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This manual will guide you through the DISYS PeopleSoft Process. Sections include Hire / Rehire, Time
and Labor, Employee Self Service and Expenses. If you have additional questions, please contact your
Consultant Liaison for assistance.
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Sectio

n 1: Hire / Rehire

1.0 DISYS Forms

1.1 Hand Book Form

Step

DESCRIPTION

Step 1

> Handbook

Login as Employee and navigate to Main Menu > Self Service > New Hire Forms

Fawvorites Main Menu = Self Service > Mew Hire Forms > HandBook

Ha

nd Book

Employee |0 Hame I

Generate Form

Step 2

Click the “Generate form” to generate the form online

Step 3

generated Hand book forms

Please print, sign and send to designated Consultant Liaison. You have successfully

COL=sws

. Innowvative - Expericnced - Global

HANDBOOK ACKNMNOWLEDGMEMNT 2012

This Employes Handi>ook states the Company policies and procedures, as they exist at the
time of publication. The Handbook does not constitute a contract or agresment of
employment, either expressed or implied; rather it is merely a statement of policies and
procedures.

Adl employment with the Company is at will, and can be termminated by the employes or the
Company at any time for any reason Nothing in this handbook changes or modifies
employment at will status of all employees or is meant, In any way, to change or modify that
status.

By receiving the Emploves Handbook, and by signing below, the employes understands that
they are responsible for becoming familiar with its contents. This 2012 wersion of the
Handbook cancels and supersedes any previous handbooks, policies and manuals that may
have existed. The employee recognizes that all applicable, and allowable, reimbursements to
the Company by the employee may be taken through payroll deductions. The employee
understands that, this information is provided on an adwvisory basis, and that policies or
benefits Mmay change from time to time. If an employee has any questions regarding the
contents, they should consult with the Human Resources Department.

Employes='s Signature Date

Prnnted Name

DSta CONTSINEd On tNis SHNEST IS CIODRAeran: ro
DS V'S ana Snal not e aSIDUTed.

Digral Intemgence Systems Corporation (DISYS) - Conporate Hesdquaners
BITO Greensboro Drve, Suite 1000 - McLean, WA 22102 - Phone: (703) T52-7200
Toll Free Phone: (877) 503 4707 - Fax: (TO2) 0704307 « weanm_disys_com
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1.2 401k Acknowledgement Form

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > New Hire Forms
> 401K Acknowledgement Form

Favgrites Main Menu > SerFSEr\.rice > Mew Hire Forms > 401K Acknowledgement form

401K Acknowledgement

Employee ID Hame I

Generate Form

Step 2 Click the “Generate form” to generate the form online

Step 3 Please print, sign and send to designated Consultant Liaison. You have successfully
generated 401k Acknowledgement forms

OIS YS,. ...

Innovative - Experienced - Global

PIL AN SUMMARY FOR
DISYS 4O0I(RK) PROFIT SHARING PLA™N

WWhen can I enroll in the FlanT You may enrell in the plan on Jaouwary 157 or Fuly 15° fD]JD'wu:g the
date you complets 90 days of service and amain age 2

How much can I contribate? Under the Plan, yom can commrol how much to commibuie from a
minimuwme amcount of 1% 0 @ maximum amount of 15% of your
=Toss compensation However, vour maximmum contribution is
limired by IRS regulations to $16.500 for year 2010

= om my be - The company will make a matching contribution equal te 51 that you

Droes fhe company contribute anvibins > behals defer_mp to a maximmm deferral of 3% of yonr compensation for year
2010. Each year DISY S will whether an comtmibuton
will ba made. ¥ ou must work SO0 hours m the plan year o be aligible for
employer contributions.

~ ) . ~ . All of your and am; on them are always 1009
When will my contributions be vested? wested Company contrbutions are subject o the followins vestng
schedule:
ears of Servicas Wested Percan:
Tessthan 3 0%

100%%
Frears of service are based on your date of hire

Wour 401(k) accoun: will be available o you when you leave the
company, for example, if you change jobs of retire. Distributions will
e made for the year in which you left employment.

When will I receive my 401k} benefies?

MMore detailed information will be previded in a Smmmary Plan
Description. This cutline is intended to provide you with some of the
Zeneral prowision of all #01(k) plans and those specific to your plan_
The actual provisions of yous plan’s legal documens will govern yous
rights and benefirs

I: more information about the plan available”

H:n. Deparmment

Questions on the plan highlizghts and or investment opti Drive

comtace: ‘V[\:Lga.n, WA 22102
Phome: 703

_TO00 Emaile hrgpdisys com

I understand that I am cligible for enrollment on January 1 or July 1 depending on my date of hire.
Human Resources will contact you before open enrollment regarding the open enrcllment procedures. At that time you
can either enroll or waive vour enrollment. Pleate sign and date below and return to HIR at the above address.

Fuly 28, 2012
Empioyee Signamrs Date

Digial Ineligence Sysiems Corporation (DISTS) - Coporate Headquaners
8370 Greenstoro Drve, Suite 1000 - McLaan, VA 22102 - Phone: (703) 752-7200
Tol Free Phone: (877) S03-4797 - Fax: (TO3) 9704397 - woww_disys. com

Data contained on this sheet is proprietary to 4 DISYS Consultant PeopleSoft Manual
DISYS and shall not be distributed. Version 9.1




D] '€

One Workd. One Farinen. Innovative « Experienced - Global

1.3 Anthem Waiver Form

If you've waived our medical coverage, please follow the steps below to complete the Anthem Waiver

Form.

Step

DESCRIPTION

Step 1

Login as Employee and navigate to Main Menu > Self Service > New Hire Forms
> Anthem Waiver Form

Favorites | Main Menu > Self Service > Mew Hire Forms > Anthem Waiver Form
- H - - -

Waiver Form

Employee ID S Hame

Generate Form

Step 2

Click the “Generate form” to generate the form online

Step 3

Please print, sign and send to designated Consultant Liaison. You have successfully
generated Anthem Waiver Form.

