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Welcome to Self Service!
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Welcome to OAKS Self Service!

 Employee Self Service is your personal
guide to your personal information.

— First time user
— EXxisting user

e Updated support page:
http://oakspmo.ohio.gov/oaks/training/s
upportkit/ 2



http://oakspmo.ohio.gov/oaks/training/supportkit/�
http://oakspmo.ohio.gov/oaks/training/supportkit/�

Hoaman fga/l‘a/ Wd/{df/&/ﬂ&/{?f

My System Profile

e Password reset (HCMJAOO2)

e Setup forgotten password help
(HCMJAO0O03)

« Adding/Editing email addresses
(HCMJAOQS)



http://www.oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA002_Password_Reset.pdf�
http://www.oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA003_Setup_Forgotten_Password_Help.pdf�
http://www.oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA005_Adding_or_Editing_Email_Addresses.pdf�
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* View your online paycheck at
hcm.ohio.gov

 Read a brief guide to signing in and a
comparison to your old online
statement: PDF

— Revision will be out soon



http://hcm.ohio.gov/�
http://oakspmo.ohio.gov/oaks/training/supportkit/ePay_brochure.pdf�
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e Agency Proof Review Process in OAKS

e eBenefits: Viewinqg vour Benefits
Summary

o eBenefits: Life Events: Birth and Adoption

e eBenefits: Life Events: Marital Status
Change

e eBenefits: Adding or Changing your
Insurance after an Event



http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA197_Agency_Proof_Review_Process.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA198_eBenefits_Viewing_Your_Benefits_Summary.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA198_eBenefits_Viewing_Your_Benefits_Summary.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA199_eBenefits_Life_Events_Birth_and_Adoption.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA201_Life_Events_Marital_Status_Change.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA201_Life_Events_Marital_Status_Change.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA200_eBenefits_Adding_or_Changing_Insurance_After_Even.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA200_eBenefits_Adding_or_Changing_Insurance_After_Even.doc�
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Department of Administrative Services

Benefits Summary

Benefits Summary

John Doe
Taview your henefits as of another date, enter the date and click Go:

|12m1fznn? 1) Go |

Fremiums displayed do notinclude possible makeups andfor refunds shown on paycheck. Emplayees paid ki-weekly can divide manthly premium
in half to calculate costs per pay period.

Type of Benefit Plan Description Coverage Level Cover in Date Monthly Employee Rate
Medical Ohio Med PPO =ingle 07i01/2002 512964

Dental Preferred Choice PPQ Single 07/01/2000 50.00

Yision Yision Service Plan Single 0710112006 50.00

Supplemental Benefit Plans

Deduction Code Description .Amuunt Deducted Per Pay
SLIPLTA Benefits Trust Supp Life Ins 2173
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Time and Labor

e Time and Labor Self Service for

Manaqgers

e Time and Labor Self Service for
Employees

e Quick Steps — easy-to-follow
Instructions



http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS201.aspx�
http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS201.aspx�
http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS202.aspx�
http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS202.aspx�
http://oakspmo.ohio.gov/oaks/training/supportkit/quick_steps.aspx�
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Other Modules

e ELM

— Used by the state to support end user
training deployment

e Travel and Expense



http://www.oakspmo.ohio.gov/oaks/training/ELMTraining/elmTraining.htm�
http://ohiosharedservices.ohio.gov/TravelandExpense.aspx�
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The Future of Self Service


Presenter
Presentation Notes
The State of Ohio needs a centralized method of storing employee information that also provides fast, easy access to up-to-date information about the users.  

Currently, state employees are required to submit a form to their agency human resources office when they want to make a change to their personnel information, e.g., tax withholding, address, direct deposit, etc.  With Self Service the State can provide employees the ability to maintain their own profiles—including name, address, phone number, marital status, and date of birth—and have the kind of information at hand to assist them in the day-to-day activities they may encounter in their job. Configurable options in eProfile enables us to determine—by transaction—how information entered through self-service is handled. There will be minimum business rule changes; mainly when do we (the State) want information the information to be saved - immediately or routed for review and approval. 

eProfile self-service transactions interface directly with the system. These transactions enable employees to make changes to their personal profile information by reviewing, adding, changing, deleting (where appropriate), and submit for approval. 

The self-service transactions are:
Home and mailing addresses
Phone numbers
Email addresses
Emergency contacts
Marital status change
Name change
Voluntary Deductions
Direct Deposit
W-4 Tax Data
W-2 Reissue Request


=
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Department of Administrative Services

Personal Information

| Main Menu = Self Service =

=| Personal Information

Review and update your personal information.

