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Department of Administrative Services

Personal Information

| Main Menu = Self Service =

=| Personal Information

Review and update your personal information. / \
/ §

E" Personal Information Summary ( Home and Mailing Address ‘ Phone Humbers

Review a gsummary of yvour personal Review and update vour home and mailing /‘ Add or update phone numbers, or gpecify

information. ‘w / your primary phone number.

Eﬁ“ Email Addresses E Emergency Contacts E Marital Status
Add or update vour email addreszses. Add or update your emergency contact Update your marital status.
information.

Hame Change

Review or update vour name information.
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Status = ‘A’

Biographical Details Contact Information

JOHN DOE Person ID: 10059382
Current Addresses Customize | Find | View Al | B8 First U] 42 of 2 [*] Last
Address T As Of Date Etatus Address |

1232 Mo Address St View ﬁ.ddress
STl e Pickerington, OH 43147-9184 Detaif

- PO Box 123 View Address
|
Wailing 1”2‘?‘2” Columbus, OH 43215 Detail

Phone Information Customize | Find | First 11 1 of 1 L% Last

| Phone T Tele | Extension | Preferred

Email Addresses

LB C '
Customize | Find | == First 1 of 1 Last
Email Type | Email Addrezs | Preferred

Business walpolem@das.state.oh.us. HCDV1.HCDWA 2
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Phone Number(s)

| Main Menu = Self Service =

=| Personal Information

Review and update yvour personal information.

E" Personal Information Summary
Review a summary of vour perzonal
information.

Email Addresses
Add or update yvour email addresses,

Hame Change

Review or update your name information.

Home and Mailing Address
Review and update your home and I'|'|E|i|||'|
addresses,

Emergency Contacis
Add or update your emergency contact
information.

i Phone Humbers

Add or update phone numbers, or pecify

your primary phone number.

\

__\

Marital Status

Update your marital status.

gy
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Multiple listings/One preferred

Phone Numbers

JOHN DOE

Enter your phane numbers below.

Phone Type Telephone Extension |Preferred

Business 614/466-0268 | v Delete
Cellular 614/330-7710 | - Delete
Home 614/555-1212 | ~ Delete

Add a Phone Mumber |

* Required Field

Save |

Feturn to Self Senvice
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Phone Numbers

Save Confirmation

" The Save was successful.

o]
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Email Addresses

| Main Menu = Self Service =

2=| Personal Information

Review and update your personal information.

E" Personal Information Summary E Home and Mailing Address E Phone Humbers
Review a gsummary of yvour personal Review and update vour home and mailing Add or update phone numbers, or gpecify
infermation. addrezzes. your primary phone number,

\ = Emergency Contacts E Marital Status
Update your marital status.

=| Email Addresses ‘ E
4 Add or update your emergency contact

/
l E Add or update vour email addreszses.
\ / information.

Hame Change

Review or update vour name information.
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Business Preferred

Email Addresses
JOHN DOE

*Email Type Email Address | Preferred

- —e__~*
Business walpolem@das.state.oh.us HCDV1.HCDVA

Home |myemail@hnme.cnm [ Delete |

Add an Email Address |

* Required Field

Save |
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Contact Information

Biographical Details Contact Information

JOHM DOE Person ID; 100583282
Current Addresses Customize | Find | View Al| B8 First (4] 12 or2 [F] Last
Addrezs Type As Of Date Etatus Address
123 Mo Address St YWiew Address

Home B Pickerington, OH 43147-3184 Detail

. FO Box 123 View Address
s L2l Columbus, OH 43215 Detail
Phone Information Customize | Find | i First =1 4-3 of 3 LT Last
Phone Type Telephone Extension | Preferred
Business 614/466-0368 7
Cellular G6144330-7710 r
Home 614/555-1212 r
Email Addresses Customize | Find | B8 First 1] 12 of 2 [¥] Last
Email Type Email Address Preferred
Business walpolem@das state.oh.us HCDVA.HCDWA I
Home myemail@home.com r
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Emergency Contacts

| Main Menu = Self Service =

Personal Information

Review and update your perzonal information.

E" Personal Information Summary E Home and Mailing Address E Phione Humbers
Review a summary of your personal Review and update your home and mailing Add or update phone numbers, or gpecify
information. addrezzes. your primary phone number.
_4'__-—-—— _—---\

E" Email Addresses / Emergency Contacts \ E Marital Status

Add or update vour email addresses. Add or update your emergency contact | Update yvour marital 2tatus.