Waiver of Group Health Benefits & Notice of Special Enrollment Rights

DISY:
(Employer Name)
Please complete the following:

1
Employee Name: | (naty
(Last) (First)

Employee Number: 000000009 , 999999999
( ID, Social Security or employee #)

For the plan year effective | am waiving coverage for:
1 Myself
[0 Spouse/Domestic Partner
0 pDependent (s) — Please list names:
I am waiving coverage due to:
[0 My preference not to have coverage
[0 Coverage under my spouse’'s/domestic partner's plan — name of carrier:
[0  Other coverage — name of carrier:

This other coverage is: [ O coBRA O Medicare [0 TRICARE(formerly CHAMPUS)

Individual
0 Medicaid [0 Employer-Sponsored Group Plan

Special Enrollment Notice and Certification — Please review and sign below if you wish to waive coverage

By signing below, | certify that | have been given an opportunity to apply for coverage for myself and my eligible
dependents, if any. | am declining enrollment as indicated above. | understand that | am declining enrcliment for
myself or my eligible dependents (including my spouse) because of other health insurance or group health plan
coverage, | may be able to enroll myself and my eligible dependents in this plan if | lose, or my eligible
dependents lose, eligibility for that other coverage (or if the employer stops contributing towards my or my
eligible dependents’ other coverage).

| understand that | must request enrollment no more than 30 days after the date the other health plan coverage
ends (or after the employer stops contributing toward the other coverage). If | do not do so, | will not be able to
enroll until my employer's next annual open enrollment period.

In addition, | understand that if | have a newly eligible dependent as a result of marriage, birth, adoption, or
placement for adoption, | may be able to enroll myself and my eligible dependent(s). Howewver. | must request
enrollment within 30 days after the marriage, birth, adoption, or placement for adoption.

| understand that in order to request special enrollment or obtain more information, | should contact my group
administrator

Signature of Employee Date of Signature
Return to your Employee Benefits Group Administrator Do Mot Return to Anthem (AWA 1433)
Data contained on this sheet is proprietary to 5 DISYS Consultant PeopleSoft Manual

DISYS and shall not be distributed. Version 9.1




D] '€

One Workd. One Farinen. Innovative « Experienced - Global

1.4 Dental Waiver Form

If you've waived our dental coverage, please follow the steps below to complete the Dental Waiver Form.

Step DESCRIPTION
Step 1 Login as Employee and navigate to Main Menu > Self Service > New Hire Forms
> Dental Waiver Form
OoORrRACLE"

Favgrites | Main Menu Seff Service > MNew Hire Forms > Dental Waiver Form

Dental Waiver Form

Employee ID Name ——

Generate Form

H " ” H
Step 2 Click the “Generate form” to generate the form online
Step 3 Please print, sign and send to designated Consultant Liaison. You have successfully
generated Dental Waiver Form.
Waiver of Group Dental Benefits & Notice of Special Enrcllment Rights
EMPLOYER: Digital Intelligence Systems, Corp.
Please complete the following:
Employee Name 1
(Last) (First) (MY

For the plan year effective ! I I am waiving cowverage for:

1 nMyself

[ Spouse

1 Dependent

I am waiving coverage due to:

1 My preference not to have coverage

(. Cowverage under my spouse’s f domestic partner's plan — name of carrier:

1 Other coverage — name of carmer
Special Enrollment Notice and Certification — Please rewview and sign below iF youw wish fo waive
coverage
By signing below, | certify that | have been given the opportunity to apply for coverage for myself and
my eligible dependents, if any_ | understand that if | am declining enrollmeant for myself or my eligible
dependents (including my spouse) because of other dental insurance coverage or group dental plan,
I may be able to enroll myself and my eligible dependents in this plan if | lose, or my eligible
dependents lose, eligibility for that other coverage.
I understand that | nust request enrollment no more than 30 days after the date the other dental
plan coverage ends. If | do not do so. | will not be able to enroll until DISYS's next annual open
enrcllment period.
In addition, | understand that if | have a newly eligible dependent as a result of marriage. birth,
adoption, or placement for adoption. | may be able to enroll myself and nmy eligible dependent(s).
Howewer, | must request enrollment within 30 days after the mariage, birth, adoption, or placement
for adoption.
Signature of Employees Date of Signature
I
Empl’oye‘é’ Print Name

Data contained on this sheet is proprietary to 6 DISYS Consultant PeopleSoft Manual
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1.5 Maintaining Emergency Contacts

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Personal
Information > Emergency Contacts

Step 2 Use the Emergency Contacts page to review, add, update, or delete emergency
contact information
Step 3 Click the Add Emergency Contact button.
Favorites | Main Menu  : Seff Service > Personal Iﬂforrnation > Emergency Contacts

Emergency Contacts

Contact Mame Relationship to Em ployee Primary Contact Edit Delete

Add Emergency Contact

Data contained on this sheet is proprietary to 7 DISYS Consultant PeopleSoft Manual
DISYS and shall not be distributed. Version 9.1
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Step 4 Use the Emergency Contact Detail page to enter the name, telephone and address
information for your emergency contact.

Step 5 To change the address, please click the edit address button

Step 6 If the phone number is the same as yours, select the Contact has the same telephone
number as the employee check box. If not, you enter the phone number in the
Telephone field in the Phone section.

Step 7 Click in the Telephone field. Enter the desired information into the Telephone field.
Enter a valid value e.g. "6467023535".

Step 8 Click the Save button.

Fawvarites rMain Menu > Self Service > Personal Information > Emergency Contacts
Emeraency Contact Detail
|
=Contact Name: I
=Relations hip to Employee : [Parent -1
I Contact has the same address as the employvee
Address Type: [meme =1
—- Contact has the same telephone number as the employee
Country: United States
Address: 234 Lake Drive
MclLean, WA ZZ101
Telephomne: 646/702-3535
Step 8 Use the Save Confirmation page to acknowledge that your entries were successfully
saved.
Step 9 Click the OK button.
Step 10 The name now appears on the Emergency Contacts page.
Step 11 You have successfully added your emergency contact information.
Data contained on this sheet is proprietary to 8 DISYS Consultant PeopleSoft Manual
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1.6  Maintaining Ethnic Group

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Personal
Information > Ethnic Groups

Step 2 Use the Ethnic Groups page to identify your ethnicity.

