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Employee Self Service

Employees can...

= access from any computer.

= view their elected withholding, earnings summary, check
history, company documents, leave balances and leave history.

" request changes to their demographics, direct deposits, W4
and state tax withholding forms.

= upload documents for demographic and direct deposit request.
= print past check information.

= print W2s for past years.



Employee Self Service — Register

Registration on Log In screen

/ Log in - Employee Self Service % \"’

sy R E =
\ ('J,' i} | reliantmcailocal/ESS [Account/Login

?H.O\Search !ﬁlg + (1) G

Most Visited @ Getting Started
Account Help Register Login

Employee Self Service

Enter Web Address for ESS into your browser.

Log in
User
name .
Everyone must register as a user
Password for ESS using their social security

number and employee number.

Forgot username or password

f"“],; HARRIS

\s= School Solutions Login

NOTE: Internet Explorer version 9 and below are not supported in ESS.
The Internet Explorer browser must be version 10 or above.



Employee Self Service - Register

All employees must create an account in ESS.

Create a New Account

Use the form below fo create a new account.

Employee chooses their own User Name and
Password. User name should not contain
any special characters or spaces.

Passwords are required to be a minimum of & characters in length.

User name Social Security Number and Employee
Number combination is validated in the
payroll system.

Email

First Name

Email address will be used to send all
Last Name notifications from ESS. This does NOT have
to be a school district assigned email
address. It may be an employee’s personal

Social Security Number

Employee Number email address.
Password Your Employee Self Service account confirmation
me@me.com
Confirm password Serl: Fri 5/16/2014 9:50 AM
Mleseans * : [# Angela Palmire
Thank you for registering. An email has Tor | HAn
been sent to . Please check your .. . . . . . .
. 1 .
- email and use the enclosed fink fo finish Thank you for signing up with us! Please confirm your registration by clicking the following link:
registration.If you do not receive an email to . .
& 4 Confirmation Link

confirm your account please contact your

System Administrator.

In case you need it, here's the confirmation code: dIKg0-xx2¢3iCLQ8%1mv_BQ2

An email, with a confirmation link, will be sent to the email address the user provided when creating their account.
User must use the confirmation link in the email to be confirmed as an authorized user for ESS. Once the employee
has been confirmed as a user, they can login in with their user name and password.



Employee Self Service — Account Help

Account Help allows the employee to recover their password.

Employee Self Service

Forgot Password

User Name

oF O

Employee
8467
Number

Account Help Register Legin

The Account Help allows a registered employee to recover their password
with the Forgot Password recovery. The employee must enter their User
Name or Employee Number and press the Recover button. An email with
a ‘reset password’ link will be sent to employee’s ESS email address.
Once the employee clicks on the link in the email, a computer generated
password is assigned to their user name. The employee will receive a
message and a email with the new password. The employee can then
login with the new password. The password can be changed
(instructions on page 40). The Forgot Password will not work if the
employee’s account has not been confirmed (see previous screen).

2 Reply (52 Reply All (5 Forward 55 1M
Thu 1/12/2017 1:16 PM

nextgeness@gmail.com

Password Reset Token
To

Reset Password

Please find the Password Reset Token for user name: lamason

Account Help Register

Your new password is:

Thu 1/12/2017 1:17 PM

nextgeness@gmail.com

New Ess Password

T lire

Please find the Password Reset Token
TAWIPp




Employee Self Service — Account Help

Account Help allows the employee to recover their user name.

Employee Self Service

Forgot Username

Employee

‘ 84671
Number |

Employee
Email

amason3434343@hotmail.com

(G Reply 52 Reply All (= Forward 65 IM
Thu 1/12/2017 1:14 PM

nextgeness@gmail.com
ESS User Name

To

ESS User Name: lamason

Account Help Register Legin

L)

The Account Help allows a registered employee to
recover their user name with the Forgot Username
recovery. The employee must enter their Employee
Number and their ESS email address and press the
Recover button. An email with their user name will be
sent to the employee’s ESS email address. If the email
address entered does not agree with the email address
the employee register with, a message will be
displayed and no email will be sent. The Forgot
Username will not work if the employee’s account has
not been confirmed (see page 4).



Employee Self Service — Account Help

Account Help allows the employee to recover their user name.

Employee Self Service AccountHelp  Register  Login

Login

User name

Password

Forgot usemame or ssword
& o ‘ Forgot Password
User Name

OR
Employee Number
The Forgot username or password link on login screen [ recover | ot
is a fast link to the Forgot Password and Forgot
. . Forgot Username
Username functionality under the Account Help. e

Employee Email

m



Employee Self Service — Menu

The Main screen will display the Logo and Welcome Message with the menu options available on the
toolbar. Each menu options can be expanded to display transactions available. If user is an
Administrator for ESS, they will also see Site Administration in their menu options.

Employee Self Sefvice  TaskList  Personal Leave Documents Purchasing About ESS Hello. lallen Log Off

7
72 HARRIS

Welcome to ABC School District's Employee Self Service. We appreciate all our
employees and hope you enjoy your experience on Employee Self Service.

Personal Leave Docu Documents Purchasing

View Company Documents
Payroll Inquiry View Employes Documents
| Deductions Inquiry i

Earning Summary (YTD totals)
iew Pay Checks

Payroll Changes
Demographics
{ Enter/=dit Direct Deposit

Tax Withholdings
M3-4
W-4



Employee Self Service - Task List

Employee can view or cancel pending requests and view past requests.

Employee Self Service  TaskList  Personal Leave Documents Purchasing About ESS

Task List will displays a summary of all the
employee’s pending change requests.

