CDPHE GG Mini-grant Final Report
Paperless Payroll -- Employee Self-Service Implementation

Background

Printed employee pay advices from the State of Colorado’s payroll system costs the State of
Colorado approximately $60,000 per year in paper, printing, and distribution costs. The current
Employee Self-Service system can show employee pay advices to employees, but only within
the State network and only during work hours when the employee has access to the state
network.

The State of Colorado payroll system has an Employee Self-Service (ESS) that can allow
employees to access their pay advices online, anytime through a web browser if it is upgraded
and built in the server area accessible outside of the state network. Office of Information
Technology (OIT), Enterprise Application Services and Department of Personnel Administration
planned a project to upgrade and move ESS outside the State of Colorado’s firewall so that
state employees can access their pay advices online, anytime.

Project Description

The project involved several parts, including:

¢ Change the central payroll system to print or not print the employee pay advice by
individual employee.

o Upgrade ESS to a vendor version that was capable of keeping data secure but still be
outside of the State of Colorado’s firewall.

e Encrypt all data transmissions coming into and out of ESS.

e Use security scans to confirm that the ESS software and server environment was safe
to provide personal identification information outside of the State’s firewalls.

The central payroll system was changed to control printing of
individual employee pay advices back in October. It was found that
92% of the State of Colorado’s employees have access to ESS from
within the State network. Printing of pay advices for these employees
was stopped fall of 2011. Notices of that project phase success is in
the Appendix.

But this was not enough. Employees would only have access to their pay advices from within
the state network and during work hours. So the next phase of the project continued by
upgrading ESS to a version that would be able to pass security concerns for protecting personal
identification information and federal tax information. During this phase, OIT obtained
contractor help from PeopleStrategy, Inc. to upgrade the current ESS to the most recent version
that had increased security precautions built into the software. New ESS features were
analyzed and prepared along with several functional improvements not in the older version.



This new version of the ESS software was scanned and approved by OIT’s Information Security
Office. Implementation plans to move the ESS system into production environment were made
and executed. The system is now on production servers outside the state’s network firewalls
with encrypted data transmissions being put in place.

Department of Personnel & Administration will review ESS system in August and 1SO will do a
final security scan of the environment prior to Go-Live planned for August.

Employee Self-Service

Here is the first web page an employee will see when logging into ESS.

Department of Personnel
& Administration

Human Resources

Employea Self-Service

Lawgin I0: A [Employes Id

Passward:

Trouble Logging ind First Gime USCr s

prepioatratoy

The newly upgraded version of ESS has expanded capability from what the current version has.
The new version has the residence address for benefits determination and mailing address for
employee notices. It has license and personal information available for browse.

The new version also has a few additional paper saving features. There is the Colorado State
W-4 form that an employee can update to make changes to their state tax elections saving the
printing and storage of this form. ESS has the ability to show employees Human Resource and
Payroll Forms and the State Employee Handbook in PDF document form. It will also allow each
agency to communicate agency documents to just the employees in that agency saving the
distribution of Agency Handbooks, policy manuals, forms, etc.



This new version serves as a base for the vendor’s upcoming feature which will allow electronic
distribution of W-2 forms. The W-2 form is currently available on ESS, but it is not an official
paper form that can be filed with paper IRS tax filing. The version available can be used for
electronic filing of W-2 information.
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The Pay Stub Detail was updated with several features available on the printed pay stub that were not
available on the current ESS and changed to allow the viewing of up to a year’s worth of pay stubs for
either bi-weekly or annual employees.

View Pay Stub Detail for Frosty Snowman

Check Date - Check No. | 12/30/2011 - AD§91778 ¥ “—

Check No 12345678
Check Date 12/30/2011
GOV OFC OF INFO TECHNOLOGY-EGB Period Beginning 12/01/2011
601 E 18TH AVENUE, STE. 250 Period Ending 12/31/2011
(303) 764-7700 Pay Frequency M1
DENVER CO 80203 . .
Direct Deposit Account o
Number 123456789
ABA Transit Number 12346789
PAY STUB
Frosty Snowman ID 997038023 FED S 2 0 STEMP 0006 LC1 0156
123 North Pole NUMBER
BASE 10.000 B
Denver RATE : ST1 S 2 0 STTXD 0006 LC2
CO 80134
SSN 123456789 ST2 S 0O 0 2ZNDST LC3
STRES 0006 LC4
LCS
CURRENT GROSSES
TIL 1.000 PWT 1,000 sT 1.000 SOI 1.000
FUT 1.000 SUT 0.00 RTR 1.000 28T 0.00
FCA 0.00 MED 1.000 xcs 0.00 LC1 1,000
LCz2 0.00 LC3 0.00 LC4 0.00 LCS 0.00
¥TD GROSSES
TIL 10,000 PWT 10,000 sT 10,000 FCa 0.00
FUT 10,000 SUT 10,000.00 RTR 1,000 257 0.00
MED 10,000
Earnings Hours Rate Gross Amount
REGULAR PAY 176.00 10.0000 1000.00
DEDUCTIONS
Current YTD Current YTD
PRE-TAX DEDUCTIONS
PERA RETR EMP 100.00 100.00 401K DEDCTN 100.00 100.00
RDN BUS-PASS 10.00 100.00 125 KAISER HSA 100.00 100.00
125 KAISER HMO 0.00 100.00 125 DENTAL 100.00 100.00
Total Pre-Tax Deductions $  41000% 600.00
TAXES WITHHOLDING
FEDERAL TAX 1000 10000 STATETAX 10.00 100.00
MEDICARE DED 10.00 100.00 LOCALTAX 21 10.00 100.00
Total Taxes Withheld $ 4000% 40000
OTHER DEDUCTIONS/AFTER-TAX DEDUCTIONS
LONG TERM DISAB 10.00 100.00 ADL FED TAX 40.00
ADL STATE TX 10.00
Total Other Deductions $ 10.00 $ 100.00
A) G . i
I(Eal)'nirrgzs H IUOU.UUH(B)TutaI Deductions $ 460.00 ‘
| Net Pay : (A) Earnings - ( B) Deductions = _|

—> Fi) (5] €=




Project Milestones

Project Deliverables and Tasks Completion Date
Monitor current ESS for increased volume use October 2011
Increase current ESS memory October 2011

Individual employee pay advice print indicator change | October 2011
and implementation

Create test and production new ESS servers November 2011

Implement latest ESS version in new test environment | November 2011

PeopleStrategy contract negotiated and signed February 2012
Software security scan by ISO February 2012
Design document reviewed by Department of February/March 2012
Personnel & Administration

Contractor available and access provided April 2012
Construction April-mid-June 2012
QA Testing June 2012

Create User Guides June 2012
Implementation Plan June 2012

Implementation of Software and Data into production | June 2012
environment

Implementation of data transmissions In progress

ISO final security review Scheduled for August 2012

Department of Personnel & Administration review of Scheduled for August 2012
ESS functionality in production environment

User Guides

As part of the project, User Guides were developed for Employees, Administrators, and
Deployment roles within Employee Self-Service. The Employee User Guide is in the Appendix.



Environmental and Public Health Benefits

Approximately, 40,000 pay advices were printed a
month by the State of Colorado. This is 80 reams
of paper per month, 960 reams per year.
According to conservative.org, one tree makes
16.67 reams of copy paper. Per year the State of
Colorado is saving more than 57 trees.

EiEiﬂElgl One tree makes 16.67 reams of
copy paper or 8,333 sheels

The cost for each pay advice is $.052 per printed side plus paper at .004 per sheet. Thisis a
savings of $2,240 per month or $26,880 per year. In addition to paper and ink savings, there is
the time required for manual distribution effort for each agency which could include envelopes
and postage in some cases. This distribution effort was estimated conservatively at $33,120.

