NH /4 FIRST Phase 2
(]

Employee Self Service Functions

Update: March 5, 2013

\ 4 4




Accessing Employee Functions
LAWS@N rortal Home

Inbasket ProcessFlow Integrator

d Poris

click for payroll /benefits Employee Self-Service Common Tasks ji Useful Information

*  Manage Subscriptions * Portal User Help

?  Manage User Options : 5
* Customnze Portal options and your KnowledgeBase

T shortcuts ’ Hotkeys Help

o Internef
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Changing the Tax Withholdings Form W4

Home
| My Sshortcuts > .
| Inbasket ProcessFlow Integrator

Employee Self-Service b

click

| Absence Management B ¥
| Benefits Administration v
Human Resources

| Manager Self-Servi

Personal Informatiol
| Absence Management -
| Benefits Administration v

| Human Resources v

Personal Information ~
| Life Events ~

| New Hire =
LAWS®N" Eith

W-4 Form

' Inbasket ProcessFlow Integrator

‘ Employee Self-Service ~
Benefits %
Life Events 2

| Manager Self-Service -

LAWS@N ot tome

Home
| My Shortcuts v

Pay

e —

Parent Menu &
Direct Deposit
Pay Checks
thholding
Year to Date

Tax

click
" ur

Useful Information

* Portal User Help
’ KnowledgeBase
* Hotkeys Help

Welcome, Charlene DeVoe

Form W-4

Department of the Treasury
Internal Revenue Service

1 Type or print your first name, middle initial and last name

William R. Armstrong
Home address (number and street or rural route)

26 Gervaise Drive
City or town, state, and ZIP code

Derry, NH 03038
5 Total number of allowances you are claiming.

4

6 Additional amount, if any, you want withheld from each paycheck e e T
7| claim exemption from withholding for 2012, and | certify that | meet BOTH of the following conditions for e

Employee's Withholding Allowance Certificate

For [

i nd Paperwork Reductior ofice, see page 2 of paper form.

OMB No. 1545-0010

2012

2 Your social security number

1122

3 @ sSingle () Married () Married, butwithhold at higher Single rate
Note: If married, but legally separated, or spouse is a nonresident alien, check the Single box.

Input W4 changes & click continue

41fyour lastname differs from that on your social security card,
call 1-800-772-1213 for a new card.

Tt

# Lastyearlhad arightto 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 | expectto have NO tax liabiliy.
Ifyou meet both conditions, enter "EXEMPT" here.(Contact your Payroll department to claim EXEMPT)

Under penalties of perjury, | declare that | have examined this certificate and to the best of my knowledge and belief, itis true, comect, and complete

Employee's signature
8 Employers name and address
(Employer: Complete 8 and 10 only if sending ta the IRS)

Continue

Date

9 Office code
(optional)

If you click on the W-4 Instructions link, the instructions appear
exacly as they would on the paper form.

J

Opening
Week of
March 5th

Verify W-4 Changes

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

+ [f you select "Update”, you are authorizing these changes,
* [f you "Cancel”, your changes will not be processed.

ancel

click




Direct Deposit Entry

Inbasket ProcessFlow Integrater

User Level Work

Inbasket ProcessFlow Integrater
User Level Work
Time

Employee Self-Service

Farent Menu

— | Direct Deposht

Employee Self-Service Pay Checks
Tax Withhalding
Year to Date

EBenefits 2

Life Events a-

Mew Hire 2-

Pay 2

Personal Information a-

4

IR LAVVST N®  Direct De
Pay

Accounts

Pay
Parent Menu &

To open a bank account, you will need your bank routing and account numbers.,

| Direct Deposit

Pay Checks
Tax Withholding
Year to Date

Add Account

Bank [ LAKE SUNAPEE BANK ]° 04/28/2012

Description | Checking " Account Type @ Checking O Savings‘

William R. Armstrong

26 Gervaise Drive
Derry, NH 03038 Percent of Net 100%%
us Deposit
AMOUNT
e | S x
als (e - el

Routing Number | Account Number Because this is your default (100% of P

 ecquined MNet) deposit, leave the Deposit *

amount field blank.
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March 5th