Hame Change

Review or update your name information.
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Contact Address/Phone Other Phone Mumbers

JOHM DOE

Emergency Contact

Fickerington, OH 43147-9184

Employee's Phone

Phone: 614/555-1212

Find | View Al First (1 1 or1 (M Last

Contact Hame: Mary Doe
Relationship to Employee; Spouse ¥ Primary Contact
¥ same Address as Employee Address Type: Home
¥ Same Phone as Employee Phone Type: Home
Employee's Current Address
Country: LISA Lnited States
Address: 123 Mo Address St

10



Ohl(DAs Houman fgﬂ/'fa/ /%M/e/f(e/(&‘

Department of Administrative Services

Marital Status

| Main Menu = Self Service =

2= Personal Information

Review and update your perzonal information.

E" Personal Information Summary E Home and Mailing Address E Phione Humbers
Review a summary of your personal Review and update your home and mailing Add or update phone numbers, or gpecify
information. addrezzes. your primary phone number.
E" Email Addresses E Emergency Contacts Marital Status \
Add or update vour email addresses. Add or update your emergency contact Update yvour marital 2tatus.
information. \

Hame Change

Review or update your name information.

11
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OhidAS
Name Change

Phone Humbers
Add or update phone numbers, or gpecify

| Main Menu = Self Service =
Personal Information
Review and update your personal information.
E" Personal Information Summary E Home and Mailing Address E
Review a gsummary of yvour personal Review and update vour home and mailing
infermation. addrezzes. your primary phone number,
E" Emergency Contacts E Marital Status
Add or update your emergency contact Update your marital status.

information.

2| Email Addresses
Add or update yvour email addrezzes

1=
/’__ __---\\\
/

] Name Change
. Qupdatewur name information.
12
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Edit/Submission

Name Change
JOHN DOE

Click Submit after you have entered your new name.
Mote: You may be required to send proof of the name change to Human Resources.

Current Name

JOHMN DOE

MNew Name

*Date Hame Change Will Take Effect: 08812010
Hame Format: English Edit Mame
Hame: JOHM DOE

* Required Field

Submit | 13
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Department of Administrative Services

Main Menu = Self Service =

ﬁ_@ Payroll and Compensation

Review your pay and compensation hiztory. Update yvour direct deposit and other deduction or contribution information.

E“ Payroll Distribution Journal E View Paycheck Volunt uctions
Payroll Diztribution Journal Review current and prior paychecks. Add or aterour voluntary deductions.
g Direct Deposit \ EE \W-4 Tax Information EE W-2 Reissue Request
'\ Add or update vour direct degésit information. Review or change your W-4 information. Request a reizsued W-2.

.
“

E" December Conversion Election
December Converzion Election Letter

14
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Add Direct Deposit

Direct Deposit
JOHN DOE

Feview, add or update your direct deposit information.
Direct Deposit Detail

Hﬂl.ltl Humber A{:c:uunt NHumber Deposit Type AmtrPc:t {)r ‘ ‘

Checking 910001555 91000015494 Amount 5500 Edit Delete
savings 910001555 99133640289 Balance 999 Edit Delete

Add Account | Pay Staternent Print Option

15
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Department of Administrative Services

Main Menu = Self Service =

ﬁ_@ Payroll and Compensation

Review your pay and compensation hiztory. Update yvour direct deposit and other deduction or contribution information.

E" Payroll Distribution Journal E View Paycheck EE Voluntary Deductions
Payroll Diztribution Journal Review current and prior paychecks. Add or update yvour voluntary deductions.

Direct Deposit EE W4 Tax Informatic-n\ EE W-2 Reissue Request

Add or update yvour direct deposit infurmatiun.\ Review or change your W-4 inf jrmation. Reqguest a reizzued W-2.

E" December Conversion Election
December Converzion Election Letter

16
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Department of Administrative Services

Top of the screen

W-4 Tax Information

JOHM DOE Social Security #  099-25-7580
State of Ohio

You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax to
withhaold from your pay. Federal income tax is withheld from your wages based on marital status and
the number of allowances claimed on this form. You may also specify that an additional dollar amount
be withheld. You can file a new Form W-4 anytime your tax situation changes and you choose to have
more, or less, tax withheld.

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

123 Mo Address St
Pickerington OH 43147

Mailing Address

123 Mo Address 5t
Columbus OH 43215
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Department of Administrative Services

Change Allowances and Amount

W-4 Tax Data

Enter total number of Allowances you are claiming: |
Enter Additional Amount, if any, you want withheld from each paycheck: | 3375

Indicate Marital Status: single % Married

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

select 'Single' status.

" Check here if your last name differs from that shown on your social security card.
You must call 1-800-772-1213 for a new card.