Step 3 Click the Add an Ethnic Group button. Click the Description list.

Favorites ! Main Menu . Seif Service > Personal Information > Ethnic Groups

Ethnic Groups

The employer is subject to certain governmental recordkeeping and reporting requirements for the
administration of civil rights laws and regulations. In order to com ply with these laws , the employver invites
employees to voluntarily self-identify their race or ethinicity. Submission of this information is voluntary and
refusal to provide it will not subject yvou to any adverse treatment. The information obtained will be kept
confidential and may only be used in accordance with the provisions of applicable laws, executive orders,
and regulations, including those that require the information to be summarized and reported to the federal

government for civil rights enforcement. YWhen reported, data will not identify any s pecific individual.

De s cripiicn Delete

Add an Ethnic Group

Step 4 Click the appropriate group
Step 5 Click the Save button.

> Self Sve.-r\rice > Personal Il;lﬁ:l-rmatiu-n » Ethnic Groups

Ethnic Groups

The employer is subject to certain governmental recordkeeping and reporting requirements for the
administration of ciwil rights laws and regulations. In order to comply with these laws, the employer invites
employees to voluntarily self~identify their race or ethnicity. Submission of this information is voluntary and
refusal to provide it will mot subject yvou to any adwverse treatment. The information obtained will be kept
confidential and may only be used in accordance with the provisions of applicable laws, executive orders,
and regulations, including those that require the information to be summarized and reported to the fedaral
gowvernmaent for civil rights enforcement. When reported, data will mot identify any s pecific individual.

De s cription Delete

American Indian/&las kan Mative Hm |

Aodd an Ethnic Group

Sawve

Data contained on this sheet is proprietary to 9
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Step 6 Click the OK button.
Step 7 Your ethnicity has been added. To add another ethnic group, select the Add an

Ethnic Group button.

If you need to delete an ethnic group that is incorrect, click the Delete button to
remove the row.

Step 8 You have successfully entered your ethnicity.

Data contained on this sheet is proprietary to 10 DISYS Consultant PeopleSoft Manual
DISYS and shall not be distributed. Version 9.1
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1.7 Maintaining Direct Deposit Information

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Payroll and
Compensation > Direct Deposit

Step 2 Select Add Account

Step 3 Use the Request Direct Deposit page to enter information to enable the direct
deposit of employee pay into checking or savings bank accounts.

Step 4 The Effective Date defaults to the system date. Change this date to reflect the
effective date of the direct deposit information you are entering.

Step 5 Click in the Bank Information (Routing Information) field. Enter information about
the bank account that is used to pay the employee.
Enter the desired information into the Routing Number field. Enter a valid val-
ue e.g. "009824567".
Click in the Account Number field.
Enter the desired information into the Account Number field. Enter a valid val-
ue e.g. "1234567890".
Use the Account Type (drop down) list to indicate a direct deposit to a checking
or savings account

Step 6 Click in the Priority field.
Use the Priority field to enter a priority number for this distribution. During direct
deposit processing, distributions are made to accounts in order of their priority
number—the lower the priority number, the higher the priority. Priority becomes
important when an employee’s net pay isn’'t enough to cover all direct depos-
its—in this case, only the higher priority deposits are made.

Data contained on this sheet is proprietary to 11 DISYS Consultant PeopleSoft Manual

DISYS and shall not be distributed. Version 9.1




D] '€

One Workd. One Farinen. Innovative « Experienced - Global

Favg_ritesg Main Mermu > Self Service > Payroll and Compensation > DhNrect Deposit

Direct Deposit

HSodd Direct Deposit
I

our Bank Infornma tiom

[123a567=29 Wiew check example

Rowutimg MMoarm ber:z

Acccount Mumber: [1zz3as5678920
=Mccount Type: | Checkimna ;l
= Dhe oS it Tyrpee - |Balance = |
Aamount or Percemnt: [
D s i COrrcler: |1— (Ecanpls: 1 = First Account Processed]
Submiit

= Reqguired Field

Returm to Direct Deposit

Step 7 Click the Save button.

Step 8 Please print, sign and send to designated Consultant Liaison.

You have successfully entered direct deposit information.

Data contained on this sheet is proprietary to 12 DISYS Consultant PeopleSoft Manual
DISYS and shall not be distributed. Version 9.1
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1.8 Maintaining PayCard Information
Step DESCRIPTION
Step 1 Login as Employee and navigate to Main Menu > Self Service > Payroll and
Compensation > PayCard Information
Step 2 Fill in PayCard Information and click save

| Favartes Main Meau

Employee SefSenice 3

Payrol and Compensaton  »  Paycard Tnfarmation

Pay Card Information

B b Winidawe [ Customize Page ,E.‘l"u
I
PayCard Ne.

Pay Card Reuting Ne.

PayCard Account No.

Save

Data contained on this sheet is proprietary to 13
DISYS and shall not be distributed.
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1.9 Signed I-9 form

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Personal Infor-
mation > Complete and Submit I-9 Form

Step 2 Begin by select the selecting the information the “Citizenship and Employment
Authorization”. Select the following details
e A citizen of the United States
e A noncitizen national of the United States
e A lawful Permanent Resident
e An alien authorized to work
Next you want to select is Minor and Special Placement Details from the follow-
ing options (if applicable)
e Special Placement Employee unable to present a List A or List B
document
e Minor unable to present a List A or List B document
Prepared and/or translated by a person other than the Employee

Favorites @ Main Menu > Self Service > Personal Information > Complete and Submit I-9 Form
- H - - -

1-2 Form

Employee Information and Verification

I Social Security Nbr: I
DISYS Date of Birth: I

You must complete the Employment Eligibility Werification form (-9} by the end of your first day of wark.
Flease read instructions carefully before com pleting this formm. The instructions must be available during
com pletion of this form. ANTFDISCRIMINATION NMOTICE: Itis illegal to discriminate againstwork eligible
individuals. Employars CAMMNOT specify which document(s )} theywill accept from an employee. The refusal

1o hire an individual because of a future expiration date may als o constitute illegal discrimination.