Review Pay Check online

Inbasket ProcessFlow Integrater

User Level Work

Fime

Employee Self-Service

Inbasket ProcessFlow Integrater Parent Menu &

Benefits 2

User Level Wp Direct Deposit

I Pay Checks
Tax Withhalding
Year to Date

Life Events a-

Mew Hire a-

Pay 2

Opening
Week of
March 5th

Personal Infor

Parent Menu

Direct Deposit
Pay Checks

Year to Date

2030.25 2109.28

3
T2 M
02082013
" o o : Agenc‘yHRF‘Administra‘tor you are in data area INTTEST [legout]
LAVWS<N
=

> Administrator

Parent Menu 4
Wi
Direct Deposit Payments ) ) ) LAaaEs - =
Pay Checks [ Date | orom | mee  (J[|_ Pw | Pews | W= )
Pay Rate History 08,/24,2012 1644.00 1265.98 REGULAR PAY 75.00 1644.00
FayinentiModcimg, [ osnosz012 1644.00 131348 | Total 75.00 1644.00
Tax Withholding
Year o Dat= s These windows display
 Deduction | Amount | TaxableWages | :
FD FEDERAL INCOME TAX 22513 1594.00 PaYr°" detalls (scroll dOWn)
FD SOC SEC EE PAID 69.05 1644.00
FD MEDICARE EE PAID 2384 1644.00
Total 218.02
Pre-Tax Deductions
< < ary I Deduction I I}
Click for Printable Printobic Pay STub S W oo s NS T SRR .

furmbe 12460 Total 50.00 [

version ment Date 08,/24/2012

P enod End Date 08,/09/2012 After-Tax Deductions

Gross Wages 1644.00

Check Amount GRANrrE UNITED WAY
s
Spuency ust = Total 10.00 =




Printable Pay Statement

State of e Banrpshire

DEPT OF ADMINISTRATIVE SERVICES Employee Pay Statement
25 CAPITOL STREET

COMCORD, NH 03301

John Smith Employee Mumber: Date: 02/22/2013
20 North Main St Check Mumber: 14852236 Pay Period End: !
Concord NH 03301 Check Amount: $3473.80
Tax Withholding Residental Marital Exemptions Additional Additional
Description Status Status P Exemptions Amount
FD FEDERAL INCOME TAX | Resident IMarried 0 1] 1]
Earnings
Description Hours Rate Current Year to Date
OVERTIME STRAIGHT PERM 54.50 212032 212032
REGULAR PAY 75.00 2930.25 11,721.00
TOTALS 129.50 5,058.57 13,850.32
Taxes Pre-Tax Deductions
. Year to - Year to
Description Current Date Description Current Date
FD FEDERAL INCOME TAX 76836 | 172101 BM-POS EE PRETAX 60,00 24000
FD SOC SEC EE 303.97 43,84 BM-MH RETIREMENT SYSTEM-EE 35417 963,53
FD MEDICARE EE 7249 197.35 TOTALS | 41417 1.208.53
TOTALS 115082 278220
After-Tax Deductions
Employer Paid Benefits . Year to
Description Current
Descrioti Year to Date
escription Current — - - —
Date| | SEA AGENCY FEE 078 76.94
FD SOCSECER 7796 843,584 TOTALS| 2078 7684
FD MEDICARE ER 4162 187.35
BN-POSER 110380 | 441560
EM-DENTALER 59.58 238.24
BM-BASIC LIFE ER 520,000 042 1.68
BM-MH RETIREMENT SYSTEM-ER 28537 | 139611
TOTALS| 167883 | 709282
Summary
Description Hours Current Year to Date
Total Gross 123.50 £5,059.57 1385032
Total Deductions §1,585.77 5404387
8347380 59,801.65

Opening Total Net
Week of
March 5th




Benefits
Benefits

Parent Menu &

Life Ins. Beneficiary

View Current Benefits

LAWS® N’

click i
Flexible Spending Defined Benefit
Dental
Employee Life
Health
Opening
Week of

