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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 and Forgot Password on Log In screen

" [ About - Employee S¢ g [M Log in - Employee S¢ x \ [} Log in - Employee
€& — C [ httpsy//reliant.mcai.local/ESS
** Apps & Google Google [#] New T4

JAccount/

[4 USPS.com® - U... [ Eamings Summ... W System Dashbo... [J Other bookmark

[ - Employee Self.. [ Log in - Employ...

Enter Web Address for ESS into your browser.

) HARRIS

(‘\\- School Solutions

Login Everyone must register as a user
Jeername for ESS using their social security
Password number and employee number.

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

User name

Email

First Name

Last Name

Social Security Number

Employee Number

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

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

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

To: @ Angela Palmire

Password Your Employee Self Service account confirmation
me@me.com
Confirm password Sent: Fri 5/16/2014 9:50 AM

— Thank you for signing up with us! Please confirm your registration by clicking the following link:
Confirmation Link

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.




Employee Self Service — Forgot Password

Registration and Forgot Password on Log In screen

€ - C [ httpsy/reliant.mcai.local/ES.  /Account/
i Apps| G Google Google [8] New Tab [9 - Employee Self.. [ Login - Employ... [ USPS.com® - U... [ Earnings Summ... ¥ System Dashbo...

. If a registered employee forgets their
Login password, they can use the Forgot Password
Vsername to receive an email with a link that allows
them to enter a new password. The Forgot
Password with not work if the employee’s
account has not been confirmed (see

previous screen). l

Once the employee has been _

confirmed as a user, they can login in Forgot Password
with their user name and password.

OR

Password

Employee
Number

Recover




Employee Self Service — Home Menu

Home screen menu will have Home—Employee and About ESS. The Home-Employee menu opens to
other menu options. Employee will follow the links to the menu options they want. If user is an
Administrator for ESS, they will also see Site Administration in their Home screen menu options.

| W P .

laskLlst "Q,, HARRlS

ersonal~ Payroll Inqui
y 94" beductions Inquiry Self S .
e ervice.
Payroll Changes - Earning Summary (YTD totals)
View Pay Checks
7% HARRIS
‘\\- School Solutions
4 -\
Site Administration ,, H A R R I S
Home-Employee (‘\\- School Solutions §#§
U About ESS Welcome to ABC County
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Employee Self Service - Task List

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

About ESS Personal -
'—
Employee Pending Request for Changes

My Pending Requests l’

Date Submitted Request Type Description

Demographic Change Request
for BRENDA ANDY

* Cancel

!

Pending requests
T (unapproved) can be

Completed Requests (approved or cancelled by employee.
rejected) can be viewed by the

employee with the View My

Past/Current Requests.

06/03/2016 03:10:26PM Demographic

View My 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.

LA
Personal -

Approver Tasks

<€

The Approver
can approve or

— ot o hmitied Request Type Approver Role Description rej ect pe n d i ng
) Demographic Change
05/M11/2016 03:42:30PM De h HrA,
mographic FApprover Request for Deedee Cooker requests from
Demographic Change employees on
05/26/2016 05:01:49PM Demographic HrApprover Request for RAYLEE t h e Ta S k Li St
SMITHEE
menu under
06/03/2016 03:10:26PM Demographic HrApprover Demographic Change
o ograp PP Request for BRENDA ANDY Approver TaSk'

View Completed Approver Tasks G APprovers can view request history with
the View Completed Approver Tasks.

My Pending Requests

Date Submitted Request Type Description

) Demographic Change
05/11/2016 03:42:30PM Demographic x Cancel
Request for Deedee Cooker

View My Past/Current Requests

A

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.

F Task List i‘-‘&,j HARRIS
AboutESS Personal- Payroll Inquiry~ N T
- A

Deductions Inquiry

Payroll Changes - Earning Summary (YTD totals)

View Pay Checks

7Y, HARRIS
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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 enrollment with the exemption of life changing events such as the birth of a child, death,
divorce, retirement. See your insurance handbook for further explanation of life changing events.