To open the complete instructions in a separate browser window, select |9 Instructions

Home Address

123 Update Home Address

Maiden Mame: | {Las=st, First)

I attest, under penalty of perjury, that | am (select one of the Tollowing):

= A citizen of the United States
i A noncitizen national of the United States
L A lawTul Permanent Resident {Adien Nbr) A: I
L An alien authorized to work (A #F or Admission #): I
until {expiration date. if applicable —month/dayiyear) I
Data contained on this sheet is proprietary to 14 DISYS Consultant PeopleSoft Manual
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Citizenship and B ployment Authorzatiomn

I attest, under penalty of perjury, that |l am (select one of the following):

= A citizen of the United States

l"" Aomoncitizen national of the United States

o A lawful Permanent Resident (Adien Nbr) Ac I

o An alien authorized to work (A # or Admission #): I
until (expiration date.if applicable ——month/daw'year) I

Minor and Special Placement Details

If a parent or legal guardian of a minor {individual under age 18) OR a representative or a legal
guardian of a person who meets the Special Placement criteria, as defined by the INS, completes
this form, please select the following as they apply.

I~ Special Placement Employee unable to present a List A or List B document

I~ Minor unable to present a List A or List B document

—- Prepared and/or translated by a person other than the Employea

Accept 1 I am aware that federal law provides Tor imprisomment and/or fines for false
statements or use of false documents in connection with the completion of this
form.

Step 3 Click “Accept” button
Step 4 Submit confirmation will pop up
-8 Form

Submit Confirmation

[ The Submitwas successiul.
oK
Step 5 You have successfully submitted your I-9 Forms
Step 6 Please print, sign and send to designated Consultant Liaison.
Data contained on this sheet is proprietary to 15 DISYS Consultant PeopleSoft Manual
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1.10 Federal W-4 form

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Payroll and
Compensation > W-4 Tax Information USA

Favorites - Main Menu » Self Service > Payroll and Compensation > W-4 Tax Information USA

W-4 Tax Information

DIsYs Social Security Number: S —_—_—_———

“'ou must complete Form W-4 =0 that your employer can withhold the correct federal income tax from your pay.
Because your tax situation may change, you may want to refigure your withholding each year.

Whether you are entitled to claim a certain number of allowances or

exemption from withholding is subject to review by the IRS.
¥our employer may be required to send a copy of this form to the IRS.

TEST1
TEST 2
VA 99999

W-4 Tax Data

Indicate Marital Status
© Single
! Married
) MarriedWithhold Single (Married, but withhold at higher single rate)

Total number of Allowances you are claiming::

Enter Additional Amount, if any, you want withheld from each paycheck: |
If your last name differs from that shown on your social security card, check here
You must call 1-800-772-1213 for a new card.

Claim Exemption

I claim exemption from withholding for: 2012 and | certify that | meet BOTH of the following conditions for exemption:

== | astyear| had arightto a refund of ALL Federal income tax withheld because | had MO 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, check "Exempt” here:

Mote: If Marital Status andlor Allowances is changed and Exempt is checked, then Exempt will take precedence over your prior
selection of Marital Status and Allowances.

| Submit | Under penalties of perjury, | certify that | am entitled to the number of withholding allowances claimed on
this cerificate or entitled to claim exempt status.
GoTo: Official Form W-4
Data contained on this sheet is proprietary to DISYS Consultant PeopleSoft Manual
16
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Step 2 Enter the W-4 Tax information. Select the following items

1. Indicate Marital Status

2. Check here and select single status if married but withholding at single
rate.
Note: If married, but legally separated, or spouse is a nonresident alien,
select 'Single' status

3. Enter total number of Allowances you are claiming:

4. Enter Additional Amount, if any, you want withheld from each paycheck:

Step 3 Enter the Claim Exemption information (if applicable). Select the following items
1. Enter the year you are claiming
2. Check this box if you meet both conditions to claim exempt status

Step 4 Click “Submit” button
Step 5 Re-enter password. You have successfully submitted your W-4 Forms
Step 6 Please print, sign and send to designated Consultant Liaison.
Data contained on this sheet is proprietary to 17 DISYS Consultant PeopleSoft Manual
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1.11 State Tax Form — USA

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Payroll and
Compensation > State Tax Form USA

Fawvarites @ Main Menu . sgeif Service > Payroll and Compensation > State Tax Form-USA
State Tax Infnrmatlon

I Social Security #: I
DIsSYS

ou must caomplete Form W-4 so the Fayroll Department can calculate the correct amount of tax to
withhold from your pay. Federal imcome taxis withheld from your wages based on marital status and
the mumber of allowances claimed on this form. You may also specify that an additional dollar amoumnt
be withheld. You can file a new Form W-4 anytime your tax situation changes and you choose to hawe
maore, or less, taxwithheld.

Whether yvou are entitled to claim a certain number of allowances or exemption from withholding is
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS.

tES 1

TEST 2 State |V s}

AW 12345
Enter total number of Allowances you are claiming: o
Enter Additional Ammount, if any, you want withheld from each paycheck:

Indicate Marital Status: I vl

I Check here and select Single status it married but withholding at single rate.
Mote: If married, but legally separated, or spouse is a nonresident alien,
select "Single’ status.

I Check here if your last name differs from that shown on your social security card.
You must call 1-200-FF2-1213 for a new card.