E Phone Humbers

E" Personal Information Summary
Review a gsummary of yvour personal

E Home and Mailing Address

Review and update vour home and mailing

infermation. addrezzes. 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,

10

Add or update phone numbers, or gpecify


Presenter
Presentation Notes
Employees can access each transaction individually or use the Personal Information page to review all personal information at once. Navigation links on the Personal Information page provide quick access to the various transactions that employees can use to make changes, if necessary. 

There are three transactions which are designed to use workflow for self-service:  name change,
marital status change and address change.  If workflow is activated, when a user performs one of the following transactions, the system automatically routes the transaction request to the appropriate person for approval.
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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.

11
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Department of Administrative Services

Home/Malling Address

Home and Mailing Address
JOHN DOE

Addresses

123 No Address S5t
Home Current 110712008 LISA Pickerington, OH 43147-9184 Ed|

*Address Type: | j Add |

* Required Field

Return to Personal Information

12
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Department of Administrative Services

Add Address

Add Mailing Address

Country: United States

iZhange Country

Address 1: |F'C' Box 123

Address 2: |

Address 3: |
City: \Columbus Stﬂte:|DH Q Ohic Postal: 43215
County: Franiklin Q
Date Change Wil E=RiioCt:
N
On this date: ‘W‘I‘ (example: 01/31/2000)
Save cancel

13


Presenter
Presentation Notes
  Change country – for those employees who live outside of the United States
  On this date – defaults to the date the page was opened
  doesn’t allow the employee to change the mailing address to inactive
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Department of Administrative Services

Home and Mailing Address

Save Confirmation

" The Save was successful.

14
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Department of Administrative Services

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

15
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Department of Administrative Services

Haman fgﬂ/lfa/ /%/(cg/e/f(a/ﬂf

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.

16
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Department of Administrative Services

Delete

Phone Numbers
JOHN DOE

Enter your phane numbers below.

Extension | Preferred

=D

Phone Type Telephone
Business 614/466-0000

Add a Phone Mumber |

*Required Field

Save |

Feturn to Self Service

17
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Department of Administrative Services

Delete message

Phone Numbers

JOHN DOE
Enter your phone numhers helow
Meszage from webpage x|
Phone Type r': “ou cannot delete the prefered phone.
Business . “ou muzst designate a new prefered phone before deleting thiz phone. le
ok |
Add a Phone I

* Required Field

Save |

Return to Self Senvice

18


Presenter
Presentation Notes
  cannot delete the Preferred phone number once entered but can edit if it needs updated
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Department of Administrative Services

Edit or Add

Phone Numbers
JOHN DOE

Enter your phane numbers below.

Phone Type Telephone Extension | Preferred

Business |E14J4EE—I:II:II:II:I [v Delete |

Add a Phone Number | |

*Required Field

Save |

Feturn to Self Service

19
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Department of Administrative Services

Drop-down menu

Phone Numbers

JOHN DOE

Enter your phone numbers below.

Phone Type Telephone Extension |Preferred
Business 614/466-0268 | I Delete

=l | | r Delete

Zampus
Cellular
Darmitory J
Fax
Home
Main
Other
Fager 1
Fager 2
Telex
Wark

20



Presenter
Presentation Notes
Will need to pare down the list of values
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Department of Administrative Services

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

21
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Department of Administrative Services

Phone Numbers

Save Confirmation

" The Save was successful.

o]

22
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Department of Administrative Services

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.

23
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Department of Administrative Services

Business — Preferred

Email Addresses
JOHN DOE

Preferred

*Email Type Email Address
Business walpolem@das.state.oh.us HCDV1.HCDWA v

Add an Email Address |

* Required Field

Save |

24
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Department of Administrative Services

Add

Email Addresses

MELISSA WALPOLE
*Email Type Email Address Preferred
Business melissa.walpole@das.state.oh.us HCDVI.HCDV1 v
= | r Delete
Home

Dther

* Required Field

Save |

Feturn to Personal Information

25
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Department of Administrative Services

Personal

Email Addresses
JOHN DOE

Email Address | Preferred

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

Home |myemail@hnme.cnm [ Delete |

Add an Email Address |

* Required Field

Save |

26


Presenter
Presentation Notes
 currently, OAKS-generated emails are sent to the Business email regardless of which email is selected as Preferred.
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Email Addresses

Save Confirmation

b The Save was successful.