My Pending Requests

Date Submitted ‘ Request Type Description
S A4 Change Request : =
A4 for + View Details | | x Cancel |
02:28:30PM - TR
Demographic
01/03/2017 . ; .
Demographic Change Request for a View Details | | x Cancel |

01:47:53PM

View My Past'Current Requests

Completed Requests (approved or Details for the pending Pending requests
rejected) can be viewed by the request can be viewed by (unapproved) can be
employee with the View My employee.

cancelled by employee.
Past/Current Requests.



Employee Self Service — Task List

An employee who is also an Approver will have both their requests and the Approver
Tasks displayed on their Tasks menu.

Employee Self Service  Site Administration Task List ~ Personal Leave Documents Purchasing About ESS

;Apprcwer Tasks <

The Approver can

Date Submitted - | Request Type - Approver Role - | Description . ot
010472018 11:13:19AM wa R W4 Change Reguest fer - appr(?Ve or rejec
pending requests
L re it il - from employees on
0110572018 D3:26:38PM Dermographic Hrapprover s kit b the Task List menu

under Approver Task.

Approvers can view request history with
the View Completed Approver Tasks.

| Wizw Compisted Approver Tasks

|My Pending Requests

Date Submitted - Request Type - Status - Description « | Wiew Detalls Cancel
Demographic C
01/05/2018 03:26:38PM Demogfaphic Submitted FT; hange a Wiew Deatalls x Cancal

| View My Past/Current Requests

Completed requests (approved or rejected) can be viewed by
the employee with the View My Past/Current Requests.



Employee Self Service—Personal/Payroll Inquiry

The Personal menu contains the sub-menu for Payroll Inquiry which includes the Inquiries
available for the employee.

Personal Leave Docu

~

Payroll Inquiry
Deductions Inquiry

Earning Summary (YTD totals)

J

View Pay Checks

AN

Payroll Changes

Demographics
Enter/Edit Direct Deposit

Tax Withholdings
MS-4
- W4



Employee Self Service — Deduction Inquiry

The Deduction Inquiry allows for viewing and printing the employee and employer
cost for employee elected deductions.

Payroll Deductions

User Instructions

Insurance elections can only be changed during open enrailment with the exemption of life changing evenis such as the birth of a child, death,
divorce, retirement. See your insurance handbook for further explanation of life changing events.

Deductiﬁn ; Employee Cost ; Employer Cost
l MAT INSURANCE l 50.00 l s780.00

RETIREMENT WiH : 7.5000 % : 11.9400 %
AlaTrust Credit Union 5100.00 50.00
AMERICAN FAMILY LIFE INS : $21.00 : $0.00
LIBERTY NATIONAL INS . 522475 . 50.00
PRE-PAID LEGAL SERVICES, INC. : $15.95 : $0.00
LIFE INS COMPANY OF ALABAMA . 549.77 . 50.00
PUBLIC ED EMP HEALTH INS PRO : $15.00 : $0.00
LIBERTY NATIONAL INSURANCE 50.00 50.00
SECURITY BENEFIT-457 : $25.00 : $0.00

HEALTHCARE SPENDING ACCT. 50.00 50.00



Employee Self Service — Earnings Summary

Employees can view and print their earnings summary by selecting the year they wish to view.

Earnings Summary

Back _ Print
Earnings Year 2016 i
Gross Wages 511.422.90
Federal Wages $10.366.20
Federal Tax Withheld $714.83
Social Security Wages $11.347.90
Social Security Tax Withheld . $703.56
Medicare Wages $11.347 .90
Medicare Tax Withheld | $£164.55
State Wages $11,.222.90

State Tax Withheld $401.14



Employee Self Service-Earnings Summary (W2)

If the district uses Harris School Solutions' Document Services product to produce
their W2 records, the employee can view and print their W2 for the selected year.

Earnings Summary

Back Print

Earnings Year

Gross Wages

Federal Wages

Federal Tax Withheld

Social Security Wages

Social Security Tax Withheld

Medicare Wages

Medicare Tax Withheld

State Wages

State Tax Withheld

v

View W2 -

522 189.68

$18,389.49

$935.71

$20,353.68

$1.261.90

$20,353.68

$295.09

520.053.68

$646.29

‘Copy 5-Te Ba Flled Wiy Empioyse -R05E03 09y 2-To B Filad With Evployee Sists IR
FEDERAL Tax Refurm . 1545
2 Erplojes 00 520 1 Wages, %g¢, other comp. | 2 Federa income Lay witiseld 2 Emmiies 500 2010 1 Wades, tps. ohes comp. | 2 Fagersl income t3vwithein
TEISAS 571 1638945 3571
3503 senulywages | 4 Socal secirty rwimneit 3 e (4
5 =) 23568 126130 | | b Emploper |0 nurrber [E1N) 2035365 126190
5 Wedcare wages 30 Bps | £ Medcare tanwiThs o 5 Meticare wages s | © MsdoaE e wine
M5 =0 M IRES 2505
& Emphyer name, 3difss, & 217 code © EnpijsITEnE, A0S, 30 TP 0%
‘Bibi Cowrty Board of Educaton e
1 Contr) MuTges o Corro Meoer
fr) 7]
& Erployes name, acdrees, and 2P code: & Emoloes name, adchess, and 2F sode
7 Socd ecurty e Bt e @ Advance EIC payert T Soad seterty ipe 3 Alocedins 2 Amaee B pEyTET
10 Depenient cave Densfls | 19 NonQuaifeapare 123 Cote See sl forbox 12 | |10 Dependemicaravenefls (11 Moaquailedpane | 123 Code Sesinst toroae 12
i3} IETH 1] Y L0k
15 Stoy Svployes [ 14 OTer 12 Coe 13 Sautory Enginyee |14 Ofer 12 Code
CAF 1400 G 00 CaF 1880 [-3 0N
‘Rerenen fan 418 156415 | 12 Cose Retmrat glar [ 165815 [ 120 Coe
x e ms X TE ms
“Thint-nary sick gy 120 Coke Trrhparty sk 3y 128 Cade
AL |m|s 0,05258 aem| | AL | e M BEX
15 e saiinmie | 16 SEe |17 St o 1 siag Erpoyer st Dnurter | Satewages tps el | 77 Siateincome e
18 Locawages s, |19 Localineoms Ex 20 Localty name 13 Localwages, o6 ofr. |13 Locd roome 20 Locally rane

Form 'W-2 Wags ana Tax Séatevent 073
THe

Degt ol e Treaey - Fis

‘o 15-2 Wage and Tax Sistsment 203

Defr. o e Ty~ IR3




Employee Self Service — View Pay Checks

Employee can view and print check/statement summary for a specific check date
range. The employee can view check detail by clicking on a particular check.