Click here to Generate state tax form \Wirginia Form

Claimm BExem piiom

I claim exem ption from withholding for | 2012 and | certify that | meet
BOTH of the following conditions for exemption:

1. Lastyear | had a right to a refund of ALL Federal / State income tax withheld
because | had MO ta= liability.

2. This year | expect a refund of ALL Federal / State income taxwithheld
because | exXpect to hawe MO tax liability.

I Check this box if you meet both conditions to claim exempt status.

Under penalties of perjury, | declare that | hawve examined this certificate and to the best of
my knowledge and belief, itis true, correct, and complaete.

Click here to Generate state tax form Wirginia Form

Submit
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Step 2 Enter the desire information on the State Tax form — USA and respective details
will store in State tax data.

Generate the online state tax form based on the tax entered in the state field

Click the hyperlink tax to generate the actual online state form.

Step 4 Click “Submit” button
Step 5 Re-enter password. You have successfully submitted your State Tax form —
USA
Step 6 Please print, signh and send to designated Consultant Liaison.
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Section 2: Time & Labor

2.0 Manage Time Sheet
2.1  Enter Time/Online
Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Time Reporting >
Report Time > Timesheet

Step 2 Click in the Mon 5/07 field.

Step 3 Enter the desired information (number of hours) into the Mon 5/07 field. Enter a
valid value e.g. "8".

Step 4 Click in the Tue 5/08 field.

Step 5 Enter the desired information into the Tue 5/08 field. Enter a valid value e.g. "8".

Step 6 Click in the Wed 5/09 field.

Step 7 Enter the desired information into the Wed 5/09 field. Enter a valid value e.g. "8".

Step 8 Click in the Thu 5/10 field.

Step 9 Enter the desired information into the Thu 5/10 field. Enter a valid value e.g. "8".

Step 10 Click in the Fri 5/11 field.

Step 11 Enter the desired information into the Fri 5/11 field. Enter a valid value e.g. "8".

Step 12 Next, select a time reporting code (TRC) for the hours entered.
Click the Time Reporting Code (TRC) list.

Step 13 Select the TRC — as Regular (REGW2) (billable) from the drop down list

Step 14 Click the Add a new row button. (To report overtime, PTO or leave without pay
hours)

Step 15 Click in the Fri 5/11 field.

Step 16 Enter the desired information into the Fri 5/11 field. Enter a valid value e.g. "4".

Step 17 Click the Time Reporting Code list.

Step 18 Select the TRC - Overtime from the drop down list. (if applicable)

Step 19 Click the Submit button.

Step 20 Click the OK button.

Step 21 Notice that the Reported Hours field has been updated.

Step 22 The reported time is displayed in the Reported Time Status section.

Step 23 For uploading the document, kindly click the attachment / view page and enter the
desired information and upload the document

Step 24 You can enter comments about the time entries if required. In this example, add a
comment to explain the need for overtime.
Click the Comments button.

Step 25 Use the Comments page to enter comments for the reported time.

Step 26 Click in the Comment field.
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Step 27 Enter the desired information into the Comment field. Enter a valid val-
ue e.g. "System down. Needed to manually work records".
Step 28 You have successfully reported time using a timesheet.

Workdist MultiChannel Console |  Add fo Favorites |

Favorites  Main Menu > Sel’Ssnri:e » Time Reporting > Report Time > Timesheet

FNew Window 7 Help

Timesheet
_— Employee ID: ]
Job Title: Account Ececutive Empl Record: 0

*View By: IWEH‘ ﬂ Reported Hours: 0.00 Previous Week Hext Week
Date: osi7i2012 [ Scheduled Hours: 0.00 Next Job
h;u:? .;.I'u: “;eig sTr:I: sm 5:51212t ssuu:; HE::: Time Re perting Code Taskgroup Billable
[ 800 [ 800 [ s00 | 800 | a00) | | | REGHE - Reg - Non Empioyes ~ | |PshoNTASK O r
[ | [ | | 400 | | | OVTHE- OT - Non Employes - | |PsnonTASK O r
| | | | | | | | I Q.  r
| Submit || Attachment/view |

F Reported Time Status
' Reported Time Summary

GoTo:  Self Service

Time Reporting
Return to Select Job
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2.2 Enter Time/Online for Prior Pay Period — W2 / 1099

Step DESCRIPTION
Step 1 Login as Employee and navigate to Main Menu > Self Service > Time Reporting >
Report Time > Timesheet

Step 2 Click the Previous Week link

ORACLE
Home | Workisl | MufliCha

Faworites  Main Meru » Self Senvice 3 Time Reporting 3 Report Time + Timesheet

Timesheet
— Fmployee ID —— Employee enter the time detalls (No of hours, TRC, Business Unit PC,
T Consultant-} Empl Recard ] Project ID, Activity ID in the timeshest page)

i Instructions

“View By: Werk 3 Reporied Hours: oo Moxt Wk
Date: s W Scheduled Hours: 000 Provious Job Medt.oh

Han Tue Wed This n Sat Sum Tetnd

525 &6 521 & 520 &30 " Hoara Time Reponing Code Taskgroup Blfiabic Business Unit PC Project Acthvaty ID
00 600 s | 800 00 | B REGNE - Reg NE - Bilable [=] DYSPROI DISUS o 000000000000y, [DooononmoRtie, [E [
S : T | . B OVINE - O7-tE -Gz [s]  [OYSPROJ 4 Disis i cooaoononovziy [ooooonoononooicy, [# [=]
] E  bvseror g aQ o, q B =
Subrm Attachment | View
Step 3 Employee enter the time details (No of hours, TRC, Business Unit PC, Project ID,
Activity ID in the timesheet page)
Step 4 Please choose the Business Unit PC, Project ID, and Activity ID that is assigned in
the drop down menu
Step 5 For uploading the document, kindly click the attachment / view page and enter the
desired information and upload the document
Step 6 Click the Submit button.
Step 7 Click the OK button.
Step 8 You have successfully reported time using a timesheet.
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2.3 Enter Time/Online for Rejected / Denied Timesheet — W2 / 1099

Step DESCRIPTION

Step 1 You will receive a natification when your timesheet is rejected / denied. Below are
the steps to check the system and correct your hours.

