

If you do not know your log in information, please contact your help desk or system administrator

This Canal Barge system is for authorized users only. Use of this system without authority, or in excess of granted authorty, is ilegal
and will be treated as such. Such use may result in civil fines, termination of employment, criminal charges, or other legal penaltes.
Usage of this site is audited and monitored. All persons are hereby nofified that the use of this system constitutes consent to such
monitoring and audiing

Contact Us | LegallPrivacy Policy | Employee Login | Careers ©2011 Canal Barge
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Click on Employee Portal
Login Here located in
middle on right hand side




Logging in the EMSS Internet Portal:

Enter your User Name and Password. This will be the same User Name and Password that you use to log on
to complete your open enrollment.  If you forget your password, you can contact us by e-mail at
payroll@canalbarge.com to have your password reset.
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mailto:payroll@canalbarge.com

Changing your password:

Please change your password on the home page
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Personal Information 3

’  Manage User Options
7 Change Password

¢ Change your single-signon password

Click on Change Password
to make changes to your
current password**
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Useful Information
* Portal User Help

’ Hotkeys Help
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**Please keep in mind that once your password has been changed, Canal does not have access to that.
password, you can contact us by e-mail at payroll@canalbarge.com to have your password reset.

If you forget your
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Viewing your pay information:
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Manage User Options
7 Change Password

Change your single-signon password

Click on Pay from the menu on the left
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Viewing your pay checks:
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Payment MPR2ling
Year to Date

Click on Pay Checks — You can view
each check for the year. If you would
like detailed information for a specific
check, click on the date of that check.
You can also print a specific check
once you inquire on it.

Welcome| gout]
B 0

L% -




Payment Modeling:
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Click on Payment Modeling — This
function will allow you to model a pay
check by changing certain elections,
such as increasing/decreasing your
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401k contribution or changing your tax
exemptions.




Year to Date:
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Click on Year to Date — Select the year
you would like to view. A listing of
your total pay for that year will appear
for your review.

H15%




Frequently Asked Questions

1. Whatif I forget my password?

To have your password reset, you can email: payroll@canalbarge.com. Next, log in using the
temporary password that you will receive. Once you have logged into the system, click the Password
Change task on the menu option to change your password.

2. When I try to log in to the EMSS portal, the ID and password field turns yellow after | enter them
and attempt to log in. What does this mean?

Either the user name and/or password were entered incorrectly. The user name and password are
case sensitive.

3. Is my information secure?
Yes, outside of the Human Resources Department, only you can view your confidential information.

4. When I click the browser’s Back or Refresh buttons, | get a blank page rather than the previous
EMSS form.

You should NOT click the browser’s Back or Refresh buttons when using the EMSS Internet Portal.
These browser buttons do not necessarily go to a previous EMSS window, and may cause you to lose any
changes you are trying to make in the system. Instead of clicking the browser’s Back or Refresh
buttons, click on the desired button on the bottom of the screen.

5. Can I print any of the information that is displayed?

Yes, however, please be aware that your information is confidential. Use the print icon on the page
you wish to print.

6. If I am already a Lawson user, why do | need another Lawson login ID to access the EMSS system?

The EMSS login ID is tied to your employee number which allows you to view your private
information and access the EMSS menu. If you already have a Lawson ID to run programs that are
related to your job, it is not tied to an employee ID and does not access the EMSS menu.
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