My Checks

Start Date 1/1,2015

End Date  5/4/2016 _

Select daie range and click Search to list pay records. Select check number from list to view pay record.

Date . Number . Date " Gross Net " Pay Adj.-Sub Info
05/31/2016 . 133504 - (Check) . 05/31/2016 . 52.248.58 | $1.190.99 . -
04/29/2016 133350 - (Check) 04/29/2016 52.288.58 $1.217.66

03/31/2016 . 133174 - (Check) 03/31/2016 . 52.258.598 $1.197.66 .

02/29/2016 133011 - (Check) 02/29/2016 52.298.58 51.224.23

01/31/2016 . 132835 - (Check) 01/31/2016 . $2.328.58 51.244.23 .

12/18/2015 132689 - (Check) 12/18/2015 52.298.58 5122344

11/20/2015 . 132524 - (Check) 11/20/2015 . 52.308.58 $1.220.10 .

10/30/2015 132369 - (Check) 10/30/2015 52.448.58 5132313

09/30/2015 . 132208 - (Check) 09/30/2015 . $2.278.58 $1.210.20 .

08/31/2015 132074 - (Check) 08/31/2015 52.468.58 51.326.35

07/31/2015 . 131943 - (Check) 07/31/2015 . 52.458.58 $1.329.69 .

06/30/2015 131736 - (Check) 06/30/2015 52.308.58 $1.220.10



Employee Self Service — View Pay Checks

If an employee has extra pay, pay adjustments or substitute pay for a specific check,
they can view detail information about the pay by clicking on Adjusts/Sub Details link.

My Checks
Start Date 1/1/2015

End Date | g14/2016

Date

05/31/2016
04/29/2016
03/31/2016
02/29/2016
12/18/2015
11/20/2015

10/30/2015

Select date range and click Search to list pay records. Select check number from list to view pay record.

Number

133579 - (Check)
133425 - (Check)
133252 - (Check)
133089 - (Check)
132769 - (Check)
132602 - (Check)

132437 - (Check)

Date

053142016

04/29/2016

033172016

021292016

12/18/2015

112002015

10/30/2015

Gross

$195.00

$65.00
$195.00
$260.00
$130.00
$195.00

$227.50

Net Pay Adj].-Sub Info

$180.08 | Adjusts/Sub Details

$60.03 | Adjusts/Sub Details

$180.08 | Adjusts/Sub Details

Pay Adj -Sub Info

\4

Adjustments to Pay/Substitutes List for:

Subbed For Date
WILLIAMS, 4/28/2016
WILLIAMS 4/26/2016
SMITH, : 4/412016
LIGHTSEY, . 4/26/2016
CHUC, 4/14/2016
CHUC, . 4/15/2016
Totals

Day(s)
0.50
0.50
0.50
0.50
0.50
0.50

Pay Rate
$65.00
$65.00
$65.00
§65.00
$65.00
$65.00

Paid
$32.50
$32.50
$32.50
$32.50
$32.50
$32.50
$195.00




Employee Self Service — View Pay Checks

Employee’s detail check information can be displayed and printed.

Check Detail ‘ .-'ﬁlx

deedee

Xocx-xx-1171 Print button.
15T AVENUE
WATSON, AL 35181

Check Information )
Check Date. 02/28/2013 7— ,, H A R R I S

Pay Period Ending. 02/28/2013 “"_‘ School Solutions ]
Check Number. 124420
Note.
Net Pay
category __________ N _Current|
Gross Pay 57.44032 510841 24
Total Deductions - Mandatory ($1,664.78) (%2 464.39)
Total Deductions - Other (5610.42)  (3917.89)
Earnings

Category I Current g Deductions - Mandatory
REGULAR 744032 $1064124 000  [ETTEm W

0.00 JYCTCYN $569.18  $829.35
Federal 380097 $1,203.66
Bank Accounts State $204 63 $431.38
Accountll Amount]
#1255 $5.165 12
s Deductions - Other
Category ________________Current|
RETIREMENT W/H $558.02 $813.09
AEA NON CERTIFIED DUES $11.65 $23.30
NEA NON CERTIFIED DUES 51075 $2150

VALIC ANNUITY WITHHOLDINGS  $30.00 $60.00
Tolal Deductions - Other $610.42W$917.89




Employee Self Service — View Pay Checks

If the district is using Harris School Solutions' Document Service product to produce their checks and
statements, the check/statement detail will display as a copy of the original check/statement. The
employee can also print a copy of the displayed check/statement.