In terms of taxpayer money, the project saves $60,000 a year!

Finally, besides saving the cost of printing ink, there is also a
reduction of environmental emissions from ink and the increased
worker safety from not having to use ink to print the deposit
advices.




Grant Expenditures

The grant monies were used to offset the costs of the Microsoft Windows Server and Microsoft
SQL server licenses and contracting services from PeopleStrategy, Inc.

Total Amount
Expenditure Categories Requested from
CDPHE

IFersonal Services including Fringe Benefits 50,00
Bupplies & Operating Expenses 50.00
Travel 50.00
[Cther Costs S8,000.00
ICnnl:ractuaI {payments to third parties or entities) S12,000.00,

SUB-TOTAL BEFORE INDIRECT £20,000.00

Iindirect 50.00

TOTAL THIS INVOICE $20,000.00
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Depariment of Personnel & Administration

FOR IMMEDIATE RELEASE
Colorado Department of Personnel & Administration

Sue Cobb
Acting Communications Director

303.249.2490 mabile

State of Colorade Moves to Paperless Payroll

Saving Resources and Money

DENVER — Thursday, December 29, 2011 — The Colorado Department of Personnel &
Administration (DPA) has teamed up with the Governor’s Office of Information Technology
(OIT) to take the paper out of employee paychecks. The initiative, which went live in late
November, has saved the State more than $5,400 in paper, printing and postage to date.

DPA Executive Director Kathy Nesbitt projected the effort will lead to more than $60,000 in
savings over the next year. “Will this savings balance the State’s budget? Of course not. But it
does demonstrate that DPA and OIT, as with all agencies under Governor Hickenlooper’s
authority, are leaving no stone unturned as we seek new ways to create savings and improve
efficiencies in State government.”

OIT Executive Director and State CIO Kristin Russell stated, “This 1s a perfect example of how
we are leveraging technology in a smart way to streamline and improve state government.”

Calling the joint agency initiative a “triple win,” Nesbitt added: “In addition to the cost savings,
going paperless with employee pay advices saves natural resources and countless hours of staff
time that were previously spent distributing paper pay advices.” More than 92 percent of
employees now access their pay advices online and the remainder will go paperless early in
2012,

it

Working Together to Serve Colorado




State government moves to paperless payroll,
saving money and resources

DENVER — Tuesday, Jan. 10, 2012 — State government payroll has gone paperless in a move
that will save taxpayers more than $60,000 annually.

“This is a win-win-win move for the state,” said Gov. John Hickenlooper. “In addition to saving
money, the state will conserve natural resources and countless hours of staff time previously
spent distributing paper pay stubs to state employees.”

Hickenlooper praised the Colorado Department of Personnel and Administration and the
Governor’s Office of Information Technology, which worked together to launch the initiative in
late November.

By the end of December, state agencies had saved more than $5,400 in paper, printing and
postage costs. Ninety percent of the state’s 33,000 employees now access their pay stubs online.
The remainder will go paperless in the coming months.

“Will this savings balance the state’s budget? Of course not,” Hickenlooper said. “But it
demonstrates that we are leaving no stone unturned as we seek new ways to create savings and
improve efficiencies in state government.”

it



From http://www.examiner.com/article/colorado-to-save-paper-and-paper-by-going-paperless

Colorado to save paper and ‘paper' by going
paperless

COLORADO
JANUARY 10, 2012
BY: KEN GREEN

A day after announcing his program to cut red tape in state government, Gov. John Hickenlooper announced that Colorado will institute a
paperless payroll system which he said cut waste and needless spending.

Under the plan, state employees will no longer get paper pay stubs but instead will access them electronically online, a move the governor said
will not only save money, but trees as well.

“This is a win-win-win move for the state,” said Hickenlooper. “In addition to saving money, the state will conserve natural resources and
countless hours of staff time previously spent distributing paper pay stubs to state employees.”

The governor said going paperless will save Colorado taxpayers approximately $60,000 per year.

Already, 90 percent of Colorado’s 33,000 state employees access their pay stubs online and the rest are expected do likewise in the months
ahead.

Hickenlooper acknowledges that the anticipated $60,000 in savings won't make a huge dent in the state’s budget deficit but along with cutting red
tape, it's yet another step in reducing spending and make Colorado government more efficient.

“Will this savings balance the state’s budget? Of course not,” said Hickenlooper. “But it demonstrates that we are leaving no stone unturned as
we seek new ways to create savings and improve efficiencies in state government.”

The paperless pay stub initiative, which kicked off in November of 2010, was created by the Colorado Department of Personnel and

Administration and the Governor’s Office of Information Technology.



Email Announcing Phase | Paperless Advices

From: Ferguson, Bill

To: Carter, Sandee

Cc: Ozga, Ann; Ferguson, Bill

Subject: FW: Paperless Pay Advices for the month of November
Date: Monday, December 12, 2011 2:50:06 PM

Congrats Sandee and team !! Great work !!! Thanks ~ Bill

From: Hessee, Dara

Sent: Friday, December 09, 2011 4:56 PM

To: Ferguson, Bill; Lynn, Jim

Subject: RE: Paperless Pay Advices for the month of November

This is awesome — thanks!!!

Dara V. Hessee

Chief of Staff

Governor's Office of Information Technology (OIT)
601 E. 18th Avenue, Suite 250

Denver, CO 80203

Phone: 303-764-7709

Cell: 303-250-2167

Fax: 303-764-7725

Email: dara.hessee@state.co.us

How am | doing? Please contact my manager, Kristin Russell, at kristin.russell@state.co.us for
comments

or questions.

From: Ferguson, Bill

Sent: Friday, December 02, 2011 1:18 PM

To: Lynn, Jim; Hessee, Dara

Cc: Ferguson, Bill

Subject: FW: Paperless Pay Advices for the month of November

Hi Dara & Jim —

Fyi.

EAS has been working on a project from Governor’s Office via DPA to stop printing paper pay
advices and make them available on-line.

This went into production during November for State staff using the State network. Part 2 will
make this available “outside” the State network.

These are “Thank you” notes from Kathy Nesbitt and Roxane White.

~ Bill

From: White, Roxane

Sent: Friday, December 02, 2011 11:04 AM

To: Nesbitt, Kathy; Schneider, Marie

Cc: Jaros, Bob; McDermott, David; Okes, Jennifer; Carter, Sandee; Ozga, Ann; Ferguson, Bill
Subject: RE: Paperless Pay Advices for the month of November

I AM SO, SO, SO EXCITED BY THIS! AWESEOME!!



From: Nesbitt, Kathy

Sent: Friday, December 02, 2011 10:37 AM

To: Schneider, Marie

Cc: Jaros, Bob; McDermott, David; Okes, Jennifer; Carter, Sandee; Ozga, Ann; Ferguson, Bill; White,
Roxane

Subject: RE: Paperless Pay Advices for the month of November

Thank you so much for such an elegant transition. You guys ROCK!

From: Schneider, Marie

Sent: Friday, December 02, 2011 7:49 AM

To: Neshitt, Kathy

Cc: Jaros, Bob; McDermott, David; Okes, Jennifer; Carter, Sandee; Ozga, Ann; Ferguson, Bill
Subject: Paperless Pay Advices for the month of November

Good Morning Kathy,

I’'m pleased to inform you that the first phase of the transition to paperless pay advices,
implemented for the November monthly payroll, went very well! As a reminder, this first phase
involved turning off the printing of the pay advices for the large majority of employees. We
worked together with our applications team in OIT to create a field in CPPS that allows an agency
to turn printing on or off for an employee. We instructed the agencies that only employees who
do not have access to a computer within the state’s firewall should be allowed to receive a paper
pay advice.