Step 2 Login as Employee and navigate to Main Menu > Self Service > Time Reporting >
Report Time > Timesheet

Step 3 Click either the Previous Week or Next Week link to make sure you're in the cor-
rect time period.

Step 4 Click on the "|> " next to Reported Time Status for the drop down to appear.

This will tell you which time is approved or denied.

ORACLE"

Favorites  Main Menu > Sefs‘swil:e » Time Reporting > Report Time Timesheet

Home | ‘Woddid | MultiChannel Console | Add fo Favorites |

FNew Window 7 Help

Timesheet
— Employee ID: I
Job Title: Account Bxecutive Empl Record: 1]

i Instructions

*View By: IWEE" ﬂ Reported Hours: 0.00 Previous Week Hext Week
Date: os7i2012 W Scheduled Hours: 0.00 Next Job
Ms‘:; Lu: W;; 5.:.11': 5;‘: 5?:; :"u; H-:::rasl Time Reporting Code Taskgroup Billable |
[ 800 [ so0 [ s00 | s00 | a00) | | | REGHE - Reg - Non Empioyee | [PshoNTASK O r
[ | [ | | 400 | | | OVTHE- OT - Non Employes - | |PsnonTAsK O r
| | | | | | | | I Q
Submit || Attachment / View

F Reported Time Status
' Reported Time Summary

GoTo:  Self Service

Time Reporting
Return to Select Job

Step 5 Make the necessary change under the day the change needs to be made.
Step 6 Once completed hit submit
Step 7 You have successfully reported time using a timesheet.
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Section 3: Employee Self Service

3.0 ESS Process Flow
3.1 Name Change
Step DESCRIPTION
Step 1 Login as Employee and navigate to Main Menu > Self Service > Personal
Information > Name Change
Step 2 Enter an effective date on which the Name change should take effect (as shown
below)
Step 3 Select the new name format from the drop down
Step 4 To change your name click the edit name box
ORrRACLE

Favorites Main Menu > Self Service > Personal Information > Mame Change

Name Change

Enter your new name and select Submit.
Mote: You may be required to send proof of the name change to Human Resources.

Change As Of: 03/14/2012 [5] (example: 12/31/2000)

*Name Format: | English [=] Edit Mame
Hame: ——
Add Attachment
Submit

* Reguired Field
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| Step 5 | Make the necessary name change

ORACLE’

Favovrites Ma'nvMenu b Selfsvervice b Personallgfonmﬁon > MName Change

Edit Name
prefix: W[5
First Name: I l
Middle Hame: |
Last Name: f
Display Name:
Formal Name:
Name:
Refresh Mame

Ok Cancel |

| Step 6 | Add Attachment if required

ORACLE

meltallmjm.‘) MWJWM)MM

" File Attachment
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| Step 7 | Click on Submit to initiate the transaction

ORACLE’

Favorites : Main Menu > Self Service > Personal Information > MName Change

Name Change
I

Enter your new name and select Submit.
Mote: You may be required to send proof of the name change to Human Resources.

T ——

Change As Of: 03M16/2012 [5] (example: 12/31/2000)

*Name Format: | English [+] | Edit Name |
Hame: I

| View Attachment ip.JPG
| Submit |

* Required Field

| Step 8 | Transaction has been submitted.

ORACLE’

Favorites | Main Menu > Self Service > Personal Information = Mame Change
- : - - -

Name Change
I

Thig information was submitted.

Change As Of: 03M6/2012

Hame Format: English
Name: I

[ viewatschmens | ip e
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Step DESCRIPTION
Step 9

An email is triggered to the employee for information and another email to the HR
administrator to approve the Name change

Email triggered to employee for information

b essac — — (E=aol %
=N + ¥ |7 Submitted - Name Change - Rajini Super star - Your request was submitted - Message (Plain Text) —
Message & 0
b T i (5]
5 1gnore x _& ‘kJ % £l Meeting (23 Move to: 7 2 To Manager j [ Rules j\ E a5 3 Find ¢
Y @m 3 Team E-mail & Done 1 W] onenote 2 Related ~
& Jun~ Delete | Reply Reply Forward - —|| Mave Mark Categaorize Follow | Translate oom
Al ﬁﬁd More | k= Reply & Delete 7 Create New 5 + [ Adions ~ | ynread - Up~ - lg Select~
Delete Respond Quick Steps O Move Tags F] Editing Zoom
From: HCM915IT@disys.com Sent: Wed3/14/2012 6:42 PM
To: #| Parvathy Periyakaruppan
o
Subject: Submitted - Name Change - Rajini Super star - Your request was submitted
?‘-‘|"'1'"I"'Z"‘I"']"'I"'4' ! 5 ! 6 I ] 8 | EIE S T 1 ! 12 ! 13 |‘A-|ﬁ
Your request was successfully submitted. This request requires administrator action to be saved to the database
Transaction Name:  Name Change
Employee Name: |
Emplid: 000000030
Step DESCRIPTION
Step 10 Receipt once completed
== v s Informational - Name Change - Rajini Super star - Approved - Message (Plain Text) = | ﬂ
= a 0
o . » ) =Y
- Ignore x _% _& 3 54 Meeting [ Moveto:? (3 To Manager j 1 Rules i\ H a&) {# Find 0
T @M |3 Team Email & Done ' N oneNate 3 Related ~
&Juﬂkv Delete | Reply Reply Forward - —1 Move Mark Categorize Follow | Translate om
Al fe More = | g Reply & Delete 7 Create New s + [ Adions~ | ynread - Up~ v g Select v
Delete Respond Quick Steps Fl Move Tags Fl Editing Zoom
From; HCM9 15T @disys.com Sent: Wed 3/14/2012 6:47 PM
Ta: ¥ Paryathy Periyakaruppan
4
Subject: Informational - Name Change - Rajini Super star - Approved
?-‘-\"‘1‘"\"‘2"‘\"']‘"I"'4"‘I"'E"'I"‘6' | 7 | [] | 5 | 4D | i | 1 | 3 \Aﬁ
Your request was approved:
Approver Name; .
Transaction Name: Name Change
Employee Name: I
Emplid: 000000030
Data contained on this sheet is proprietary to 27
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3.2 Marital Status Change