Check Detail P

Automatic Zoom

HARRIS SCHCOL DISTRICT BOE
EMPLOYEE HAME [EMPLOYEE NUMEER | PAY PERIOD END | DEPOSIT DATE | DEDOSIT NUMEER
ELIZABETH TRAYLOR [ 985999 10/15/2013 10/31/2013 | 455864
DESCRIFTION CURRENT BMOUNT DESCRIPTION CURRENT AMOUNT ¥TD AMOUNT
Regular Pay 5,852 .85 | FED WH 819.74 5,138.54
STATE WH 263.33 2,354.21
55 WH 324.20 324.20
MC WH 75.82 £78.30
VALIC - G 58.53 523.97
POCO - G.F 402,00 3,618.00
HEALTH-CAF 401.48 3,613.32
VISION-CAF 13.27 125.7%3
FLEX MEDCL 205.35 1,874.97
CROES DAY £,852.8C | £3,.30%.01 | DISABILITY 66.99 £02.91
FRINGE BENEFIT 0.00 | 0.00 gRSmmRE?{I}gE 3%?-5? 5 ﬂg-g%
LEAVE DESCRIPTION BALZNCE TAHEN : ' -
STCR TERTE oD 5 5o | FNB POLK Z,B47.40 30,216.28
Cpen Enrecllment — Octcher 21-Movember &, 2013 WET DEFOSIT 0.00
CSI TECHNOLOGY OUTFITTERS 4 8 5 6 6 4

MOEBILE. ALABAMA

DEDOSIT  +%++VDID*++V0ID%*++V0ID+*** DIRECT DEPOSIT DEPOSIT DATE | DEFGSIT Wo. |  AmoomT |
HEAVOID* = VOLD* = =VOLD** =VO LD+ *= 107312013 | 285664 | 0.00 |

T0 THE  ELIZABETH TAYLOR
ORDER 541 EAST MATN STREET
OF ROME, GA 30lel

NON-NEGOTTIABLE DIRECT DEPOSIT
Print toolbar is at

bottom of check display.




Employee Self Service—Personal/Payroll Changes

The Personal menu contains the sub-menu for Payroll Changes which includes a menu of
all change options available to the employee.

Personal Leave Docu

Payroll Inquiry

Deductions Inquiry
Earning Summary (YTD totals)
View Pay Checks

Payroll Changes
Demographics
Enter/Edit Direct Deposit

Tax Withholdings
MS-4
T W4



Employee Self Service - Demographics

Employee can request changes to a variety of demographic fields and upload multiple documents to
be submitted with their change request. Both the employee and the approver can print the attached

Multiple files can be
selected from
multiple directories.
Acceptable file
formats include .gif,
Jpg, -jpesg, -png,
.doc, .docx, .xls,
Xlsx, .pdf, .txt.

documents from the pending or completed request/task.

If employee has a pending request, their
demographics will be displayed with the
requested changes. The employee can
change all demographic data.

Demographic Change Request
Pending

save Print Information can be
R printed by selecting Print.

All changes to name require a copy of social security card with same name. Please attach copy of social security card or bring your card by the
Payroll department.

First 3 Middle

Name Name

Last ANDY Birthday

Name

Ernail ANDY_B@IHARRISSCHOOL ORG Gandsr Female v

Address P. 0. BOX Address Az STREET

1 2

Sty BAY SAINT LOU Blaty MS Zip 99520-1032
Code

Home Cell

Phone Phone

(¥__Jw| . » Libmres » Documents »
Attachments _— —
Crganize = Hew folder
|- Selecl fies... ﬁ “ Fauorites Documents library
—_— B Desktop Includes: 2 locations
Y Ja Downloads Mame =
&% Welcome Scan.pg 85, Recent Places 2 %

k. 20120110-MNextGen W-2 Web)
b AlMLegger
I Bluetooth Exchange Folder

8 Phato shaot

S Libraries
L. Decuments | i A

NOTE: A change to the email address on the demographic screen changes the email address in the payroll system which may be
used by the school district when corresponding with the employee. It does not change the email address for the ESS notifications
which was entered when the employee registered for ESS.



Employee Self Service-Edit/Enter Direct Deposit

Employees can submit requests to add, delete, or change direct deposit accounts.

Edit Direct Deposit Account(s)
Back Prind

+ Add new récord || @ Cancel changes

Bank Name ALoount Routing Account Type Primasy Amount
ALABANA ON
s 4242 PRIZTTING Checking rue 0 .00 » Delsia
CREDIT LINICKN
ALABANMA ONE
CRENT UNION - 5212 ZBIITTIES Chatking false S25.00 » Deliie
2
Confirm
Check Sample
SOy 030
0] '$
....... A=
Where da | find bank account and routmg numbers? ; 0UA IIANCAL NETITUTION
L e - ———————————————
outing# | “Account#

If changing a routing number or the amount to deposit, click in the field, make the change and click submit.

If adding a new account, click on Add New Record, enter the information for the new account and click submit. Note:
There can be only one primary account per employee.

If you are trying to delete a direct deposit, click on the Delete button beside the account information and then click
submit.



Employee Self Service-Edit/Enter Direct Deposit

Pending changes are displayed and employees can upload files for direct deposit requests.

Edit Direct Deposit Account(s)
Pan.:llng <

Elack Frmt

If employee has a
pending request,
their direct deposit

+ Add new record | & Cancél thanges

Bark Hame Aceaunt Frouting Aceount Typs Prirmaty Arteunt information will be
SLAMBTIE it WIS Checmg sa00 <oewe  displayed with the
Tk S requested changes.
5212 PERTTTIES Chascking ke §25.00 = Debein
CREDIT UHIOH The employee can
change all pending
direct deposit data.
efE 0 | Bl Bahl AOE0U DS ey oy
= Choose File 1o U‘plaad-v_ . —— _-'i
= PSR
Ana{:hmentﬁ Crganize = Mew rolder
W Favorites Documents library
- B Deskio, Includes: 2 locations
M’Ctm ) Y Downi:acl Farme
= Recant Place:
& Friis shoat | 20120110-MextGen W-2 Web)
f  hairs_school_solutions_iogo. sm I AlMLogger ]
W T Libraries I Bluetooth Exchange Folder
. Documents | L. bugsheets

structions

Fease Upkoad copy of voubed cneck for i rr JOeCT depOiE 0o Of 0% Tor vorei;poon of ndpnmaton

Multiple files can be selected from multiple directories. Acceptable file formats include
.gif, .jpg, .jpeg, .png, .doc, .docx, .xls, .xIsx, .pdf, .txt.