On the monthly payroll that paid on Wednesday of this week, out of a possible 28,471 pay advices,
we printed 2,252 pay advices which is roughly 7.9%. This represents a paper and printing costs
savings of $1,468.26 for this payroll alone! As we move forward, we will be working with the
agencies to continue to decrease the number of printed pay advices even further.

Another unknown on this project was how well ESS would handle the increased usage. OIT has
been closely monitoring the performance of ESS. So far, ESS has responded well to the increase in
activity and has remained stable and operational. As of this morning, we have 23,086 active
employees registered on ESS. On Wednesday, 2,259 of those employees logged in to ESS to review
their pay information. We suspect that so long as employees see their money deposited in to their
bank account, and they see the same amount from month to month, they generally aren’t
concerned with reviewing their pay information.

We have responded to agency questions and concerns that have been brought to our attention.
We expected a high volume of calls and inquiries on Wednesday because of this transition, but
were pleasantly surprised to have a ‘normal’ volume of phone calls for a pay day. This tells us that
the agencies did a good job communicating this change to their employees and are working with
their employees to resolve any concerns that have come up.

We are anxious to move forward with the next phase of this project that involves moving ESS
outside of the state’s firewall. Once OIT has made ESS available outside of the firewall, we will be
able to turn off printing of the pay advices for all state employees because they will be able to



access ESS from any computer of their choice.

Thank you for your continued support on this project.
Marie

Marie Schneider

Central Payroll Manager
Office of the State Controller
State of Colorado

633 17th Street, Suite 1500
Denver, CO 80202

P: 303.866.3810

F: 303.866.4138
marie.schneider@state.co.us

Marie Schneider

Central Payroll Manager
Office of the State Controller
State of Colorado

633 17th Street, Suite 1500
Denver, CO 80202

P: 303.866.3810

F: 303.866.4138
marie.schneider@state.co.us



Employee Self-Service
User Guide

Version 1.3.6

Office of Information Technology Enterprise Applications
6/4/2012
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ESS Logon

First Time User Logon
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Human Resources
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Passward:

Submi Befresh | | Help

Trouble Logging in? First time User -

Sapviighl § 2994 - dGid PeapleSralegy, Ind. S oghld raieceed
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e Click the ‘First time User’ link.



First Time User Logon - continued
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Human Resources

Erter your personal Informatlion to obiain a Password from Adminlsorator

Possonal bnleamnation |
Employes 1D
55N
Dace of Hirth (e ey
E-Mail 1D
Retype

E-Mail 10

e [ Submit | [ Refresh | [ Back o Logn
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e Enter your Employee Id, Social Security Number, Date of Birth, E-Mail Address and Retype
your E-Mail Address.
e Click the ‘Submit’ button



First Time User Logon - continued
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Epepiniiraiagy Frployss Sall-Sarvice v 1.6 Lol

Employee Salf-Sarvice

Please change your Password

Hew Password

Re-onter Hew
Passwornd

—e | Subonit Help

e Enter your new password
e Re-type your new password
e Click the ‘Submit’ button



Returning User Logon

& Administration
Human Resources

Department of Personnel

Employee Self-Sarvice

Login I0: -
Password:
ﬁ Syl Refresh | [Help |

Trouble Logging in? First time User

Cepyrghe © 2002 - 2011 BecplaStrategy. [nc. AN rights redareed.

Employees Id

e Enter your Employee Id and Password.
e Click the ‘Submit’ button




Trouble Logging in User

Departiment of Personnel
& Administration
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Employee Salf-Sarvice

Lagin ID: A Eriplcyee I
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lrouble Logging in? First tinpe User
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o If you are having problems logging in or can’t remember your password, click the ‘Trouble
Logging in?’ link



Trouble Logging in User - continued

Department af Personnel

& Administration

Human Resowrces
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e | Submit | [ Refresh | [ BacktoLogn |

Eapuright § 3503 - 3033 PeapleBrasagy, Tag Al Aghty mdercs

ppioatrmbogy

e Enter your Employee Id, Social Security Number, Date of Birth, E-Mail Address and Retype
your E-Mail Address.

e Click the ‘Submit’ button



Trouble Logging in User - continued

Department of Personnel
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Human Resources
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e Enter your new password
e Re-type your new password
e Click the ‘Submit’ button



Change Residence Address & Phone Number

Department of Personnel
& Admimistration
Human Resowrces

Mondins Jue 4, 2012 A ayeee Seif. 5 I Logsut
Welcome, FROSTY SHOWMAN JR. | to the TEST/TEST
Slde Manu Fmployes Self-Service Application.

Employas Salf-Service allows you to change or review your personal records.

Personal

Lmergancy

f_,.-— Mairi Mina

Changs your primary residencs address and telephond number.

Personal

Change Emergency Contact
Changs your emergency contact information,

view ar Change Addtional Personal Information.

Change Mailing Address

+ Canctr Coater View or Change Makng Address

+ Optlons
tact ©

Wiew or Change Licanss Information.

Contact Your Fersonnel Administrator

Send an e=mal MEESIgE 1o your Pérsonngl admeristrator
Paycheck

View Pay Stub Detail
Wiew your most recent and pnor pay stub summanes

Changs your federal tax mantal status, number of sxemptions, and additional withhaldng
amount. If avalable, change state tax mantal status, number of exempbons and
additional withholding amount,

- T
Wiew W=2 form onling,

Contact Your Payroll Adminisirater
Send an e-mal message to your Payroll Admenistrater

Career Center

Download files and forms to your computer
Options
Change Fassword

Change your password.
Contact Center

Contact Administrataors
Send an e-mal message o your Admmestrators.

Fuit Employes Self-Service.

+ 3085 Pasplebraragy. Ing. &3 rights resercas

Cogyrighn §

e To change your Residence Address or Phone Number, click the ‘Change Residence Address &
Phone Number’ link on the side menu or the main menu.



Change Residence Address & Phone Number - continued

Department of Personnel
& Administration

Human Resources

Wednesday, June 13, 2012 Peoplafirategy Employes Sall-Service v1.3.6 Logoul

Home Change Residence Address & Phone Number for
Personal FROSTY SNOWMAN JR.

MR. FROSTY SNOWMAN JR.
1112 W 103 PLACE
Change Emergency B JFE]

Contack DENVER, C0O 80203
MNama Profis MR
Mamae Sulfix JR
Home Address 112'W 103 FLACE
w123

# ity DEMNVER

+ Carear Center State ) Provinoe Colosado -

+ Optlons

P — ZIP fPostal Code 50203

Logoul Home Phone 123 - 456 - | 7830
Cell Phomnae 093 - | BE - (4321
Pagar 244 567 901
Email #1{Dizplay Only} |FROSTY SHOWMANGESTATECOUS
Email #2 SMOWMANESGMAIL COM

. Y= (Feg)

Copwrighe B 2002 - 2011 Secelaftrategy. [ne. SN Aghts radarad

;x:{:;ic:-sh';ﬁ;;y

e Enter or change your Name Prefix.
e Enter or change your Name Suffix.

e Enter or change your Home Address lines, City, State and Zip Code.
e Enter or change your Home Phone, Cell Phone or Pager

e Email Address #1 is display only and cannot be changed

e Enter or change your Email Address #2.

e C(Click the ‘Save’ button.