March 5th

Current Benefits

Benefit Plans and Coverage

MHRSMHRS PEMSION PLAM
DEMTAL PLAN

PLAM 1 BASICPLAM 1 520,000 SON
POS HEALTH PLAMN

Coverage .'-Pre—'l'm( Cost
: 7.00%
Family
Employes 20,000.00
Family 60.00

[ After-Tax Cost | Employer Cost -

10.08%
59.56
042
1,103.80

click




Add Beneficiar

Alexander you are in data area HCMIT [legout]
Search... @ V! E 9
LAWS® N" Beneficiaries Welcome, Alexander Stone @
Parent Menu &
Life Ins. Beneficiary click res Detail i
Current Benefits a;.... memmremreary for 2 plan, click on the ‘Add Individual or “Add Trust’ button below the First Mame I H’ &
[ .
Flexible Spending Middle Initial [:]
Plan Type Defined Benefit
Last M
Plan Name NHRSNHRS PENSION PLAN L | — Il

Last Mame Suffix a
Distribution Type
Plan Type Employee life

Plan Marme PLAN 1 BASICPLAN 1 $20,000 SON AT

Beneficiary Type || Eil
[
[
[
[
[
[
[
[
[

click

Relaticnzhip

Social Mumber

Employee Address

ar

Adldress1
Address 2
Adldress 3
Address 4

City or Address 2

State or Province

Postal Code

Country

Opening
Week of
March 5th




View Flexible Spending Accounts

LAWS® N° Spending Accounts
Parent Menu &
Flexible Spending Accounts

Life Ins. Beneficiary

Summary

e ReThTE 'You do not have any Flexible Spending Account benefits,

(Flexible Spending click

Opening
Week of
March 5th

op
Date

Reimbursements

Date | Check Number

Total Annual Contributions
Total YTD Centributions
Total Reimbursements
Remaining Balance




Coming Soon

* Employee Space
— View Profile
— Request a Leave of Absence
— Change Address
— Change Name
— Update Credentials

 Employee Self Service
— Add Dependents
— Enrolling in Benefits



Profile for an Existing Employee

FRED SMITH - 50010000
catherine.milarion@nh.gov
Employment D 50040000

Direct Supervisor JOHN LYNCH

Dates & Service

Organization Unit DIVISION OF PERSONNEL
Location AS-RISK MANAGEMENT

An existing State Employee can use HR data to build a
personal profile for use in expediting applications

Start Date 11/01/2012 Adjusted Start Date - Birthdate -

Work Preferences

Years Of Service 0.14 Adjusted Years Of Service 0.00 Anniversary Date 11/01/2012

Travel |Not Applicable -
Relocate |Not Applicable &
International Assignment | Not Applicable -

Other Preferences

{ [ Create - Request To Renew

¥

¥ Credentials

Certified Public Accountant

Expiration

Validated

Date

Certified Financial Examiner (CFE) < credentials

Yes

{ [ Create

Essential | Specialization

Accounting

education

Coming
Soon

<<

Employment History

H ——

Deloitte and Touche

State of New Jersey

Certified Public Accounant

Accountant|

Job history

11

“

4




Requesting a Leave of Absence

COLLEEN MCDUFFEE's Profile —-fx
# Change Name ¥ @
- T 7
At A Glance COLLEEN MCDUFFEE - 10346 B
. catherine.milarion@nh.gov Pay Rate 21.9200 USD
Cllck Work Assignments
Empleyment ID 13411 Percent Fit 0.00%
Personal Informati... Organization Unit DIV OF PUBLIC PROTECTION Work Phone -

Location JUSTICE DEPARTMENT
Direct Supervisor -

Compensation

Work Preferences

COLLEEN MCDUFFEL's Prc

Talent Pro|

# Change Name

;
At A Glance J [ [ Print to File

Weork Assignments

Personal Informati...

Compensation ‘Ves 2005 PARALEGAL T No resources assigned

Work Preferences

Talent Profile

*Request Leave Of Absence COLLEEN MCDUFFEE-13411
| Actions ~ | Options = C’

click ~a Request Leave

Organi
SEEHEN Position My Direct Supervisor d ; .