Employee Self Service — Tax Withholdings

Tax Withholding under the sub menu Payroll Changes will include your State Withholding
and W-4 Withholding Forms.

Personal Leave Docume

Payroll Inquiry

Deductions Inquiry

Earning Summary (YTD totals)
View Pay Checks

Payroll Changes
Demographics
Enter/Edit Direct Deposit

Tax Withheldings
A-4

W-4




Employee Self Service — A4 (Alabama)

Changes can be made to the employee’s A4 with an electronic signature.

Current State of Alabama Employee's Withholding Allowances

Withholding Status Exemptions Dependents Addl. Amt Exempt Employee’s current State W|thho|d|ng
single 1 0 0.00 information is displayed.
User Instructions

All employees need to print a copy of new A4 for their records. Please see open task or completed task for the a copy of your new A4.

Employee can view additional
instructions for the A4 by clicking the

A4 Instructions button.

Ad Instructions

FORM ALABAMA DEPARTMENT OF REVENUE
A-4 a0 Employee's Withholding Exemption Certificate
EMPLOYEE'S FULL NAME SOCIAL SECURITY No.  JXO0{-20K-
HOME ADDRESS B2 ROAD ciy MOUNDVILLE sTaTE AL zZip 35474 E|ectr0nic Signatu re and date must
e A e e e exactly as displayed — no extra
Under penalties of perjury, | declare that| have examined this certificate and to the best of my knowledge and belief, itis true, correct, and complete. Spaces’ daShes or periOdS.
HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS
1. If you claim no personal exemption for yourself, write the figure 0", sign and date Form A-4 and file it with your employer. 0

2. If you are SINGLE or MARRIED FILING SEPARATELY & 51,500 personal exemption is allowed. Write the letter "5” i claiming the SINGLE
exemption or "MS" if claiming the MARRIED FILING SEPARATELY exemption.

[Choose § or M5) .

3. If you are MARRIED or SINGLE CLAIMING HEAD OF FAMILY, & 53000 personal exemption is allowed. Write the letter "MI" if you are claiming _ If req ueStI ng a Cha nge for A4I the
an exemption for both yourself and your spouse or "H" if you are single with qualifying dependents and are claiming HEAD OF FAMILY e m ployee m ust e nte r- ALL

exemption.

(Ghoose Mor H) information on the A4 form, not
4. Mumber of dependents (other than spouse ) that you will provide more than one-half of the support for during the year. See instructions for 0

dependent qualfications. Just the Cha nge.

5. Additional amount, if any, you want deducted each pay period. 0

. This line to be completed by your employer: Total 2xemptions (2xample: employes claims "M on ling 3 and “27 an line 4. Employer should S0

use column M-2 (married with 2 depandents) in the withholding tables).

EMPLOYER NAME FEIN EMPLOYER STATE ID
Board of Education




Employee Self Service — G4 (Georgia)

Changes can be made to the employee’s G4 with an electronic signature.

" "Current State of Georgia Employee's Withholding Allowances

withholding Status

Dependents

Employee’s current State withholding
information is displayed.

— Emp|oyee can view instructions for

Gmp./Spouse

Addl. Alowances Agal, Amt Sxempt

MARRIED - FILING JOINT (8)

Pans o (Mow 7i¥4}
STATE OF GEORGIA EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE

18 YOUR FULL NAME 10, YOUR SOCHAL SECURITY NUMBER the G4 by cIiCking the G4

XX K

20 HOME ADDRESS (NUMDer, SIreet of AU Route) 2, CITY, STATE AND ZiP CODE Instructlons b utto n.
GA 21721

PLEASE READ INSTRUCTIONS BEFORE COMPLETING LINES 3.8

3. MARITAL STATUS
(If you 0o not wish 1o claam an atioaance, enter 07 in the brackets beskse your marital status.)

A Single Enter 0 or 1 4. DEPENDENT ALLOWANCES —
B tMarmed Filing Joint. Doth spouses

working Enter 0 or 1
G Matmad Flling Joint, One $pouse workmg 5. ADDITIONAL ALLOWANCES

If requesting a change for G4, the
s S G e employee must enter ALL
Cr e ¢ RepmenAL Himnorome information on the G4 form, not

WORKSHEET FOR CALCULATING ADDITIONAL ALLOWANCES j u st t h e c h a n ge .

(Muat be compieted I Crder 1o enter an amaunt on step S)
1 COMPLETE THIS LINE ONLY IF USING STANDARD DEDUCTION
Yoursett Age 65 or over [ Banc
Spouse. | Age 65 of over [ Bang Number of boxes
< e wact 1300
2 ADDITIONAL ALLOWANGES FOR DEDUCTIONS
A Federal Esumated Nemized Deductons

B Georga STonaird Deduction  SinghtHend of Househod $2, 300 -
(enter one)
Each Spouse $1,500
€ Sustract Une 8 fram Line A
D Aovwable Deductions to Federal Adlusted Gross income

S i s — Line 5 - Additional Allowances is

F Estimase of Taxable [ncome not Subject to Wehnolaing

e G — updated from the worksheet

. Divde the Amy 1 b G by $3.000 Enter ot he i - 4
e ol omse ot aonk J entries and the Update Line 5

CThis I$ thes MaXIMum nurmber o JAGIIONS! ABCWANGES YOU Can clalm I the remainder Is over $1500 round up) —

button.