Change Residence Address & Phone Number - continued

Department of Personnel
& Administration
Human Resources

‘Wednesday, June 1 | PeopleSirategy E oyee Fall-Service v1.3.6 Logoul
Hom: Change Residence Address & Phone Number for
Fersonal FROSTY SNOWMAN JR.
4 hane MR. FROSTY SNOWMAN JR.
= 1112 W 103 PLACE
Change Cmergency #1213
DENVER, CO 80203
Data was changed.
HName Prefix 1=
MNamae Sullix JR
Home Address 1112W 100 PLACE
0123
+ Career Center City DENVER
* Opthons Elabte ) Provinoe Colosado -
Logowt ZIF (Postal Code 50203
Home Phone 5 - 458 - 7830
Cell Phone 0493 - | %5 - 43
Paqger 24 567 - S5O0
Email #1{Display Only} |FROSTY SMOWMANGESTATECOUS
Email 22 EMOWMANFEGMAIL COM

[Save Help

sevriche B 2002 - 2011 Pecglaftratagy. [ne. AN Agken retaraas

Fxx:;ic:sh't;‘h;@;

e Verify changes.
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Change Emergency Contact

Department of Personnel
& Admimistration

Human Resources

Fecople St ateg LR 1.1

Logjout

Welcomme, FROSTY SHOWMAM JH. 1o the TEST/TEST
Emplayes Salf-Sarvice Application.

Employes Self-Service allows you to changs of névitw your personal reconds.
Sidle Manu

Personal

Change Residence Address & Phone Number
Change your primary residence address and telephone number.

Hain Menu
Change Emergency Contact r‘-
Change your emargency contack nfermaticn,

i 1
view of Change sddbonal Personal Infermation.
Change Mailig Asddress
view of Change Mailing Address,

Change License Infermation
view or Change Licenge Information.

Logoul

Contact Your Persennel Administrator
Send an a-mal message to your Personnsl Administratar.

Paycheck
View Pay Stub Detall

Wiew your most recent and pnor pay stub summanes.

Change your federal tax marital status, number of exemptions, and additional withhaldng
ameunt. If avaldable, change state tax manktal status, numbar of axamptions and
sdditional withholdng amount.

Wiew W-2 form onling.

Contact Your Payroll Administrater
Send an a-mail message to your Payroll Administrater,

Career Center

Document Center
Downlead files and forms bo your compuker.

Options

Change your password.
Contact Center

Lontact Administrators

Send an a-mal Messags B your Adminstrators.

Exat Employes Self-Service.
[Helo )

Capynight © I002 - T011 Fecplaltritegy. 1nc. Al fghti raddrsed.

prcpsstrarkecny

e To change your Emergency Contact, click the ‘Change Emergency Contact’ link on the side
menu or the main menu.



Change Emergency Contact — continued

Department of Personnel
& Administration

Human Resources

Monday, Hay 14 12 ProplaSiralegy Employes Sell-Service v1.3.6 Logoul
Home Change Emergency Contact for FROSTY SNOWMAN
Emergency Contact
Hamu CRYSTAL SMNOAWKAN
Helationship Wile s
I Qdfopr, plgdsn Soocdy
Phera 123 456 830
# Paycheck
# Career Cenler I‘--i'[ Save ] Ralrish Halp
+ Options
+ Contact Conber
Cegyrght § I007 -~ 2011 PesglaFratigy. [nc AN rightd radaresd

Logout

e Enter the name of your Emergency Contact.

e From the drop down menu, click on the relationship the Emergency Contact has to you.
e Enter the Phone Number of your Emergency Contact.

e Click the ‘Save’ button.



Change Emergency Contact — continued

Department of Personnel
& Administration

Human Resources

PeoplaSiralegy yvee Sall-Service vI1.3.6
Change Emergency Contact for FROSTY SNOWMAN
Cata was changead. -i—

Emergency Contact

Legaul

Hama CRYSTAL SMOAVWMAN
Relationship Wile v
If Difvar, please soeciy

Phaoane 123 - 456 - | JES0

# Career Cenler

+ Options

# Conbtact Canlber

Logout

Capyright § 2002 « 2011 PesplaSravegy. [nc. AN riphts rasarsed

}'J"#Ti'\‘.’.tr'.".lﬁw"- _ "

e Verify changes
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Additional Personal Information

Department of Personnel
& Admimistration

Human Resowrces

Menday, Jume 4, 2012

P trate plojee Ceif-Say & Lot

Welcome, FROSTY SHOWBMAN JR. | Lo the TEST/TEST
Fmployes Self-Service Application.

Employas Salf-Service allows you to change or review your personal records.
Personal

Changs your primary résidencs address and telephand rumber.
Side Manu

Change Emergency Contact
Changs your emergancy contact informaticn.

ff— ain Mina

view ar Change Addtional Personal Information.

Change Mailing Address
Wiew or Change Mabng Address

view or Change License [nformation.

Contact Your Persennel Administrator

Sgnd an g=mal MEELIge 10 your Personngl sdmenisrator
Paycheck

View Pay Stub Detail
Wiew your most recent and pror pay stub summanes

Update Tax Withholdings

Changs youwr federal tax manital status, number of exemgtions, and additianal withhalding
amount. If avalable, change state tax mantal status, number of exemplons and
additional withholding amount,

. T
view W=2 form onling.

Contact Yoeur Fayroll administraler
Send an e-mail message te your Payroll Admmistrater

Career Center

Download files and forms to your computer
Options
Lhange Fassword

Change your password.
Contact Center

Contact Administrators
Send an e-mal message to your Admwestrabors.

Buit Employes Self-Service.

+ 2013 PasplaGrans

Cogyrighn § 3

2 righan FREar.aE

e To view your Additional Personal Information, click the ‘Additional Personal Information’ link
on the side menu or the main menu.



Additional Personal Information continued

Department of Personnel
& Administration

Human Resources

‘Wednesday, Jun l e
e Change Personal Information for
Persanat FROSTY SNOWMAN JR. ‘/

Pesy dralegy e Fall-Service v1.3.6 Legaul

e

Figlds with gray background aré informational ondy, these fialds can not ba edited.

nge Emerpenoy

Marital Status Married -
Ethnlcity Caucasian not Hispanic Origin b
Handicap Othar ha
Language English ~
Badge 1D [124
Military Status Mot Indicated ot
Military Discharge Date Ii
+ Options Military Status 100/ I~ Disablid Veteran

# Conlact Cenler -
Protecke d-":i'ﬁ.'.‘-algl'l Veteran

Lol
I” service Medal vetaran

I Other veteran

Copwrighe B 2002 - 2011 Secelaftrategy. [ne. SN Aghts radarad

Fxx:;ic:sh't;‘h;@;

¢ Information on this page cannot be changed.
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Change Mailing Address

Department of Personnel
& Administration

Human Resources

¥ S 1.3.6 L il

o Welcome, FROSTY SNOWMAN JR. , to the TEST/TEST
Employee Self-Service application.

Employed Self-Servce Mlows you 0o change oF révidw your perscnal récords,

Personal

Change Residence Address & Phone Number
Change your prmary resdence address and telephana numbsar,
Sicle M

Change Emergency Contact
Change your emergency contact information

Wiew of Change additional Personal Infarmation.

Change Mailing Address <= WMain Beru

Vigw or Changs Mailng Address.

Change License Infermation
wiew or Change License Informaton,

Send an &-mail Mmessage to your Persennel Administrakor.

Paycheck
View Pay Stub Detail
Wiaw pour masl recent and prar pay slub susmmanss.

Update Tax Withholdings
Change your federal tax mantal status, rumber of exemptions, and additional withholding

amount, If awailable, change s
additional withhalding amount.

abe tax mantal status, rumber of exemptions and

Wiew W-2 form enbne.

Send an e-mail message 1o yow Payrall Administrater.
Carear Center

DRocument Center
Downicad files and forms o your compauter.

Options

Change your password,
Contact Center

Contact Administrators
Send an e-mail message to your Adminigtratons

Log Qut
Exit Employee Seif-Service,

| Hélp

RIS,

:xx:;x'm:l‘l't.l;éy

e To change your mailing address, click the ‘Change Mailing Address’ link on the side menu or
the main menu.