Reason Save
= . Save and New jon [PERSONAL v ] [Parsnna\ ]
‘FMLA*SE?‘F
SEIECE pe [PERSDNAL »I [Persnna\ ]
R - fill in details & save

*Beginning Of Leave |11/15/2012 [&]

*Estimated Return | 12/16/2012 (=]

]

Additional Information

Coming
Soon




Changing Home Address

COLLEEN MCDUFFEE's Profile

V4 Change Name

At A Glance
Work Assignments

Personal Informati...

click

Compensation
Work Preferences

Talent Profile

Coming
Soon

At A Glance

vy @

f =
COLLEEN MCDUFFEE - 10346 B
catherine.milarion@nh.gov Pay Rate 21.9200 USD

mplovment [D 134 Percent Fit 0.00%%
COLLEEN MCDUFFEE's Profile ez
# Change Name y @
[ Create @ Delete ¥ Emergency Contacts

Work Assignments

Preferred Contact

Contact Detail

Personal Informa...

No Data Available
Compensation

Work Preferences

Talent Profile

[ [ Add Address # Change Address

Mailing Address Residential Address

1224, concord, NH, {PostalCode

*Address
Actions = | Options ~ 0N ® ¢
- ¥ Dependen'lsw
e 1 | [coLLeEn mMcDUFFEE |
Inactivate .
16/2012 5 Birthdate
Delete

Active

: v
ous Record j [Unrted States ]
E 5

[
[
[
City [concord
State / Province
Post Code

County / District [

fill in details & save

13




Changing Name

'EEN MCDUFFEE's Profile

click # Change Name

COLLEEN MCDUFFEE - 10346
catherine.milarion@nh.gov Pay Rate 21.9200 USD

At A Glance

Work Assignments
Employment ID 13411 Percent Fit 0.00%

Organization Unit DIV OF PUBLIC PROTECTION Work Phone -

Location JUSTICE DEPARTMENT

Personal Informati...
Compensation
Work Preferences

*Request To Change Name For COLLEEN MCDUFFEE-13411

Talent Profile

Options » Related = =

Effective Date |11/18/2012 (=)

Reason iNC-LGLSEP b] [Legal separation

Enter The Changes

Title | |

fill in details & click OK

Given Name(First) | COLLEEN |

Middle Name l

Family Name(Last) I MCDonald

: COLLEEN MCDUFFEE's Profile
Suffix I

rd Change Name

Professional Designation

e —

Marital Status | Legally Seperated [l At A Glance LT L A e el
catherine milarion@nh.gov Pay Rate 21.9200 USD

Work Assignments

Former Given Name(First) I Employment 1D 13411 Percent Fit 0.00%
= T e [:] Personal Informati... Organization Unit DIV OF PUBLIC PROTECTION Work Phane -
ormer Middle Initia
Compensation Location JUSTICE DEPARTMENT
- Direct Supervisor -
Werk preferences pending Name Changes HR administrator to approve
Talent Profile o
Dates & Service
Start Date 06/27/1983 Adjusted Start Date 06/27/1983 Birthdate 12/07
Years Of Service 29.39 Adjusted Years Of Service 0.00 Anniversary Date 06/27/1983
Work Preferences Preferred Positions

Travel | Not Applicable B Position 1 [:]
Relocate | Not Applicable -

International Assignment Position 2
Coming
Soon

I
[R—

Other Preferences




click

Updating Credentials

COLLEEN MCDUFFEE's Profile

V4 Change Name

,
At A Glance COLLEEN MCDUFFEE - 10346

AT e T

Bl COLLEEN DUFFEE's Profile

Personal Informati...

# Change Name
Compensation

Work Preferences

At A Glance

D Create Education For COLLEEN DUFFEE-13411

Talent Profile

Work Assignments Save

Education

Personal Informati... Reason |

Compensation ‘ASSOCI-ﬂtE'S Degree Either Select Education Or Enter Other

Education [

Work Preferences Master's Degree Other |

Either Select Education Specialization Or Enter Other Specialization

Talent Profile

Education Specialization [ ‘

Other Specialization [

click [ Create

tion Date

Month D Year

[CJin Process

Education Rating

Either Select Education Institution Or Enter Other Institution And Address

Education Institution [ b ]

Other Institution [

Coming Country Of Address E]