27



Ohl(DAs Houman fgﬂ/'fa/ /%/myem/(t

Department of Administrative Services

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

28
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Department of Administrative Services

Haman fgﬂ/lfa/ /%/(cg/e/f(a/ﬂf

Emergency Contacts

| Main Menu = Self Service =

&=

Personal Information

Review and update your perzonal information.

E" Personal Information Summary
Review a summary of your personal
information.

E" Email Addresses
Add or update vour email addresses.

Hame Change

E" Home and Mailing Address E Phone Numbers
Review and update your home and mailing Add or update phone numbers, or gpecify
addrezzes. your primary phone number.
_4'__-—-—— _—---\

\

Marital Status
Update yvour marital 2tatus.

Emergency Contacts

/
E Add or update your emergency contact |

Review or update your name information.

29
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Department of Administrative Services

Add

Emergency Contacts
JOHN DOE

Contact Name Relationzhip to Employee

Add an Emergency Contact

Return to Self Senvice

30
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Department of Administrative Services

Relationship to Employee

Emergency Contacts

Emergency Contact Detail
JOHN DOE

Address and Telephone

*Contact Hame: |

*Relationship to Employee; | (Invalid Value) |
Daughter
ExSpouse
" Contact has the same adq Foster Daughter
Foster Son

" Contact has the same teld Legal Guardianship
Savings Bond Beneficiary

Address e I
Spouse
Country: United Staf Step Daughter
Step Son
Address:

31


Presenter
Presentation Notes
Need to change the list of values; include mom and dad, etc.
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Department of Administrative Services
Phone
Telephone: |
Other Telephone HNumbers
*Phone Type Phone Number

Add a Phone Mumber |

* Required Field

Save |

Return to Emergency Contacts

32
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Department of Administrative Services

Same Address — Yes

*Contgct Name: Mary Doe

*Relgtionship to Employee: | SPOUSE j

¥ Contact has the same address as the employee

" Contact has the same telephone number as the employee

Address Type: |Home |
Country: United States
Address: 123 Mo Address 5t

Pickerington, OH 43147-8134

33


Presenter
Presentation Notes
Employee could pick mailing address 
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Department of Administrative Services

Same Address — No

*Contact Name: Mary Doe

*Relationship to Employee: | SPouse j

”ontact has the same address as the employee

" Contact has the same telephone number as the employee

Address

Country: LInited States

Address: Edit Address

34
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Department of Administrative Services

Same Phone Number — Yes

" Contact has the same address as the employee

@zmta ct has the same telephone number as the employee

Phone Type: v
Country: LInited States
Address: Edit Address

Employee'sPhore

FPhone: 614/555-1212 35


Presenter
Presentation Notes
This selection defaults to Business so the user would have to change the drop-down to Home.
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Department of Administrative Services

Same Phone Number — No

" Contact has the same address as the employee

*nntact has the same telephone number as the employee

Address
Country: LInited States

Address: Edit Address

Telephone: 614-555-2999|

36
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Department of Administrative Services

Emergency Contacts

Save Confirmation

" The Save was successful.

o]

37
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Department of Administrative Services

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

38
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Department of Administrative Services

Contact Address/iPhone Other Phone Mumbers

JOHM DOE Person ID: 10058382
Emergency Contact Find | Wiew All First Kl 102 Last
Contact Name: Baby Doe
Relationship to Employee: Daughter ™ Primary Contact

[T same Address as Employee
[T Same Phone as Employee

Contact Address
Country: USA United States
Address: 100 SheMovedOut Ave. Edit Address
Columbus, OH 43215
Contact Phone
Phone: B14/555-8888 %



Presenter
Presentation Notes
Allows only one primary contact but as many contacts as necessary


=
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.

40


Presenter
Presentation Notes
We’ll come back to this…
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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.
41
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Department of Administrative Services

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 | 42


Presenter
Presentation Notes
  Name changes trigger creation of a workflow worklist item.  Then, an approval process needs to be done to process the name change.  