Deduction Employee Cost Employer Cost

MAT INSURANCE $0.00 s780.00
RETIREMENT W/H 7.5000 % 11.9400 %
AlaTrust Credit Union £100.00 $0.00
AMERICAN FAMILY LIFE INS $21.00 $0.00
LIBERTY NATIONAL INS $224.75 $0.00
PRE-PAID LEGAL SERVICES, INC. 51595 $0.00
LIFE INS COMPANY OF ALABAMA 54977 $0.00
PUBLIC ED EMP HEALTH INS PRO $15.00 $0.00
LIBERTY NATIONAL INSURANCE $0.00 $0.00
SECURITY BENEFIT-457 $25.00 $0.00

HEALTHCARE SPENDING ACCT. $0.00 $0.00



Employee Self Service — Earnings Summary

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

Earnings Summary

Earnings Year 2016 v
Gross Wages $11.422.90
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

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

2013 v

_ :

$22.189.68

$18,389.49

$935.71

$20,353.68

$1,261.90

$20,353.68

$295.09

$20,053.68

$646.29

Copy B-To Be Flled With Empioyss 3202603 Copy 2-To Ba Filed Wih Employse Stats 32095303
FEDERAL Tax Retum OME No. 15450008
3 Employes st 520 no. 1 Wages, tpe, other comp. | 2 Federal Income tax witheld 3 Emigyes 500, 82¢. 0. 1 Wages, ips, other comp. | 2 Faderal Income tax winheid
1838545 $571 1838349 33571
3 NWagEs | 4 Social securty tmowihher 3 Sockal securfywages | 4 Soclal securty tax withhed
b Empioyer 10 mmder (EIN) 2035368 126190 | | b Employer D number (EIN) 2035368 126150
. 5 Medcars wages and ips | & Medcars tacwinheid g 5 Medcars wages and ips | © Medioars fcwitthend
2035168 20,35388 2503
© EMphayer name, a0diss, and ZIF Code & ETpiayr name, address, 10 27 code
Bibh County Board of Education mhnn
d Coniroi Humber d Cantrol Mumoer
& 7]
& Employes name, addrass, and ZIP code & Employes name, address, and ZIP code
7 Socal sscurty 105 & Alocated fps & Advance EIC payment 7 Sodkal szcarty tps B Alocated 1ps 5 Agvance EIC payment
10 Dependent care Densfis | 11 Nonqualifed pians 123 Code S22 nst. for bow 12 10 Dependent care bengfts | 11 Nonqualified pians. 123 Code Sae InsL for box 12
oo SENTM oo 583724
13 SEutory Empioyes |14 Offer 120 Code 13 Sifory Emplayee |14 Other 120 Code
CAF 183800 ] H0.00 CaF 183600 ] 300.00
Retirement plan 414 166419 | 120 Coge Regrement pian 4 1.664.19| 120 Coo2
X E s X DUE 7
Thirparty 6Kk pay 120 Code Thircparty sick pay 126 Code
AL 037615 2005388 B4E23| | AL 037615 005368 B4523

st |17 Sie ncometay
20 Logaltyname

15 Stale Empayer sate [ numper | 16 Stale wages, tps, ele. | 17 Stale inaome tax
16 Local wages, ipg ek, | 19 Local ncome 20 Localiy name

Fom W2 Wage and Tax Statement 2019
This fomatcn s elng umisfied o e el Aevenus Servioa

Degt of e Tressury - 3

‘Fom W-2 Wage and Tax Statsment 2013




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 11,2015

End Date | g/4/2016
e | Print

Select date 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 $2.248.58 $1.190.99 -
04/29/2016 133330 - (Check) 04/29/2016 $2.288.58 $1.217.66