Address [
fill in details & save [

Soon

[




Having a Baby — Adding a Dependent

Charlene you are in data area HCMCONV llogout]
LAWS@N rorettome D

Home

Inbasket ProcessFlow Integrator P e anadl IH‘_.\ _I
—
Time @_ﬁ b

CliCk Employee Self-Service

Common Tasks 3 Useful Information

Benefits Administration .
*  Manage Subscriptions * Portal User Help

Absence Management
*  Manage User Options ’ KnowledgeBase

Payroll Custornize Portal options and your

shortcuts ’ Hotkeys Help
Personnel Administratiol | Home
Manager Self-Service Inbasket ProcessFlow Integrator-
Human Resources Time -
e T wsn e
Benefits 2

Dependent

Main % | Address

Life Events 2
New Hire 2

Pay 2
Personal Information 2

Life E...
Life Events
Parent Menu =

First Name | Matilda

Employee Space Middle Initial

I
*

Absence Management - Adoption
Birth
Divorce
Benefits Administration Legal Separation

Marriage

Address Change

Last Name [ Armstrong

MNarme Suffix

Birth Date | 04/01/2012 (MM/DD/YYYY)

If Adopted, Date

If Adopted, Placement Date
Social Number | 376-62-4000

Human Resources

Payroll

Personnel Administration Spousal Loss of Coverage (MM/DD,

L]

. I
*

Type | Dependent

Relationship [ Daughter H*
Address [ Home H*
. . Primary Care Physician E
fill in details & save S ’
ender __ema e
Student (No [
Coming

Soon

Update

*Required




Having a Baby — Enrolling in Medical Benefits

LAWS®N" Birth
Additional Changes

You may want to make changes to the information below. Click on a link to access the task.

Employee confirms current benefits

LAWS® N" Bith

Current Benefits

S Your benefits as of 04/01/2012

| HMO 03/01/2012 EE 3000  Pre-tax
&V Total pre-tax contributions 30.00
Total after-tax contributions 0.00

Your deductions may differ slightly due to rounding.
M

Enrollment Elections - HEALTH

[ ] Process is same for other benefits such as
Dependent Care and Flexible Spending
Accounts

| 04/28/2012 EE 30,00 Pre-tax

| | R S ——

Keep the same coverage Benefit Elections - HEALTH
Change the coverage O _ i
['- ) € t Select J You have selected HIO,
. " Costs are per Pay Period.
‘ EE 3000 O PR
EE+5pouse 50,00 @ Select one coverage option.
EE+1 Child 5000 @
EE+Children 6000 ()
Full Family 6000 (O
I | & click How do you want to pay for this coverage? ® Pre-tax () After-tax
select coverage & click continue
|
Coming Benefits changes input be employee will
Soon be reviewed by HR administrator

17



Printing Employee Benefits Receipt

Congratulations
Congratulations Bill Armstrong

Your enrellment has been successful,

Please wait for the print box.

Continue

click

l |
= Print 4
General | Opﬁong!

(=5

Select Printer

receipt contains enrollment updates input by employee

= Add Printer @Microso&XPS Documen

=5 EPSON NX420 Series F= Snagit 10 s -
= Fax = WebEx Document Load Benefit Elections Page 1 of 1
< [ il y &
Status: Ready [ Prirt tofile | Preferences
Location: You printed these elections on 04/28/2012.
e Find Printer...
Employee Name: Armstrong, William R. Social Security Number.  X00(-XX-1122
Page Range Employee Number: 9908 Date of Birth: 01/01/1960
@ Al Number of copies: 1 = Hourly Rate: 39.07
Selection Curmrent Page
. User defined comment text.
(") Pages: 1 Collate
Enter either a singl ber or 2 singl 11| 22! 3}
A G DO T (e g Plan Coverage Start Date Your Cost
page range. For example, 512
HMO EE+1 Child | 04/01/2012 50.00 | Pre-tax
: DEPENDENT CARE SPENDING ACCT 200.00 per year | 04/01/2012 10.00 | Pre-tax
Print J ’ Cancel

Coming
Soon

Plan | Covered Dependents

HMO Matilda J. Armstrong

Pay Period Summary Cost
Total pre-tax contributions 60.00
Total after-tax contributions 0.00

Your deductions may differ slightly due to rounding.

18