Change Mailing Address - continued

Department of Personnel
& Administralion

Human Resources

Feopleralegy er Sall-Service v1.J.0 Ll

Wednesday, June 1

Home Change Mailing Address for FROSTY
P SNOWMAN JR.

Streeet Adedriess 123 SMNOW FLAKE LANE

City S0OUTH POLE
State/Province Alaska b
ZIP/Postal Code 12345

| Save | Rfrash Help

# Career Cenler

+ Oplions.

Sagyraght § 2002 - Z011 PasplaSwratagy. [nd. AN rights radaraad
# Conbtact Canlber

Logout

e Enter your street address.

e Enter your city.

e Select your state from the drop down menu
e Enter your zip code.

e Click the ‘Save’ button.



Change Mailing Address - continued

Department of Personnel
& Administralion

Human Resources

Wednesday, June 13, 2012 Feopleiralegy Employes Sell-Service vI.3.0

Home Change Mailing Address for FROSTY
P SNOWMAN JR.

Strect Address 123 SNOW FLAKE LANE

City SOUTH POLE
Stale/Province Alaska b
LIPfPostal Code 1245

ptuc = Save | Refrash [Help

+ Oplions.

+ Contact Canber
Capyrighe & 2002 - 2011 PeeplaSravegy. [ne. S0 riphts resarsed
Lgout

pocpostratecy

Ll

e Verify Changes
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.




View License Information

Departiment of Personnel
& Administration

Human Resources

1 4, 0 i P LY - X f Lo

Hom Weloome, FROSTY SNOWMAN JR. | to the TES EST
Employee Sell- Service Application.

Employee Self-Service dlows you 1o change of reéview your personal records.

Personal

Change your primary ressdence addrgss and telephong number

Changs Emergency Contact
Changs your emergancy contack information,
Side Menu

wWiew or Change Sdditicnal Personal Information.

Witw or Change Mailing Addrass.

Change License Information - Maln Mans
Wiew or Change License Informatbion.

Lot

Contact Your Parsenmel Sdminisirater
Send an e-mail message to your Personnel Administrator

Paycheck

Vinw Pay Stub Detail
View your most recent and prior pay stub summares

Change your federal tax marital status, number of exempticns, and additional withholding
amount. If avalable, change State tax mantal status, number of exemplions and
addibonal withholdng amount.

Wiew 'W-2 form online,

Contact Your Bayroll Adminlstrator
Send an @-mal misssage o your Payroll Administrator

Carcer Center

L
Downlodd fleés and forms B0 your Computer.

Options

Change your passwand

Contact Center

Lontact Administrators
Send an ¢-mal message b your Administrators.
Lag Out
Ext Employes Self-Sernce.
(Fiia)
Capyright B 2002 « 2011 Casplabiratasy. Ine a1l Azhtn rgaras

N
poopiostratecy

e To view your License Information, click the ‘Change License Information’ link on the side menu
or the main menu.



View License Information continued

Department of Personnel
& Administralion

Human Resources

Wednesday, June 1

e Change Licenses for FROSTY SNOWMAN JR.
Brs ] ‘/

Feopleralegy er Sall-Service v1.J.0 Ll

Informatson can not be edibed, 1t 13 provided for mformational purposes only.

License, Certificates Year Expires

[ Help

# Career Cenler Copyrighs & 2002 - 2011 PeepleSravegy. [ne. AN rights resarsed

+ Oplions.

# Conbtact Canlber

Logout

¢ Information on this page cannot be changed.
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Contact Your Personnel Administrator

Departiment of Personnel
& Admimizstration

Human Resources

P rategy Empioyes Sary 16 Loiout

Welcomae, FROSTY SNOWMAN IR. | to the TEST/TEST
Employee Sell- Service Application.

Employes Self-Service alows you to changa or review your parsonal records

Personal

Changs your primary residencs address and talephand number,
Change Cmergency Conlact
Changs your smergsncy contact mformation.
view ar Change Additional Personal Informatian.
Side Mianu

vidw or Change Mailing Addrass

7
View ar Change License Infarmation.

Logout

Kakn Manu
send an ¢-mal Mmessage B wour Parsonndl Administratar.

Paycheck
Wiew Pay Stule Detail

Wigw your mogt recent and prior pay Stub summanes.,

Change your fesderd tax mantal status, mumber of exemptions, and addisona withholdng
amount. [f avalabla, change state tax marital status, number of axemptions and
additanal vathhalding amount.

Wiew W-2 Form

View W-2 form onlbne

Contact Your Payroll Administrator

Send an e-mal message to your Payroll Admemistrator.
Career Center

Document Center
Downlead files and forms to your comgutar.

Options

Changs vour password,
Contact Center

c )y

Send an ¢-mail Message to your Administratars.

Exit Employes Self-Service.
Help |

Cogwright & 2002 - 2001 Swcpleforssegy. Inc. &l righty resarces

i r's.-h-;m;h_q,-l

e Toview information on how to contact your Personnel Administrator, click the ‘Contact Your
Personnel Administrator’ link on the side menu or the main menu.



Contact Your Personnel Administrator - continued

Department of Personnel
& Administration

Human Resources

Wednesday, May 16, 2012 Peopiesirategy Ermployes Seif-Se vi.g.6 Ll

Home Contact Information

Parsonal
Help from the HR team is just a phone call or an e-mail away.

P
Test Contact® Test.Contacbiatate. oo ug
Contact Admin
Contact Phone Numbeér: 303-123-4567
Call with questions!

Paycheck Halp
&

LCarneer Center

Capyrighe & 2002 - 2011 PeeplaSravegy. [ne. A0 rights resarsed

e The administrator contact name, email and phone number is displayed.
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



View Pay Stub

Department of Personnel
& Administration

Human Resources

Welcomea, FROSTY SHOWMAN JR. , to the TEST/TEST
Employese Seli-Service application.

Employee Self-Seraice allows you Lo change or réwvew your perional records.
Slde Meanu
Personal

Changs yvour primary résidance address and telsphons number,

Changs Emergency Contact
Change yow' emérgency contack nfermatmsn,

vigw or Change additional Personal Informatson.

Change Mailing sddress
Wiew or Changs Mailing Addrass,

Change License Infermation

view of Change License Information.

Sand an e-mail message to your Parsonnal Administrator.

Paycheck

View Pay Stub Detail = Hain Menu
Whew your most recent and paor pay stub summanes.

Changs youwr faderal tax marital status, rember of axemptions, and additional withhalding
amount. If avalable, change state tax mantal status, number of exempbons and
additional withholding amownt.

View W-2 Form
View VW-2 form anline.

Wi

Zand 0 e=mal Mgl 1o your Payroll Admnistrator.
Career Center

Document Center
Downdoad Res and forms 00 your computar,

Options
Change Password

Change your passwond,

Contact Cenler

Contact Adminisirators
Sand an a-mail Message o your Administrators,

Exit Employee Self-Service.

Hilp

A1l sighti i

Cappright § FawglaBlratagy

e To view your Pay Stub, click the ‘View Pay Stub Detail’ link on the side menu or the main
menu.