  Documents that would evidence a name change:
Valid drivers’ license issued by BMV
Social security card
Valid passport
Marriage certificate with proof of birth name and present name
Court documents reflecting legal divorce or legal separation with name change indicated thereon;
Death certificate (in the case of a widow)
Copy of page 1 of most recent tax return showing name. 
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Department of Administrative Services

Voluntary Deductions

Main Menu = Self Service =
ﬁh@ Payroll and Compensation

Review your pay and compenzation history. Update your direct deposit and other deduction or contribution infocmeie="" ey,

o '
E" Payroll Distribution Journal E View Paycheck / Voluntary Deductions N ‘
Payroll Diztribution Journal Review current and prior paychecks. N Add or update yvour voluntarugfeductions.
Direct Deposit EE W-4 Tax Information EE WW-2 Reissue Request

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

43



(::)lf[i(ilhliﬂsi; 742%M«<§%®¢h//%%ﬂy%mwm¢'

Department of Administrative Services

Add Deduction

Voluntary Deductions
JOHN DOE
State of Ohio

Review, add or update your voluntary deductions information.
Voluntary Deductions

Deduction Type Etart Date Etﬂ Date Etatus I}educ:tiﬂn Goal Amﬂunt Goal Balanc:e

Add Deduction |

Feturn to Payroll and Compensation

44
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Department of Administrative Services

Voluntary Deductions

Add Voluntary Deduction

JOHN DOE
State of Chio

*Type of Deduction: | Q

*Check whether Deduction is a Flat Amount or Percent: | j

*Enter Amount/Percent to be deducted: |

Take deduction until | reach this Goal Amount: |

*Enter Deduction Start Date: E‘:I (example: 12/31/2000)
Enter Deduction Stop Date: E‘:I (example: 12/31/2000)
Current Balance: 0.00

* Required Field

Save |

Feturn to Voluntary Deductions 45
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Department of Administrative Services

Types of Deductions

Look Up *Type of Deduction:

Zancel |

Search Results
View Al  First E| 1-8 of 8 |E| Lazt

Deduction Description
Benefits Trust Supp Life Ins

Columbus 5t Fed Credit Union
Combined Charitable Campaign
Credit Union Of Ohio

Delco Triangle Credit Lnian
Kemba Cincinnati Credit Union
Member One Credit Union
Tappan Credit Union

46
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Department of Administrative Services

Flat Amount or Percentage

Voluntary Deductions

Add Voluntary Deduction

JOHN DOE
State of Ohio
*Type of Deduction: Credit Union Of Chio ')
*Check whether Deduction is a Flat Amount or Percent: j
% of Total Gross
*Enter Amount/Percent to be deducted: Amount

Take deduction until | reach this Goal Amount:

*Enter Deduction Start Date: e (example: 12/31/2000)
Enter Deduction 5top Date: e (example: 12/31/2000)
Current Balance: 0.00

* Required Field

Save

Return to Voluntary Deductions 47
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Department of Administrative Services

Goal and Start/End Dates

Voluntary Deductions

Add Voluntary Deduction

JOHN DOE

State of Chio

*Type of Deduction: Credit Union Of Ohio Q
*Check whether Deduction is a Flat Amount or Percent: | Amount j

*Enter Amount/Percent to be deducted: |JI 00.00

Take deduction until | reach this Goal Amount: |

*Enter Deduction Start Date: 011712010 B oporinie: 12131/2000)
Enter Deduction Stop Date: E‘:I (example: 12/31/2000)
Current Balance: 0.00

* Required Field

Save |

Eeturn to Voluntary Deductions

48
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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.
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
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Direct Deposit
JOHN DOE

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

Checking 91000000250 91000015494 Balance Delete |

Add Account | Pay Statement Print Option

Return to Payroll and Compensation
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Direct Deposit

Change Direct Deposit
JOHN DOE

Your Bank Information
Routing Number: |Q1DDDDDDEED
g Wiew check example

Distribution Instructions
Account Number: 91000015494

*Account Type: I Checking =l

Amount'Percent: |

Deposit Order: | (example: 1 = firzt account processed)

Save |

Return to Direct Deposit

* Required Field
51
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Checking vs. Savings

Direct Deposit

Change Direct Deposit
JOHN DOE

Your Bank Information

Routing Humber: 91000000250
" View check example

Distribution Instructions

Account Number: | 91000015494

R . . ‘Checking :
Deposit Type: Issue Checlk
Amount/Percent:  [Savings

Deposit Order: (example: 1 = first account processed)

Save |

Return to Direct Depaosit

52
* Required Field


Presenter
Presentation Notes
The issue check option allows employees to deposit a part of their paycheck into a checking or savings account and the rest of it to be received as a physical check.  This functionality would be removed.
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Deposit Type