03/31/2016 133174 - (Check) 03/31/2016 $2.258.58 $1.197 66

02/29/2016 133011 - (Check) 02/29/2016 $2.298.58 $1.224.23

01/31/2016 132835 - (Check) 01/31/2016 $2.328.58 $1.244.23

12/18/2015 132689 - (Check) 12/18/2015 $2.298.58 $1.223 .44

11/20/2015 132524 - (Check) 11/20/2015 $2.308.58 $1.230.10

10/30/2015 132369 - (Check) 10/30/2015 $2.448.58 $1.323.13

09/30/2013 132208 - (Check) 09/30/2013 $2.278.58 $1.210.20

08/31/2015 132074 - (Check) 08/31/2015 $2.468.58 $1.336.35

07/31/2015 131943 - (Check) 07/31/2015 $2.458.58 $1.329.69

06/30/2015 131736 - (Check) 06/30/2015 $2.308.58 $1.230.10



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 ‘ FE‘IX

deedee
Xx-xx-117 Print button.

1ST AVENUE
WATSON, AL 35181

Check Information 'ﬂ,, HARRIS

Check Date: 02/28/2013 { Y ,
Pay Period Ending. 02/28/2013 ‘\‘ School Solutions §§
Check Number: 124420
Note:
Net Pay
Category |__Current]
Gross Pay $7.44032 $10.84124

Total Deductions - Mandatory ($1.664.78) ($2,464.39)

Total Deductions - Other ($610.42)  (5917.89)
Earnings
[ current] [ Hrs Deductions - Mandatory
REGULAR $7,440.32 $10,841.24 0.00 [ Current]
0.00 JSITCYN $569.18  $829.35
Federal $800.97 $1,203.66
Bank Accounts State $294.63  $431.38
[Accountll Amount]
- ~*1255 $5,165.12
s Deductions - Other
[Current
RETIREMENT W/H $558.02 $813.09
AEA NON CERTIFIED DUES $11.65 $23.30
NEA NON CERTIFIED DUES $10.75 5$21.50

VALIC ANNUITY WITHHOLDINGS  $30.00 $60.00

Total Deductions - Other $610.42%$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 5

Automatic Zoom

HARRIS SCHOOL DISTRICT BOE

EMPLOYEE WNAME [EMPLOYEE NUMEER | PAY PERIGD END | DEPGSIT DATE | DEPCSIT NUMBER

ELTZABETH TAYLOR [ 993339 10/15/2013 1073172013 | 485664

DESCRIPTION CUORRENT EMOUNT DESCRIFTION CURRENT AMOUNT ¥TD BMOUNT
Regular Fay 5,852.85 | FED WH 819.74 5,138.54
STLTE WH 263.33 2,354.21
55 WH 324.20 324.20
MC WH 75.82 &78.30
VALIC - G. 58.53 523.87
FOCO - G.F 402.00 3,618.00
HELLTH-CAF 401.48 3,613.32
VISION-CAF 13.97 125.73
FLEX MEDCL 208.33 1,874.97
GROS5 FAY 5.852.85 | 52,393.01 | DISABILITY 66.99 602.91
FRINGE BENEFIT 0.00 | 0.00 | UNUM EROD 19.83 179.01
LEAVE DESCRIPTION BALANCE TAKEN TRS RETIRE 351.17 3,143.57
STCH TELTE To.00 o 5o | FNE POLK 2,847.40 30,216.28
Open Enrcllment — Octcber 21-Movember &, 2013 HWET DEFOSIT 0.00

€S| TECHNOLOGY OUTFITTERS 4856064
MOBILE, ALABAMA,

DEPOSIT  #%*+VOID*#*+VOID***+VQID*** DIRECT DEFOSIT DEFOSIT DATE | DEPOSIT Ho. | AMGUNT |
HHIOLD** > VOID* * *VOLD** *VOID*** 10/31/2013 | 485664 | D.00 |

TO THE ELIZABETH TAYLOR
ORDER 541 EAST MATN STREET
OF ROME, G& 30161

NON-NEGOTIABLE 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.