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Personal
Information > Marital Status

Step 2 Enter an effective date on which the Marital Status change should take effect (as
shown below)

Step 3 Select the new marital status from the drop down of “Change Marital Status To”

OoORACLE
Favarites | Main Menu > Eelfs_gnnca »  Personal IJJfarrmmn » Marial Status

Marital Status Change
I

Fill in the following information and select submit button. This form must be completed within
31 days of your mariage date or you will not be eligible to change your benefil elections for
thi= family status change event

*Date Change Will Take Effect: 03152012 )

Current Marital Status: Single
*Change Marital Status To: | Married El
Submit
| Step 4 \ Click on Submit. This initiates a marital status change transaction

ORACLE’

Favorites | Main Menu > sefs_gr'.lxa » Personal h:fammn »  Marital Status

Request Marital Status Change
Submit Confirmation

' The Submit was successtul
| OK |
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Step DESCRIPTION
Step 5 An email is triggered to the employee for information and another email to the HR
administrator to approve the marital status change

Ml 6« ¥+ ﬂmﬁted- Marital Status - Rajini Super star - Your request was submittec
Message

‘ , _ _ Meeting |23 Move to: ? 3, To Manager 43 Rules - » B
i Ignore x iﬁ & B = b _

! _$ @IM' JﬂTeam E-mail q/ Done _—I @OneNote —] l——l
%Junkv Delete | Reply R;;Ijlly Forward iﬁd More - L; Reply & Delete 7 Create New - Mtiu'e & Actions - Uﬁraer:d Categoru

Delete Respond Quick Steps - Move Tags

From: HCMS1SIT @disys.com

Ta: [#) Parvathy Periyakaruppan

Co

Subject: Submitted - Marital Status - Rajini Super star - Your request was submitted

S W S I B S B S B S B S R SRR S

T 0 0 0 T 0 T 0 0 0

Your request was successfully submitted. This request requires administrator action to be saved to the database.

Transaction Name: Marital Status

Employee Name: I
Emplid: 000000030
Step DESCRIPTION
Step 6 A confirmation email is sent to the employee indicating the requested marital
status change
TR — : . — — —— ]
=N ) @+ ¥ |+ Informational - Marital Status - Rajini Super star - Approved - Message (Plain Text)
Message
. - e .
@y 1gnore x = \g ._é FEL Meeting (3 Move to: 7 i) To Manager jl [ Rules » E a& 84 Fine
¢ @IM " .JJ Team E-mail q«/ Done = @ OneMote ] % Rela
&Junkv Delete | Reply ReA;lally Forward y“‘ Mhro L}‘ Reply & Delete 7 Create New - M&:\.re ] Actions - Uh:raer:d Categorlze Faléovw Tranflate s Sele
Drelete Respond Quick Steps = Move Tags P Editing
From: HCM3I 1SIT @disys.com
To: (¥ parvathy Periyakaruppan
Cc
Subject: Informational - Marital Status - Rajini Super star - Approved
T S A S AR IR R S A - A A AN e T 8 | El 1
t T T T T T T T T T T T T T T T T T T T
Your request was approved:
Approver Name: I
Transaction Name: Marital Status
Employee Name: iEE_—_——
Emplid: 000000030
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3.3 Maintaining Email Address

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Personal
Information > Email Addresses

Step 2 Use the Email Addresses page to view, add, update, or delete email addresses.

Step 3 You can modify existing rows by updating the fields and clicking the Save button.

Fawarites : Main Menu . Seff Service > Personal Information > Email Addresses

Email Addresses

|
*Em ail Type Em ail Address Preferred Delete
Business test-erp@disys.com =

Add Email Address

Sawve

* Required Field
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Step 4 Click the Add Email Address button. Use the Email Type field to select the type of
email address you are adding. Click the Email Type list.
Step 5 Click the Home list item.
Step 6 Use the Email Address field to enter your home email address.

Click in the Email Address field.

Enter the desired information into the Email Address field. Enter a valid
value e.g. "test-erp@gmail.com"”.

Select the Preferred check box to indicate this email address as your
primary email address.

Click the Preferred option.

Click the Save button.

Favorites : Main Menu . Seoff Service > Personal Information > Email Addresses

Email Addresses

I

*Email Type Email Address Preferred Delete
Business test-erp@disys . .com I~

IHDme vI — {0}

Add Email Address

Sawve

*= Required Field

Step 7 Use the Save Confirmation page to acknowledge that your new entries have been
successfully saved.

Step 8 Click the OK button.

Step 9 Your new email address has been added.

If you want to delete an address, you click the Delete button to remove the row.

Note that employees cannot delete business email addresses, only the system
administrator can do this.

Step 10 You have successfully updated your email address information.
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3.4 Maintaining Phone Number

Step DESCRIPTION

Step 1 Login as Employee and navigate to Main Menu > Self Service > Personal
Information > Phone Numbers

Step 2 Use the Phone Numbers page to view, add, update, and delete phone numbers.

You can modify existing rows by updating the fields and clicking the Save button.

Step 3 Click the Add Phone Number button.

Use the Phone Type list to select the type of phone number you will be entering.

Fawvarites Main Menu . sSelf Service > Personal Information > Phone Mumbers

Phone Numbers
|

Enter yvour phonmne numbeaers beaelow.

Phone Type =T e le phome Exte msion Preferred D le e
Business TO3/555-6078 = o
[robile | — T

Acd Phome Mum ber

Save

* Require-d Field

Step 4 For an example: Click the Mobile list item.

Step 5 Use the Telephone field to enter your mobile phone number. Enter the desired
information into the Main field.

Enter a valid value e.g. "8187571243".

Click the Save button.