7. Letter Used (Marmal Status A B C O or E) Yotal Allowances (Total of Lines 3-5)

(Employer The letter mdicates the tax tables in the Employer's Tax Gusde)

8. EXEMPT. (Do not complete Lines 3 - 7 claiming exemp?) Read the Line 8 instructions on page 2 before completing this section.
&) 1 haim exemplion from winneMINg Hecause | INCUITed N0 GEOIHa MCOMe lax BTy Mt Year and | do Aot expect 10 have A Goorga
Income tax BaDaly NS year Check here |

©) 1 contify INat | am 1ol Subject 10 GEOrgin WENNGKIING Daciute | Mee? e CONAEINNS $61 TOrN UNAer NG Servicemembers Call Rele! Act s
amEncea by the Miltary Spouses Resicency Relie! ACT 3% Proviaed on page 2 My state of resklence i My

SoCURA (AL At Of peldasce e i aimien of reakiorice musl 55 T8 Sama 19,58 Bimingt, Chadh Electronic signature and date must

here
be exactly as displayed — no extra

L} (Qlw under ponay of perury that | am entitioo to the number of wr.hhmmng ABYWANCES OF 1he exempnon from Wﬂl"ﬁ”ﬂ'; status clatmed on

mis Form G4 Ao 1 authorize ™My SMOOYer 10 COdult PO7 PaY PONSA IHhe AdCRINAL AMOUN! Iied dbhove

bt S | bom _ spaces, dashes or periods.




Employee Self Service — MS4 (Mississippi)

Changes can be made to the employee’s MS4 with an electronic signature.

Current State of Mississippi Employee's Withholding

Employee’s current State withholding
information is displayed.

WithhoMiing Status  Dwpendents Cmp /Bpouse Sal Allowances Total Mawmpt Amt

Doth Spouses Workng

User Instructions

PR el A EOPA 111 yOuIr A MRS ST pULl DOang IOauerat O <OmMpate roguest

— Employee can view instructions for

T MISSISSIPPI EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE the MS4 by clicking the MS4
p—— - Instructions button.

s . SULERQRT "ns 22507
Wit and Sareet Sty cx Towm et o

Amount Claimeo

A If requesting a change for MS4, the

MANTAT BLATUS (Chb s O () Bpouse NOY empioyed Enter $12.000 a
g aetyimiandic iR < employee must enter ALL
BOO MAMUCLINE (D) tolow . .

e e e information on the MS4 form, not
Poad oF Lamdny You st Bo singee And have .
e Y just the change.

Yiou may claim 51,500 for each depondont”
GUE NI TOT LANPAYIN AN SROVSe . W
FBCeRES CIel SUPEO TIOM YOU BNa Wik
QuUANDe A% & dopendent for Il odetal income
X purposes

* ANARD & nuy (wary £ 1AV 51 500 N0r €A

single Entar $5 000 an cxeTnpsion

Cependents

c
|

SApenaants es (UORG T GO Wt i GuAlhet 30U
25 3t ot amely AUIGT NummSe: Of Capandunts
T By YU by §1.900

Age 3na Blindness ® Age 45 ar caser . bna e ) aergee 0

B A The Total Amount of Exemption

b epciabondeon:pianmes DU Claimed will be the total of selected

O Oependene

TR T = ¢mmmm status amount, dependent amount
CLAIMED o,
and additional allowances.

- Bana

AGMBONM Solar amount Of WINNOIGE) per
Doy DENod I 8grecd 10 By yOUE ety et

SCRA | I you meet the CONMMONS Set oIt unaer
e Sorvico Member Crst Reber as
Aranoed By e MIMAry Spouses Residenty
Resal ACL And Have No MAssmEpe L
Babaty. wrille “Exempt® on Line 6 Yoo mus:
SUDMLND & copy of he Fecerm Fom DO.2058
A0 8 COopy OF YOOI IMERALY S00use 1D Card
30 B 1O 10 YOUT empIoveT Can valoate
the mxmmpton clarm

Electronic signature and date must
PhoapbriAaporiisdegmmiipinionicbuiybepukmssimmpimego s i o be exactly as displayed — no extra

T == e 4 sPaces, dashes or periods.



Employee Self Service — W4

Changes can be made to the employee’s W4 with an electronic signature.

Current Withholding Allowances

Type Tax Status Allowances Addl. Amt Exempt
Federal Single 0 100.00 L
State Single 0 0.00 il

o W=4 Employee’s Witholding Allowance Certificate OME No. 18420074

P Whather you are entitied to clsim & cartsin numbsr of sllowsncas or exemption from withhokiing 201 ﬁ
Department of the Tressuny

is
Internsl Revenue Sarvice

subject to review by the IRS. Your employer may be required to send 3 copy of this form to the

IRE.

Employee’s current
Federal and State
withholding information is
displayed.

IRS instructions and

— worksheet are accessible
IRE. GOV W4 WorkShest Application

1. “our first name and middle initial Last Mame: 2. “our social security number
DEEDEE S COOKER JOOK-XX-
Home address{number and street or rursl route) Address 3 .

Slﬂg le

Note. If mamried, but legally separated, or spouse is 8 nonresident alien, check the "Single” box.

City or town, state, and ZIP code If your last name differs from that shown on your social security card,
WEST BLOCTON, AL 35184 check here. You must call 1-800-772-1213 for a replacement card. P
5. Total number of allowances you are claiming {from line H above or from the applicable worksheet on page 2) 5 0

8. Additional ameount, if any, you want withheld from each payched: &

$ 10000

7. | claim exemption from withholding for 2018, and | certify that | meet both of the following conditions for exempticn.
# Last year | had a right to a refund of all federal income tax withheld because | had no 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, write "Exempt™ here T

Under penalties of perjury, | declare that | have examined this certificate and to the best of my knowledge and belief, it is true, comedt, and complete.