View Pay Stub - continued

View Pay Stub Detail for Frosty Snowman

Check Date - Check No. 12/30/2011 - ADBI1TTE "'—

Check No 12345678
Check Date 12/30/2011
GOV OFC OF INFO TECHNOLOGY-EGB Period Beginning 1z/o1/2011
601 E 18TH AVENUE, STE. 250 Period Ending 12/31/2011
(303) 764-7700 Pay Frequency M1
DENVER CO 80203 - :

Direct Deposit Account g
Number 123456789
ABA Transit Number 12346789

PAY STUB

Frosty Snowman ID D— - -
: 997038023 FED § 2 0 STEMP 0006 LC1 015
123 North Pole NUMBER e ; :
BASE 10.000 -
%%nué%r134 RATE : ST1 S 2 0O STTXD 0006 LC2
SSN 123456780 ST2 S 0 0 2NDST LC3
STRES 0006 LC4
LCS
TTL 1.000 FWT 1.000 sT 1.000 SDI 1,000
FUT 1.000 SUT 0.00 RTR 1.000 257 0.00
FCA 0.00 MED 1.000 xcs 0.00 LC1 1.000
LC2 0.00 LC3 0.00 LC4 0.00 LCS 0.00
¥TD GROSSES
TTL 10,000 FwT 10,000 sT 10,000 Fca 0.00
FUT 10,000 SUT 10,000.00 RTR 1,000 =257 0.00
MED 10,000
Earnings Hours Rate Gross Amount
REGULAR PAY 176.00 10.0000 1000.00
Current YTD Current YTD
PRE-TAX DEDUCTIONS
PERA RETR EMP 100.00 100.00 401K DEDCTM 100.00 100.00
RDN BUS-PASS 10.00 10000 125 KAISER HSA 100.00 100.00
125 KAISER HMO 0.00 100.00 125 DENTAL 100.00 100.00
Total Pre-Tax Deductions $ 41000 % 600.00
TAXES WITHHOLDING
FEDERAL TAYX 10.00 100,00  STATE TAX 10.00 100.00
MEDICARE DED 10.00 100.00 LOCAL TAX #1 10.00 100.00
Total Taxes Withheld $ 4000 % 400.00
OTHER DEDUCTIONS/AFTER-TAX DEDUCTIONS
LOMNG TERM DISAB 10.00 100.00  ADL FED TAX 40.00
ADL STATE TX 10.00
Total Other Deductions $ 10.00 $ 100.00
I(E‘zlzn(i;rrgzs ” IOOU.OOHCB)TotaI Deductions 3 460.00 ‘
| Net Pay : (A) Earnings - ( B) Deductions = _|

—> () () €—

e Select the paystub date you wish to view from the drop down box at the top of the screen.
e Click the ‘Print’ button to get a paper copy of the paystub.



Update Tax Withholdings

Department of Personnel
& Admimistration

Human Resources

Welcomme, FROSTY SHOWMAN JH. |, 1o the TEST/TEST
Emplayas Sall- Sarvice Application.

emplayde Self-Service allows you to changs of revidw your parsonal reconds,

Personal
Shde Monu

Change Residence Address & Phone Number
Change your primary residence address and telephone number.

Change Emergency Contact
Changs your emargency contack nformabicn,

i 1
view of Change sddtonal Personal Information.
view of Change Mailing Address,

Change License Infermation
view or Change Licenge Information.

Contact Your Persennel Administrator
Send an a-mal message to your Personnsl Administratar.

Paycheck
View Pay Stub Detall

Wiew your most recent and pnor pay stub summanes.

Update Tax Withholdings <= Main Men

Change your federal tax marital status, number of exemptions, and additional withhaldng
ameunt. If avadable, change state tax manktal status, numbar of axamptions and
sdditional withholdng amount.

Wiew W-2 form onling.

Contact Your Payroll Administrater
Send an e-mal message to your Payrall Administrator,

Career Center

Document Center
Downlead files and forms ko your compuber

Options

LChange Password

Change your password.
Contact Center

Lontact Administrators

Send an a-mal Mmessags to vour Administrators.

Exat Employes Self-Service.

rx'txi'w:tn-:'bélgy

e To change your federal or state tax withholding, click the ‘Update Tax Withholdings’ link on
the side menu or the main menu.



Update Tax Withholding - continued

Department of Personnel
& Administration

Human Resources

Wednesday, May 16, 2012 el g f 1.5.6 Legaul
Horme:

Persanal z ¥ ifi
! Hersana Change Federal W-4 Withholding Allowance Certificate for

FROSTY SNOWMAN JR.

Paycheck

Whathar yau sre antitlad to clasm & cartain numbar of sllawanced ar axamption fram withhaldiag 4 subject
b raviaw by the IRS. Your employer may be required Lo send & copy of this feem e Uhe TRS.

Flrst Name MI Last Hame Suffix SSN
FROSTY SHOWMAN JR. £22-12-44494
Home Address Cliry State ZIP Code
1112 'W 103 PLACE =121 DENVER co 80203

+ Opthons
+ Contact Cenber 1. Zinglhe/Marmed, but withhold at higher Sngle rate
Logout Marmed

If o last name differs from that on your Soclal Securlty card, call 1-800-772-1213
for a replacemant card.

2. Total number of allowances you are claiming o
rsee Parsonal Allowances YWorkshest] :
3. additional amount, if any, you want withheld from gach paycheck 3. 5000 —
4. 1 claim exemption from withholding, and I certify that I meet BOTH
of the followng conditions for exempoion:

e Last year you had a nght to a refund of ALL Federal income
tax withheld because you had NO tax liability; AND

s This year you expect a refund of ALL Fedaral income tax
withheld because you expect to have NO tax habihty.

If you meat both conditions, please Contact youwr Payroll dEFIiI'IIT‘!!'It.

under penalties of perjury, I declare that I have examined this
[ certificate and to the best of my knowledge and beliel, it is true,
correect, and complete.

Submit Relresh Help
Cagyrghe § 2003 « 2011 Seegliftratigy. [ne. M Aghts relarasd

;xx:;ic:-sh{ﬁ;;y

o The Federal Withholding page display’s first.

e Change your marital status on the line numbered 1.

e To change the number of allowances you are claiming, click on the ‘Personal Allowances
Worksheet’ link or enter a new number directly into box number 2. The ‘Total Number of
Allowances’ from the ‘Personal Allowances Worksheet’ will automatically update box number
2.

e To have an additional amount withheld from your paycheck, enter the amount into box
number 3.

o To update your State Withholding, click the ‘Update State Withholding Certificate’ button.

e To save your changes, click the penalties checkbox and click the ‘Submit’ button.

e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Update State Withholding Certificate

Department of Personnel
& Administration

Human Resources

Wednesday, May 16, 2012 PecpleStrategy Erng Legaul
Horme:
+ Personal

Payche State of COLORADO
: Change State Withholding Allowance Certificate for FROSTY

SNOWMAN JR.

_ FROSTY SNOWMANIR 522-33-4444

- 1112 W 103 PLACE =123 - DENVER , CO 80203

1. & sarmied O Single/Married out withhold at higher single rate
Looowt Yo e ertvre-diffETE from that on your Social Security card, call 1-800-772-1213
A for a replacement card.
2. Total number of allowances you aré claiming a
{see Persgnal Allowances Worksheet) 2. £ 'P
(see
Additional amount, if any, you want withheld frem each paycheck 3.50,00 i——-

I claim axemption fron withholding, and I certify that 1 meat BOTH of the
fellowing conditions for exemption:

o Last year you had a nght to a refund of ALL Federal mcome tax
withheld because you had MO tax hability; AND

+ This year you expact a refund of ALL Federal income tax withheld
because you expect to have NO tax halwhby,

If you mast both conditions, pleass contact your Payroll departmant.

[ under penalties of perjury, I declare that I have examined this certificate and to
the best of my knowledge and beliel, it Is true, correct, and complate.

| Submit | [ Rebwnto Federal W-4 | | Refresh | [Help
Form W4 /ﬂ R

Cegyright § 2002 » 2011 Fésglaftratagy. [nd. SN Aghtd repdrad

;xx:;ic:-sh{ﬁ;;y

o Change your marital status on the line numbered 1.

e To change the number of allowances you are claiming, click on the ‘Personal Allowances
Worksheet’ link or enter a new number directly into box number 2. The ‘Total Number of
Allowances’ from the ‘Personal Allowances Worksheet’ will automatically update box number
2.

e To have an additional amount withheld from your paycheck, enter the amount into box
number 3.

e To save your changes, click the penalties checkbox and click the ‘Submit’ button.

o Click the ‘Return to Federal W-4’ button or on the side menu click ‘Home’ to return to the
Main Menu or click ‘Logout’ to exit ESS.