Task List E\\,‘,‘ HARR'S
About ESS Personal~ Payroll Inquiry~ | Solutions i

B yee Self Ser

\
Payroll Changes~ Demographics

fﬁb HARRIS Enter/Edit Direct Deposit

INS  schoot Solutions Tax Withholdings~
N A-4
G4
MS-4
W-4
——




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 (
Print Information can be

User Instructions 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 SRENDA Middle
Name Name
Last ANDY Birthday 8/2/1974
Name
Email ANDY_B@HARRISSCHOOL ORG Gender Female v
:“’“mss P 0. BOX 7450 ‘2‘“"'“5 4254 ROSSON STREET
City BAY SAINT LOU State Ms Zip 39520-1032
Code
Home 8827845121 Cell 5157458963
Phone Phone
Choose File to Upload l — _— ﬁ
I.LL » Libraries » Documents »
Attachments - -

Organize ~ New folder

Documents library
Includes: 2 locations

| Select files. ﬁ “ i Favorites
Ml Desktop

Js Downloads Mame

m .

i  Welcome Scan.jpg 25 Recent Places

4 Photo shoot ). 20120110-NextGen W-2 Web
J. AlMLogger

W 7 Libraries J. Bluetooth Exchange Folder

> "L Documents | | bugsheets

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 Print

+ Add new récord | @& Cancel changes

Bank Mame Account Bouting Account Type Primary Amount
ALABAMA OME
4241 771 heck tr
CREDIT UNION 2421255 262277189 Checking ue $0.00 x Delele
ALABAMA ONE
CREDIT UNION 521215 262277189 Checking false $25.00 » Deébile

2

Confirm

Check Sample

pasized —l'$

Where do | find bank account and routing numbers? é LA meTITUTON
mm s e o

Routing # SAccount#

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) If employee has 3

pending request,
their direct deposit

+ 030 nEw fecord | (@ Cancel changes

Barik Hare Ageeunt Frouting Ageeunt Typs Primary Armeunt information will be
ALAELAILA ONE . displayed with the

e — 42421258 FEIZTTIES Cheaciking true 5000 » Delete p yt d h

e L BT EGS PEIITTIES Checking Talse $25.00 = Delete reques ed e anges.
CREDIT UMION The employee can

change all pending
direct deposit data.

WTEne 50 | P Enk acooun afd rous =] n My

L » Libraries » Documents »

An:achmentﬁ Organize ~ New folder
4 . Favorites Documents library
Bl Desktop Includes: 2 locations
L]tk ==
J& Downloads Mame
Zi Recent Places
% Photo shoot J. 20120110-NextGen W-2 Web
& haris_school_solubions_lago_tm ). AlMLogger b
L =3 Libraries . Bluetooth Exchange Folder
—vﬁ Documents ‘ ). bugsheets
| b= Documents | N

structions
Flease upload copy of vouded check for all ey direct deposi peccads for veni aiion of ndonmaticon

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

Task List P’,‘ HARR'S
About ESS Personal~ Payroll Inquiry - | Solutions H

- e e yee Self Ser

Payroll Changes~ Demographics

=) HARRIS Enter/Edit Direct Deposit
v 2
4\_\]‘.‘ School Solutions [Tax WItthldlﬂgS'




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 Emp /Spouse Addl, Alowances

Employee’s current State withholding
information is displayed.