Claim Exemption

| claim exemption from withholding for | 2010 and | certify that | meet

BOTH of the following conditions for exemption:
== Lastyear| had a rightto a refund of ALL Federal income tax withheld
because | had MO tax liahility; AMND

== This year | expect a refund of ALL Federal income tax withheld
because | expectto have MO tax liability.

[T Check 'Exem pt' here if you meet both conditions.

Submit Lnder penalties of perjury, | declare that | have examined this cerificate 18
and to the best of my knowledge and belief, itis true, correct, and

complete.
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Verify ldentity

Verify Identity

To protect your privacy, verify your identity by typing your password. If you are not this user, click Sign Out.

User ID: 10064708

Password:

Continue Cancel

19
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Confirmation

Submit Confirmation

V The Submitwas successful.

However, due to timing, your change may not be reflected on the next paycheck.

[oK]

20
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Department of Administrative Services

Main Menu = Self Service =

ﬁ_@ Payroll and Compensation

Review your pay and compensation hiztory. Update yvour direct deposit and other deduction or contribution information.

E" Payroll Distribution Journal E View Paycheck EE Voluntary Deductions
Payroll Diztribution Journal Review current and prior paychecks. Add or update yvour voluntary deductions.

Direct Deposit W-4 Tax Information P — W-2 Reissue Re:;m
== == == -
=] e nenost = = |

Add or update vour direct deposit information. Review or change your W-4 information. < Reqguest a reizzued W-2.

E" December Conversion Election
December Converzion Election Letter

21
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W-2 Reissue Request

W-2 Reissue Request
JOHN DOE Social Security # 999-25-7580

Zomplete the following information to request a reissue of your W-2 form.
Home Address

123 Mo Address 5t
Pickerington OH 43147

Mailing Address

123 Mo Address 5t
Columbus OH 43215

W-2 Reissue Request

*W2 Request for year: | 2009
Select where you want your VW-2 delivered: | Mailing Address j

22
Submit
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Specify Address

W-2 Reissue Request
JOHN DOE Social Security # 999-25-7580

Zomplete the following infarmation to request a reissue of your W-2 form.
Home Address

123 Mo Address St
Pickerington OH 43147

Mailing Address

123 Mo Address St
Columbus OH 43215

W-2 Reissue Request
*W2 Request for year: |EUDQ

Select where you want your W-2 delivered;

Hnme Address
Submi Mailing Address 23

Wark Location
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Department of Administrative Services

Marital Status

| Main Menu = Self Service =

2= Personal Information

Review and update your perzonal information.

E" Personal Information Summary E Home and Mailing Address E Phione Humbers
Review a summary of your personal Review and update your home and mailing Add or update phone numbers, or gpecify
information. addrezzes. your primary phone number.
E" Email Addresses E Emergency Contacts Marital Status \
Add or update vour email addresses. Add or update your emergency contact Update yvour marital 2tatus.
information. \

Hame Change

Review or update your name information.

24
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Link to eBenefits

Marital Status Change Life Event

A marital status change is a good time to reconsider your health care

coverage.
This guide will take you thraugh all the steps necessary to ensure that your Takes
henefits information is updated ta reflect this event in yaur life.
employee to
eBenefits
Click Start to begin the life event process. Start
Steps Dezcription

To change your benefit choices, vou must first

SEiEEas complete the Marital Status Change form.

Feview your current name, address, phone
Personal Information numbers, email address, and emergency
contacts.

&

Find out how to add new dependents or make

Benefits Enrollment changes to your current benefits choices. 25
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eBenefits

Marriage Life Event
Change Fersonal Benefits
Status Information  Enrollment

Marital Status Change
JOHN DOE

Fill in the following information and click the Submit button. This form must be completed
within 31 days of your marriage date (or 31 days of your divarce date) ar you will not be
eligible to change your benefit elections for this family status change event.

*Date of the Event: 0819/2010 5

Current Marital Status: Linknown

*Change Marital Status To: | Married j

* Required Field Back et

Submit |

26



	Personal Information
	Status = ‘A’
	Phone Number(s)
	Multiple listings/One preferred
	Confirmation
	Email Addresses
	Business Preferred
	Contact Information
	Emergency Contacts
	Slide Number 10
	Marital Status
	Name Change
	Edit/Submission
	Slide Number 14
	Add Direct Deposit
	Slide Number 16
	Top of the screen
	Change Allowances and Amount
	Verify Identity
	Confirmation
	Slide Number 21
	W-2 Reissue Request
	Specify Address
	Marital Status
	Link to eBenefits
	eBenefits