Step 6 You have successfully added a phone number to your personal profile.
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Section 4: Expenses

4.0 Manage Expenses Processing Overview

Once the data has been uploaded, the responsible party must code the expenses. Expenses should be

coded and submitted as soon as possible. Note that Out of Pocket (OOP) expenses are not paid until
they have been fully coded and approved.

The responsible party will be the OPRID named in the expenses file. The OPRID value is set by:

1. For OOP, the user entering the data (or the OPRID entered into the file by the user)

4.1 Manage Expenses — User Input Process

https://expenses.disys.com

Step Description

Step 1 [Login as Employee and navigate to Main Menu > Travel and Expenses > DYS Expenses
> Expenses

Page will default to “My Expenses” display. Otherwise click on “My Expenses” button.

Note there are several sub-tabs on the My Expenses page. The small icon at the right
end of the sub-tabs row can be used to display all data for the row in one page.

Expenses
- Derived/CL Values | Approval || Datelnfo | |F==F

(- B https://expenses.disys.com:8033/psp/FING1PRD/EMPLOYEE/ERP/c/DYS_CUSTOM.DYS_EXPENSES.GBL?FolderPath=PORTAL_ROOT_OBJECT.EPCO_TRAVEL EXI ¢ ::" Google Pl & ,ﬂ, B

ORACLE’

Home | Worklist \ Add to Favortes | Sign out
Favorites - Main Menu 3 Travel and Expenses > DYS Expenses » Expenses
- - - -

EMew Window  [& Customize Page hittp

hEEp

EXanSBS

I My Expenses IManageerewF_pr Bill Review Exp I All Open Exp l Delete Exp ]

My Expenses

Derived Values Approval Date Info

sclect C  ‘ExpDate  “Description  PSUserld Incurred By *Amount | " Source jondor  [Dpense | g (aesianment |Oberatng s e

Comments Refence  TripID Lacation GL Dept

0 [ - Q 00P B | Q |

There are no expense lines loaded by you which needs your submission.

Unit Customer Exp

al a[ la[ 1

Submit J Save
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Step 2 |For each expense row, enter or validate the following data fields
Field | Uploads | User Input

General Info Tab

Checkbox Used to select rows for “Submission”, as described at the end of the process
section.

Record ID Assigned |Assigned by system

Source Uploaded |Select OOP

Date Uploaded |Input date of expense

Description Uploaded |Enter description of expense (e.g. purpose of expense — not type of expense)

Incurred by Uploaded |Defaults to user OPRID. Can be changed to assign to someone else. Must be
a valid, active OPRID with an EMPLID.
If the OPRID is changed, the user entering the expense can complete the cod-
ing (if they can access the related assignments if needed) and submit the ex-
pense row. Or, they can enter the expense row and save it and the row will be
displayed in the “My Expenses” for the OPRID that was entered the next time
they login to the “My Expenses” page.
NOTE: IF THE OPRID IS CHANGED, THE NEW OPRID (EMPLID) WILL
RECEIVE PAYMENT FOR AN OOP EXPENSE.

Amount Uploaded

Vendor Refer- Uploaded |This field will be populated by the upload program. Can optionally be used for

ence

OOP expenses hy the user.

Expense Trip ID

Used to associate different expense rows (or if required by customer)

Bill

If the expenses are being billed back to customer

Assignment ID

Select assignment if expense is related to a project

Prospective If expense is for a prospective customer (or other non-project related activity)
Customer enter prospect name or other description.
Note: If the “EXP_ASSIGN_ID" is populated, this field is grayed out (not eligi-
ble for data entry).
Expense Type Select from drop down (see list and acct codes below)

User Comments

Enter comments as needed to explain / document expenses. You can enter
long descriptions if needed.

Add Attachment
button

Click to popup the attachment entry window.
Note: See attachments requirements discussion at the end of this process
section.

Attachment
Description

Enter the description for an attached document, such as “Receipts” or “Cus-
tomer Approval’, etc.
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€ B hitps:/espenses.disys.com 8033/psp/FINGLPRD/EMPLOYEE/ERR/c/DYVS_ CUSTOM.DVS EXPENSES.GBL FolderPath=PORTAL ROOT OBIECTEPCO TRAVELEXI 77 7 €| | 3~ Google el T

ORACLE
Home | Workist | AddtoFavortes | Signout

Favc;rrcengain'Menu b Tm\relandvE:(penses » DYS Expenses > Expenses

I NewWindow [/ Customize Page B htip

htEp

Wl OpenExp 1 Delete Exp ]

@ User Vendor Expenze 2 Assignment  Operating : Prospective £ View 7
red By |*Amount Coinmais Source A TripID Bill o Unit Location GL Dept isone ExpenseType Add File File Attached File Attach Descr
mer@ [ 100 [Hotelfom 09 0OP EXX00001 Baatazia, 31 @ [z a poolg Trael  ~ [AddFile| (ViewF| 00471ipdi receipts =

Step 3 |Periodically “SAVE” the data as you work on the coding using the “SAVE” button at the
bottom of the page. You can save the file as you are working on it in case you need
to stop or leave your computer.

Step 4 |As each expense row is completed, you can select the row for “Submission” by clicking
the check box at the beginning of each row. You can submit all selected rows when
you are done.

Step 5 |“SUBMIT” completed and selected rows by clicking on “SUBMIT” at the bottom of the
page

4.1.1 Submission Errors

When you “Submit” rows, if there are any errors (e.g. missing required values) in the rows you have se-
lected to be submitted, the system will provide you with an error message and the ID(s) for the row(s) with
errors.

When the “Submit” button is clicked, the following validations are performed on all rows:

1. All validations listed in the EXP Record table earlier in this document
2. Allrequired values are present, as documented in the EXP Record table earlier in the document.

4.1.2 Successful Submission
In the event there are no errors, the following actions are taken by the system:

- The updated rows are committed to the database
- The current system date/time is loaded to the EXP_SUB_DATE
- The system refreshes the display with no data displayed (same select criteria as the default dis-

play)
- A “Successful Submission” message is displayed
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