Adal. Ame Bxempt

MARRIED - FILING JOINT (8)

e =) l Employee can view instructions for

STATE OF GEORGIA EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE

12 YOUR FULL NAME 1D, YOUR SOCIAL SECURITY NUMBER the G4 by CIiCking the G4

N KK

23 HOME ADDRESS (Number, Street. of Rural Route) 2b, CITY, STATE AND ZIP CODE Instructions b utto n.
GA 31721

PLEASE READ INSTRUCTIONS BEFORE COMPLETING LINES 3.8

3. MARITAL STATUS
(If you 00 not wish to Clasm an aiowance, enter “0° n the brackets beskse your marital status )

A Single Enter 0 or 1 4. DEPENDENT ALLOWANCES —
B Marned Filing Joint, both spouses

working Enter O or 1
© Matred Flling Joint, One spouse workmg 5. ADDITIONAL ALLOWANCES

If requesting a change for G4, the
G Mones vy G G N employee must enter ALL
€ Heaa of Housenoks Emer 0 or 1 6. ADDITIONAL WITHHOLDING information On the G4 form’ not

WORKSHEET FOR CALCULATING ADDITIONAL ALLOWANCES h h

(Must be completed I order 1o enter an amount on step 5) J u St t e c a n ge °

COMPLETE THIS LINE ONLY IF USING STANDARD DEDUCTION

Yoursest Age 65 or over Bano

Spouse Age 65 ot over Bana Number of boxes
chockea 1300

ADDITIONAL ALLOWANCES FOR DEDUCTIONS
Federal Esumated Hemized Deductons

»w

8 Georgus S1anaard Deduction Singherend of Household $2 300 -
(enter one)

Each Spouse $1.500 2300

0

= Suptract Line 8 from Line A

D Azowable Deductions to Federal Adjusted Gross Income

Aa the Amounts on Lines 1. 2C. and 20 2300 Line 5 - Additional A“OWHHCGS iS

F Estimate of Taxable Income not Subject to Wahnolaing

sk Yk Ul R 5 s o D — updated from the worksheet

H Diide the Amy n G by $3.000 Ent 1otat h 5l . .
e S 00ove R o entries and the Update Line 5

(This IS the Mmaximum number of adaional Allowances you can clam If the remainder is over $1500 round up) —

button.

7. Letter Used (Martal Status A B C D, or E) Total Allowances (Total of Lines 3-5)

(Empiloyer 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.
a) 1 Chaim exemplion from whholINg Decause | INCUITed NO GEOIgIR INCOMe tax Kabity kst year and | do NOt expect 10 have a Georgia
Income tax abaty ink year Check here

©) 1 canify INAt 1 am NOt SUDECE 10 GEOIGId WENNOKING DECHuLe | Meet I CONITIINS set TOrN uUnder he Servicemembers Crvi Rebel At as
amended by the Miltary Spouses Resigency Relief Act as provided on page 2. My state of residence s My
spouse's (servicemember) state of residence is

Thie siains of reskdence mus be 1he same 15 e SXEmEK, Chesk Electronic signature and date must

here
be exactly as displayed — no extra

I cortaty under penaty of perury that | am entitied to the nUMDer of WIthHoAING ABOWANCES Of The eXempuon from WENNOINING Status Claimed on

this Form G-4. Also. | AUIhOMNZe My SMEIoYer 10 deduct POr POy PONod Ihe AGCEINAL AMOUN! Iied ADOVe

oxioncseleidoens | _ 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.

Withholding Status

Dependents Emp./Spouse Add). Allowances Addl. Amt

Total Exempt Amt Exempt

Both Spouses Working

User Instructions

Prease print 8 copy of your new MS4 from your pending request of completed requests

MS4 sastroctions — Employee can view instructions for

eI

Fomn $5.350-13-8-1.000 (Mev O

" MISSISSIPPI EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE the MS4 by clicking the MS4
R - o mezesass Instructions button.

s 2417 BURKE STREEY GULFPORT s 29507

Number and Street City or Town State 2

Amount Claimed

o If requesting a change for MS4, the

o
Oampssmesananens | 4mmmm cmployee must enter ALL
[ee Instructions 2(b) below . .
- information on the MS4 form, not
Nead of Tamity. you must De single and have .
S e v just the change.