Direct Deposit

Change Direct Deposit
JOHN DOE

Your Bank Information
Routing Humber: 91000000250
"a View check example

Distribution Instructions
Account Number: | 91000015494

*Account Type: I Checking j
*Deposit Type: Balance "I
Amount
Amount/Percent: ‘Balance
Deposit Order: : 1 = first account processed)

Save |

Return to Direct Deposit

* Required Field
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Amount/Deposit Order

Direct Deposit

Change Direct Deposit
JOHN DOE

Your Bank Information

Distribution Instructions

View check example

Account Number: | 91000010000|

*Account Type: I Savings j

*Deposit Type: | Amount - I
Amount/Percent: |200.00

Deposit Order: 1 (example: 1 = first account processed)

Save |

Return to Direct Deposit

* Required Field
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Add Direct Deposit

Direct Deposit

Save Confirmation

‘/ The Save was successful.
However, due to timing, your change may not be reflected on the next paycheck.

OK

55


Presenter
Presentation Notes
An update in Self-Service direct deposit updates the direct deposit table at save time.
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Add Direct Deposit

Direct Deposit
JOHN DOE

Feview, add or update yvour direct deposit infarmation.
Direct Deposit Detail

Hﬂl.ltl Number A{:{:ﬂunt Number Deposit Type Amt.l'P{:t Dr ‘ ‘

Checking 910001555 91000015494 Amaunt 500 Edit Celete
Add Account Fay Statement Print Option

Eeturn to Payroll and Compensation
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Add Direct Deposit

Direct Deposit
Add Direct Deposit

JOHN DOE

Routing Number: | 10001555
g Yiew check example

Distribution Instructions
Account Number: 99133640259

*Account Type: | Savings [
*Deposit Type: I Balance x|
Amount/Percent: |

Deposit Order. 2 (example: 1 = firzt account processed)

57



Ohl(DAs Houman fgﬂ/fa/ /%/(cyem/(t

Department of Administrative Services

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
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Department of Administrative Services

Add Direct Deposit

Direct Deposit
JOHN DOE

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

Checking 91000000250 91000015494 Balance Edit Delete |

Add Account | Pay Statement Print Option

Return to Payroll and Compensation
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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
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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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Bottom of the screen

W-4 Tax Data

Enter total number of Allowances you are claiming: 0

Enter Additional Amount, if any, you want withheld from each paycheck: 33.75
Indicate Marital Status: Single % Married

" Check here and select Single status if married but withholding at single rate.
Hote: If married, 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 right to a refund of ALL Federal income tax withheld
because | had MO tax liahility, AND

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

™ Check 'Exem pt' here if you meet both conditions.

Submit LInder penalties of perjury, | declare that | have examined this certificate
and to the best of my knowledge and belief, it is frue, correct, and 62

complete.
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Updating W-4 Tax Data

W-4 Tax Data

Enter total number of Allowances you are claiming: 1

Enter Additional Amount, if any, you want withheld from each paycheck:
Indicate Marital Status: ¢ single  * Married

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

[T Check here if your last name differs from that shown on your social security card.
You must call 1-800-F72-1213 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 arightto a refund of ALL Federal income tax withheld
hecause | had MO tax liability; AMND

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

" Check ‘Exempt’ here if you meet both conditions.

| Submit I Under penalties of perjury, | declare that | have examined this cerificate
and to the best of my knowledge and belief, it is true, correct, and 63
complete.



Presenter
Presentation Notes
An update in Self-Service W-4 tax data updates the tables at save time.
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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 64
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
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Presenter
Presentation Notes
ePay password validation
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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]
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Presenter
Presentation Notes
There is delivered functionality to allow workflow for W-4’s. When the W-4 Exempt Employees Process is run, all employees who have filed Exempt on their W-4 forms are notified.
 
A work list item is sent to notify the Payroll Supervisor that a notification was sent to the employee.
After the W-4 Exempt Employees process is run, an email notification is sent to employees that their Exempt status will expire and that they need to file a new W-4 form with the Payroll department. 
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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
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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

68
Submit



Presenter
Presentation Notes
An employee uses the W-2 Reissue Request page to request a new W-2 be sent to their home or work location.  
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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 69

Wark Location
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Submit Confirmation

“ The Submit was successful.

oK
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Presenter
Presentation Notes
  Might want to specify how many days until it is mailed as a courtesy
  A workflow worklist item is created and routed to the Payroll Administrator to indicate that a request for a duplicate W-2 has been made.
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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.
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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. 72
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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 |
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