Employee's signature Date[m/d/yyyy}) B 8/7/2015
{this form is not valid unless you sign —

it JDEEDEE 5 COOKER »
Employer Hame/Adrress Office Code{opticnal) Employer FEIN
.. County Board of Fducation

from W4 form.

If requesting a change for
W4, the employee must

_ enter ALL information on

the W4 form, not just the
change.

Electronic signature and
date must be exactly as

4= displayed — no extra spaces,
dashes or periods.



Employee Self Service — Leave

Leave Menu allows the employee to see their leave history and leave balances.

Leave Balance
Leave History




Employee Self Service — Leave Balance

Employee can view and print their current leave balances. The leave earned and used are
reflective of the last completed payroll.

Leave Balance Summary - 2016

User Instructions

Leave balances are reflective of the last payroll processed and updated. Please review your leave balances after you receive your check or statement.

Description Hrs/Days Accum. Rate Prior ¥r. Bal. Current Earned YTD Used Balance
1- SICK - CENTRAL OFFICE D 12 264 " 17 258

2 - PERSONAL - CENTRAL OFFICE | D 5 0 5 0 5

3 - VACATION - CENTRAL OFFICE D 10 18.5 10 55 23

SB - SICK BANK - CENTRAL

D 999 3 0 0 S
OFFICE



Employee Self Service — Leave History

Employee can view and print their detail leave history for a specific date range.

Leave History

Start Date | 1/1/2015 End Date G/8/2015 |

: Fayroll Date [ Hrs/Days [ Description [ Used

I 01122015 I D I PROFESSIONAL I 100 *
01/16/2013 . D . SICK . 1.00
03/05/2015 D SICK 1.00
03/20/2015 I D I SICK I 1.00
03/26/2013 D SICK 1.00
04/2002015 . D . SICK . 050
0412372015 D SICK 1.00
05/07/2015 D PERSONAL 1.00
03/08/2013 D PERSONAL 1.00
05/15/2015 I D I VACATION I 1.00
05/21/2015 o] SICK 050
05/22/2015 D SICK 1.00

D

06/05/2013

il o 2 (i 1-13 of 13 items

WVACATION 1.00



Employee Self Service—-Documents

Documents menu allows the employee to view company documents or the employee’s
personal documents. The Electronic Forms Agreement will be available in the menu IF
your district is using this option.

Documents Purchasing

View Company Documents

View Employee Documents

Electronic Forms Agreement




Employee Self Service—View Company Documents

View Company Documents allows employees view and print any documents uploaded by
the Document Administrator. This is a great way to give employee access to Policy and
Procedure Manuals, retirement documents, and Open Enrollment documents.

Company Documents

ess instructions € A

ess training

mora Instructions

open enroliment @) A

letters



Employee Self Service—View Company Documents

Employee can view and print documents that their District has placed in Company
Documents by clicking the category and selecting the document.

Company Documents

Back

EmployeeHirePackage @) A

Policy Manual

EmployeeNewHirePackage @b

new employee € \I\M R R I S

new policy €

Employee Policy and Procedures Handbook
retirement information €§




Employee Self Service-View Employee Documents

Employee can view and print their detail check, W2, Truth In Salary or 1095C form:s if
these documents are available.

Employee Documents

| Checks v
w2

Truth in Salary
1095C

Document Document Type Document Date



Employee Self Service-View Employee Documents

Employee can view and print their detail check information by selecting checks from drop down and
pressing the search button. A list of all the employee check/statements will be displayed. Employee
will then click on the check/statement to view and the check will open in a separate browser tab.
The check/statement can then be printed or saved. Each tab that is opened with detail records must

be closed manually when logging out of ESS.

Employee Documents

Checks -

Document Document Type Document Date
127566 Check 8/27/2013 11:20:14 AM
128078 Check 9/24/2013 1:53:20 PM
128591 Check 10/29/2013 2:44:58 PM
283 Check 11/20/2013 10:33:29 AM
648 Check 12/17/2013 2:27:14 PM
1016 Check 1/27/2014 10:39:29 AM
1386 M

1756
2132
2508
2883

M
M
M
M




Employee Self Service-View Employee Documents

Employee can view and print their W2 records by selecting W2 from drop down and pressing the
search button. A list of all the employee W2s by year will be displayed. Employee will click on the
W2 to view the detail record. The document will open in a separate browser tab. The W2 can then
be printed or saved. Each tab that is opened with detail records must be closed manually when
logging out of ESS.

Employee Documents

W2 v

Document Document Type Document Date
2013 W2, Board of Education w2 20612014 9:52:35 AM
2014 W2 Board of Education w2 111912015 12:27:50 PM

‘Copy 572 53 FI Wi Empiayse. = Cagy 270 B Fd W Evpluyee S =
FEDERAL Tax Return OUE Wy, 550008 by, or Local Incoms Ta Rstm OB e, 154508
3 Employesc e | 1 Vhages, s, ol coTD: | 2 Pederd noonetas wieeld | | 2 Erimessec sere | 1 Wages, s obe conp | 2 Fesenlincone mwhet
83E 48 E 1838985 a7
3 S semywags | 4 ool seaurty G winnetd 3 yeagss |4
=) R 125130 | [ b Emplorer IDrumber E1N) 23me8 126150
5 WeOE A3 M0t | § Neoce ErTreg £ e 5 wemcae wages o s | & wecaE trwnnen
e [0 Wases 1)
‘& EMgAEr R, 30055, 2P 000 & EnpYE(TaE, 35S, X007 0=
BI Coamty Bosrd of EmaBn i
# Contmi Numrmer ‘Cortr Wsrer
] o]
‘& EnpOJeE Tne, J0TEEE, 00 ZF (00 EpATE NaMs, 300, 200 ZF o=
7 Sooa searn 1s 2 Alscaea s = Adanee EIC payrent 7 o0 secerty tpe 3 Mocaedis 3 Anvarce SICpETET
10 DefenEnveDmnent |17 MonQEITeNpE 123 Co SesPSLREDONTZ | |13 Deendniscenems |11 Mosgeansspane | 123 cose Seemd wwone iz
3B oo EYEEN
13 Smumy Snpepes | 14 OFer 12 Cok 13 Sy By |14 Cloar 1 Cote
[ 18500 [ M0 caF 1850 [ 00
‘Aetrenent lan a1 5415 120 Cose T [ 1652195 12z Cace
e s x ™ 7355
Trosy sk oa 120 Com TriR gy S0k Fay 123 Coge
AL |m|= | xusus| mn|[a | wws mﬁ| w4823
15 % Styeusoes e e |07 = mkmpsmet |0
18 Locavages e.ex |12 Loalineome @ 20 Losatty name 1% Locaiwages, e, s |8 Lovd reome i |:amryme
Form 'W-2 Wags ind Tax Siatement 3 Deft ofe Treamuy- RS Fomn -2 Wage and Tax Stsiment 013 Dept. of e Tressury - IRS
THs