o You may claim $1,500 for each dependent*
other than for taxpayer and spouse. Who
receives chief suUpport from you and who
qualfies as a dependent for Federal iIncome

tax purposes

* Anead of tamily may claim $1 500 for eacn
dependents exciuding the one which quatifes you
2% head of tamily. Mulliply number of dependents
clakmed by you by $1.500

Single [ Enter $6 000 as exemption

Marital Status (Crneck One) @ (@) Spouse NOT employed: Enter $12,000

Dependents

Age and Blindness ® Age 65 or older ! Husbana wite Single o

e, ¥ e > Sdn The Total Amount of Exemption

Multiply the number of Dlocks checked by
$1,500 Enter the amount claimed

£ Nol: o eremoton sk o s o Binaness Claimed will be the total of selected
TOTAL RSO OF BTN 5 4mmmm status amount, dependent amount
o and additional allowances.

pay period If agreed to by your employer.

* Blina

SCRA @ If you meet the conditions set forth uncer
he Service Member Civil Rellef, as
amended by the Milltary Spouses Residency
Rellef Act, and have no Mississippl tax
Mability, write "Exempt” on Line 8. You must
attach a copy of the Federal Form DD-2058
and a copy of your Military Spouse 1D Card
10 this form 50 your employer can validate
he exempton clam

Electronic signature and date must
| declare under the penalties Imposed for filing false reports that the amount of exemption claimed on this cerntificate does not .
exceed the amount 1o which | am entitied of | am entitied 1o claim exempt status. be exa Ctly a S d | S p | ayed — n o ext ra

Employee Signature DIANA MCNEILL | Date &/7/2016 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 .

F.C BOX 148 Single

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

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



Employee Self Service — Leave

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

Site Administration \,’ }

Task List
About ESS Personal -
LEEUET Leave Balance
?,) HARRIS Documents .
l\'\- School Solutions Leave Hlﬁtﬂw

ﬂ




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 &/3/2015

Payroll Date Hrs/Days Description Used

01/12/2015 D PROFESSIONAL 100 ©
01/16/2015 D SICK 1.00
03/05/2015 D SICK 1.00
03/20/2015 D SICK 1.00
03/26/2015 D SICK 1.00
04/20/2015 D SICK 0.50
04/23/2015 D SICK 1.00
05/07/2015 D PERSONAL 1.00
05/08/2015 D PERSONAL 1.00
05/15/2015 D VACATION 1.00
05/21/2015 D SICK 0.50
05/22/2015 D SICK 1.00
06/05/2015 D VACATION 1.00

|4 4 o 3 » 1-130f 13 items



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.

Task List l‘\\. Scl'

About ESS Personal - Welcome to

Leave~

2 . l
ﬁ\\.) !jhﬁlgaﬁ:l!:g Docu[ments View Company Documents



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 @)

. TH-ARRIS

new policy €

Employee Policy and Procedures Handbook
retirement information €




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.

Home:£Empleyee About Employee Self Service
-
Customer: - BOARD OF EDUCATION

Product Version: 2.10.0.0

7?“» HARRIS [

\\'.J School Solutions Accounting System: NextGen

Accounting System Version: 2

If you have any questions or experience a problem with ABC School Districts ESS site, please contact us at
566.555.5555.

©N. Harris Computer Corporation 2016



Employee Self Service — Manage Account

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

Manage Account. . )
Vou're logged in as rsmith. Employee clicks on their user name

to manage their account.

Change password

7:“:2 HARRIS

~a  School Solutions Current password

The employee can change their

New password password by entering their current
—

password and the new password.

Confirm new
password

Employee Information

T e The employee can change the name
eertame rsmit and email address associated with
First Name e &—their ESS account.

Last Name -

Emall rsmith@narrischools.org The employee can choose not to

No Alert Emails ] €— receive email alerts for requests and

approvals in ESS.