Personal Allowances Worksheet

Personal Allowances Worksheet

Check here for yourself if no one else can claim you as a dependent.
[] Check here if any of the following situations apply to you

*+ You are single and have only one job; or

+ You are married, have only one job, and your spouse does not work; or

+ Your wages from a second job or your spouse’s wages (or the total of both) are 51,500 or
less.

[] Check here for your spouse. But you may choose not to select this option if you are married
and have either a working spouse or more than one job (this may help you avoid having too little
tax withheld).

Check here if you will file as head of household on your tax return.

Check here if you have at least 51,800 of child or dependent care expenses for which you
plan to claim a credit.

(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care
Expenses, for details.)

O
O

Child Tax Credit {including additicnal child tax credit). See Pub. 972, Child Tax Credit, for
fmore information

s If your total income will be less than $61,000 ($90,000 if married), enter "2" for each
eligible child; then less "1" if you have three or more eligible children.

o If your total income will be between 561,000 and 384,000 {390,000 and 119,000 if
married), enter "1" for each eligible child plus "1" additional if you have six or more
eligible children.

Enter the number of dependents {other than your spouse or yourself) you will claim on your

tax return.
Total Number of Allnwanc

For accuracy, complete all worksheets that apply. Please visit the IRS Web site for copies of the
following worksheets if they apply to you.

s If you plan to itemize or claim adjustments to income and want to reduce your
withholding, see the Deductions and Adjustments Worksheet.

s If you have more than one job or are married and you and your spouse both work and
the combined earnings from all jobs exceed $18,000 ($32,000 if married), see the Two-
Earners/Multiple Jobs ‘Worksheet to avoid having too little tax withheld.

ﬁ Return to W-4 Form Clear

o Check the boxes that pertain to you.
e The ‘Total Number of Allowances’ will automatically update.
e Click the ‘Return to W-4 Form’ button.



View W-2 Form

nlact Cenler Weaw ar Changs Addibanal Peracnal Infermation
Lesgoul

peopiCStrateny”

Department of Personnel
& Administration

Humin Resources

PeopleStrategy Em Seil-Sarvice vi Lot

Welcome, FROSTY SNOWMAN JH. , to the TEST/TEST
Employes Salf-Sarvice Application.

Ermgleyes Sall-Tervce allows you bo changs o revigw your persanal records,
Personal

Change Eesidence Address & Phomne Numier
Changs yow' prmary réssdence address and Lelephons numbsar,
Side Manu

Changs your émargency contact infarmation.

view or Change Mailing Address.

eaw or Change License Informatsan,

Contact Your Persannel administrator
Send an o-mail message to your Personnel Administrator.

Paycheck

R B, 1

Wi your Mast récant and pror pay Stulb sSummaniss.
L1 i
Changs yow' federal tax mantal sbabus, number of exemgbans, and addibenal withhaldng

amount. I available, change state tax mantal States, number of exemptions and
additional withholding amaunt.

Miaw W-3 Form o= ain Lan

e W= 2 Tarm canline

Contact Your Payroll sdminisirator
Send an o-mail message to your Payroll Administrator.

Career Center

Download files and forms to your comguber.

Options

Change your password.

Contact Center

Send an a-mail Message bo your Administratons.

Log Qut
Exit Emplayes Sell-Tervics.

'Hclp

Capyright B 2002 » 2011 Sacglateritagy. 1ac. 2l Aghtd ridar-ad

To view your W-2 form, click the ‘View W-2 Form’ link on the side menu or the main menu.



View W2 Form - continued

W-2 Form For Tax Year 2011
a Employse's Social security number This infermation is being furnished te the Internal Revenue Service. If you
o - OME MNa, 1545 are required to file 3 tax return, 3 negligence penalty or other sanction may
123 45 6789 ooos be impesed on you if this income is takable and you fail te report it
b Employer Identification Mumber [EIN) 1 Wages, tips, other compensation | 2 Federzl incems tax withheld
12 3456789 $10,000.00 $+1.000.00
c Emplayer's name, address, and ZIP code 2 Social security wi 4 Sacial security tax withheld
GOV OFC OF INFO TECHHOLOGY-EGE
601 E18TH AVENUE, STE. 250 = Medicare wage a0 & Medicare tax withhel
DENVER CO 80203 5 Medicars wages and tips v_‘:hlcar: ax withheld
$10,000.00 $ 200.00
7 Secizal security tips 2 Allocated tips
g Control number ] 10 Dependent cars bensfits
01
=z Employze's first name and initial Last nams Suffi|1 Manquazlified plans 12z Seeinstructions for box 12
c
° D |$1.000.00
Frosty Snowman g
123 North Pole 12b
Denver CO 80134 -
14 Other lac
12d
f Employee's address and ZIP cade
15 State Empleyer's state ID 1& State wages, tips, 17 Statzincems |18 Local wages, tips, |19 Lecalincems |20 Locality
number stc, bz stc tax nzme
Co 01-00005 $10.,000.00 $ 500.00
Department of the Treasury--Internzl Revenus
W-2 2011
- wla
Form
Copy C-For EMPLOYEE'S RECORDS [See Notice to
Empioyee on the back of Copy B.}
_._*- Print Help

e Click the ‘Print’ button to get a paper copy of the W-2 form.




Contact Your Payroll Administrator

Department of Personnel
& Administration

Human Resources

PeoplaSirategy Empioyes Serv 1.6 Loiout

Hiener Welcome, FROSTY SNOWBMAN IR. | to the TEST/TEST
Employee Sell- Service Application.

Employes Self-Service allows you to changs or review your personal records

Personal

Change your pimary residence address and telephons number,
Side Menw
Change Emergency Conlact

Changs your emergency contact nfoarmatian,

+ Crptions

tadt view ar Change Additional Personal Information.

vidw ar Change Mailing Address

1
View ar Change License Information.

send an a-mad message B your Persannsl Administratar.
Paycheck
Wiew Pay Stuls Detail

Wigw your mogl recent and prior pay Stubs Summanes.

Chamge your federd tax mantal $tatus, rumber of exemptions, and additonal withholdng
amount. [f avalable, change state tax marital gtatus, number of exemptions and
addional vthholding amount.

View W-3 Form

Wigw We2 form onhne

Contact Your Fayroll Administrator = Main Hens

Send an e-mal message to your Payroll Admwustrator.

Career Center

Document Center
Downlead files and forms to your comguter.

Options

Changs your password.,
Contact Center

c o

Send an ¢-mal Mmessage to your Administrators.

Exit Employee Self-Service.
Hilg |

Cogwrighe & 2062 - 201

cleScrasegy. In. &ll rights resarows

i r's.-h-;m:h_q,-l

e To view information on how to contact your Payroll Administrator, click the ‘Contact Your
Payroll Administrator’ link on the side menu or the main menu.



Contact your Payroll Administrator - continued

Department of Personnel
& Administration

Human Resources

Wednesday, May 16, 2012 Peopiesirategy Ermployes Seif-Se vi.g.6 Ll

Home Contact Information

Parsonal
Help from the HR team is just a phone call or an e-mail away.

P
Test Contact® Test.Contacbiatate. oo ug
Contact Admin
Contact Phone Numbeér: 303-123-4567
Call with questions!