Employee Self Service-View Employee Documents

Employee can view and print their Truth In Salary documents by selecting Truth In Salary from drop down
and pressing the search button. A list of all the employee’s document by year will be displayed.
Employee will click on the document to view the detail. The document will open in a separate browser
tab. The document can then be printed or saved. Each tab that is opened with a detail record must be
closed manually when logging out of ESS.

Employee Documents

Truthin Salary -

Document Document Type Document Date
2015 Truth Truth in Salary 6/3/2016 10:30:34 AM
2016 Truth Truth in Salary 1/10/2017 8:52:11 AM
\ TRSPEEHIP Truth in Salary Act Information for Active Education Employees
Fiacal Year 2016

Aptloc: 009 -,

Fers id-

Total Gross Wagss for the Fiscal Year: 53468800

Total Secial Scourty Bonahts for Fiscal Yoar: $2.011 .69

Tonal Madicare Banefits for Fiacal Year 3470 45

Tatal Retirement Benefit for Fiscal Year 4141 TR

Total Heattn Insurance Banams far Fmcal Yaar: $6,240.00

Tanal SUI Berefits for Fissal Yoar EXPH

Tatal Misc Banafits (sx: Life Ina) for Fiscal Year 3000

Grand Total of Benefits tor Fiscal Year: S47.55534

Total Leave Units Accrued for the Loave Yoar 14.00

Total Comp Time Units Accrusd for the Leawve Year 000

11-Manih Ermployees, Eligible for Holidays, Accrued: a

12-Maonth Employees, Ebgible for Holidays, Accrued: 0

Avarage Annual Employer Subsidy for PEEHIP Cavarage
Active Single 54,555 B0
Agtiva Famity  $10,231.68

Total Ameunt of Enploysr Contri

Percen tage of TRS Employer Contribetons
Comparad o the Total Amount of the Trust Fumnd it 504%

The Funded Ratio of TRS as of Fiscal Yeasr 2014 67 5%

onsto TRS ST3T 654,554




Employee Self Service-View Employee Documents

Employee can view and print their 1095C documents by selecting 1095C from drop down and pressing the
search button. A list of all the employee’s document by year will be displayed. Employee will click on the
document to view the detail. The document will open in a separate browser tab. The document can
then be printed or saved. Each tab that is opened with a detail record must be closed manually when
logging out of ESS.

Employee Documents

1095C v

Document Document Type Document Date
2015 ACA1095C 1095C 7/11/2016 3:46:56 PM
2016 ACA1095C 1095C 1/9/2017 2:51:37 PM

e T
=
i . |
il ol bk i, |
e I == e
s e o e
o lojoolojo|ololalo|o|o|o
o loo|ololo|lo|lo|o|a|ojo|o
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Employee Self Service - Electronic Form Agreement

Employee can change their choice for tax form delivery by selecting the option and save. Districts can
also require that the Agreement be signed by all employees on initial login to ESS. This option may
not be used by all districts.

Electronic Form Agreement - Please select one of the following for form delivery.

Harris school system is please to offer electronic delivery of all your forms beginning January, 2018. Your W2, and Pay Forms will be available for viewing and
downloading in PDF format through your Employee Self Service account. In order to receive your forms electronically instead of paper copy. you need to give your
consent before December 10, 2017. Your electronic W2 forms will be available for viewing by January, 2018. For more infermation on electronic consent, see Company
Documents — Electronic Form Consent.

® | consent to receive all my tax forms (W2, 1095, Alabama Truth in Salary) electronically each year. | understand | will NOT receive any paper copies of forms.

() I want to receive paper forms for all my tax forms (W2, 1095, Alabama Truth in Salary).

Save



Employee Self Service — About ESS

The About ESS Menu option identifies the Product Version and the District. The District’s
contact information for Employee Self Service can also be displayed here.

asing About ESS

About Employee Self Service

Customer: COUNTY BOARD OF EDUCATION

Product Version: 2.20.2.99

Accounting System: NextGen

Accounting System Version: 2

Please contact Alice Wonderland for any problems related to ESS for ABC County Board of Education.

© N. Harris Computer Corporation 2018



Manage Account.
“ou're logged in as rsmith

Change account

Change password

Current password

New password

Confirm new
password

Employee Information

Employee Number

User Name TSP

First Name Ty

Last Mame St

Emall rsmithEnamschools.ong

No Alert Emails | I

Ty

Employee Self Service — Manage Account

An employee can manage their ESS account by clicking on their user name in the toolbar.

Employee clicks on their user name
to manage their account.

The employee can change their
password by entering their current
password and the new password.

The employee can change the name
and email address associated with
<_their ESS account.

The employee can choose not to
receive email alerts for requests and
approvals in ESS.