Paycheck Halp
&

LCarneer Center

Capyrighe & 2002 - 2011 PeeplaSravegy. [ne. A0 rights resarsed

e The administrator contact name, email and phone number is displayed.
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Document Center

Departient u_fl‘.rlwlrllrr
& Admimstration

Human Resources

iy, June &, af 138 Liptaiat

[ Welcoms, FROSTY SHOWMAN IR, , Lo the TEST/TEST
Employes Sell-Service application.

i Personal

Employes Salf-Service allaws you to change or review your parecnal records

Personal
. Shida Bonu

Change kesidence Address & Phone Bumber
Changa yawr pimary reidencs addrass and talsphons mumbsar

Chandges your #margancy centact information

Additicnal Personal Information
view of Change additional Persona Information

Change Malling Address
vigw or Change Mailng Address.

View or Change License Information.

Band an a-mail message to your Personmd Admmistrator
Paycheck
Wiewe Bay Stub Detall

WVidW pour mast recent and prior pay stub summanies.

Change your federal tax mantal status, number of exempbons, and addibonal withhakding
amaount. If available, change state tac mantal status, number of exemptions and
additional withholding amount.

Vigw W-2 form onling.

Send an e-mal massage bo your Payroll Adsmmstrator.

Carcer Center
Rain Menu

Downlead fles and forme o your compuber,

Options

Change your password,
Contact Center

Contact Administrators
Sand an a-mail messags [o your Administrators.,

Exit Employet Self-Service.

Shiveight § 2002 - 021 PasglaSuratagy, [ad. AN ghti dhiafoai,

Pirrewsad Br

peCpoETEtERyY

e To view or download files, click the ‘Document Center’ link on the side menu or the main
menu.



Document Center - continued

Department of Personnel
& Administration

Human Resources

Peopiesirategy Ermployes Seif- e vi.5.6 Ll

Document Center

Geeneral
State Personnel Employes Handbook FY 10-11

h .

Copwrighe B 2002 - 2011 Secelaftrategy. [ne. SN Aghts radarad

e Click on the link to open the document.
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Change Password

Department of Personnel
& Admimistration

Human Resources

Welcomme, FROSTY SHOWMAN JH. |, 1o the TEST/TEST
Emplayes Sall- Sarvica Application.

emplayde Self-Service allows you bo Changd of revidw your personal reconds.

Personal
Side Menu

Change Residence address & Phone Number
Change your primary residence address and telephone number.

Lugoul

Change Emergency Contact
Change your emergancy conkack mfermabien,

i 1
view of Change addtional Personal Information.
Change Mailing Address
View of Change Mailing address.

Change License Infermation
view or Change License Information.

Contact Your Personnel Administrator
Send an e-mail message to your Perscnnsl Administratar.

Paycheck
View Pay Stub Detall

Wiew your mosk recent and pnor pay sbtub summanes.

Change your federal tax marital status, number of exemptions, and additional withhaldng
ameunt. If avalable, change sktate tax mankal status, numbar of axamptions and
sdditional withhold@ng amount.

Wiew W-1 form online.

Contact Your Payroll Administrator
Send an a-mail message to your Payroll Administrater,

Career Center

Document Center
Downlead files and forms o your compuber.

Options

Change Password #—— Maln Menu

Change your pastword,
Contact Cenlter

Lontact Administrators

Send an a-mal Messags Bo your Adminstrators.

Eat Employes Self-Service,

prcpsstrarkecny

e To change your password, click the ‘Change Password’ link on the side menu or the main
menu.



Change Password - continued

Department of Personnel
& Administration

Human Resources

Wednesday, May 16, 2012 e ategy e arvic Lot
Hiome:
Enter Current
Password
Ol i
Contact Conter Enler New Paszword +—
L eyt
Re-enler New ‘
Passwornd
New E-mail 1D -
i_ Sulmal ] [ Rigdrsh ] [H-:Ip]
-

capyrighn & 2002 - atil PespleSwravagy. Ine. AN righas resarcag

}'J"#Ti“‘.’-tr’:".;ﬁ‘];éb‘.

e To change your password, enter your current password, enter your new password and re-
enter your new password.

e You can also change your ESS contact e-mail address

e Click the ‘Submit’ button

e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Contact Administrators

Department of Personnel
& Administration

Human Rescurces

Peapl=Strategy Emplaves Lot
Walcame, FROSTY SHOWMAN 1R, | lo the TIST/TEST
Employen Sall-Sarvice Apglication.

Implayes Sall-Geruce allows you e changs or rewvew your parsanal records.

Personal

change Residence Address & Phone Humber

Change your primary residence address and telephone number.
Side Menu

Logoat Change Emergancy Contact

Change your emergency centack information

Additional Personal Information
wigw or Change &dditional Personal Information,

Changs Malling Addrass
Winw or Change Maling Address.

Changs License Infermation
Wiaw or Changs License Information.

Sand am &-mail massags ta yeur Parsornal Adminigtratar,

Paycheck

¥,

Wi your most recent and prior pay Stub summaries,

Update Tax Withholdings
Change your federsl tix mantal status, number of exemptions, and additonal withholdng
amount. If available, changs state tax marital status, number of exemptions ard

addibianal wathheldog ameunt,

Wiaw We2 fo

“gatact Your B 1l Administ

Serd an @ -mail mesiage W your Payrdl administrator,

Career Center

Dacument Center
Download files and forms b0 your computer.

Options

Changs your passwerd.
Contact Cenler

Contact Adminlstrators = 1nin Mer
Send an &-mail message o your Administratens

Lo Chut
Exit Employee Self-Service.

l.lnlnj

Copyright § 2002+ 2035 PecpheSracesy, [ng. A0 righey reparves

e StrEkey

e To contact your Administrator, click the ‘Contact Administrators’ link on the side menu or the
main menu.



Contact Administrators — continued

Department of Personnel
& Administration

Human Resources

Wednesday, May 16, 2012 Peopiesirategy Ermployes Seif-Se vi.g.6 Ll

Home Contact Information

Parsonal
Help from the HR team is just a phone call or an e-mail away.

P
Test Contact® Test.Contacbiatate. oo ug
Contact Admin
Contact Phone Numbeér: 303-123-4567
Call with questions!

Paycheck Halp
&

LCarneer Center

Capyrighe & 2002 - 2011 PeeplaSravegy. [ne. A0 rights resarsed

e The administrator contact name, email and phone number is displayed.
e On the side menu, click ‘Home’ to return to the Main Menu or click ‘Logout’ to exit ESS.



Chpticns

Lo it Cenber

Side Menu

pecpestrarkecny

Department of Personnel
& Admimistration

Human Resources
Welcomme, FROSTY SHOWMAN JH. |, 1o the TEST/TEST
Emplayes Salf-Sarvice Application.
Employes Self-Service allows you o changs of nvitw your personal reconds.

Personal

Change Residence Address & Phone Number
Change your primary residence address and telephone number.

Change Emergency Contact
Changs your emargency contack nformabicn,

i 1
view of Change sddtonal Personal Information.
Change Mailing Address
view of Change Mailing Address,

Change License Infermation
view or Change Licenge Information.

Contact Your Persennel Administrator
Send an a-mal message to your Personnsl Administratar.

Paycheck
View Pay Stub Detall

Wiew your most recent and pnor pay stub summanes.

Change your federal tax marital status, number of exemptions, and additional withhaldng
ameunt. If avadable, change state tax manktal status, numbar of axamptions and
sdditional withholdng amount.

Wiew W-2 form onling.

Contact Your Payroll Administrater
Send an e-mal message to your Payrall Administrator,

Career Center

Document Center
Downlead files and forms bo your compuker.

Options

Change your password.
Contact Center

Lontact Administrators

Send an a-mal Mmessags to vour Administrators.

df—— Main Menu

Eat Employes Self-Service.

[ Helo |

Eazplastrategy. Inc. Al nghes rsary

To exit the Employee Self-Service application, click the ‘Log Out’ link on the side menu or the main

menu.




