
Employee Access Screens

Sign in with Login ID, Password

Select Employee Access Tab, most will only have that tab available:

1-For now 2 button appear in first row, Employee Information & Time off

2-Select Employee Information, another row will appear with 5 more buttons

General Information, Calendar, Payroll, AP Payments, Personal Information

Joe Smith

1

javascript:cR('GenInfo'); oI('hcldrdist000.w','','Calendar','EMP');
javascript:cR('GenInfo'); oI('rwelog01.w?screen-choice=general&screen=ea','','GeneralInformation','EMP');
javascript:cR('GenInfo'); sR('Payroll');
javascript:cR('GenInfo'); oI('epayrollbrws009.w','','APPayments','EMP');
javascript:cR('GenInfo'); oI('rempltabs001.w','','EmployeeTab','EMP');
javascript:cR('GenInfo'); sR('Payroll');
javascript:cR('Payroll'); oI('epayrollbrws001.w','','CheckHistory','EMP');
javascript:cR('Payroll'); oI('epayrolledit008.w','','CheckEstimator','EMP');
javascript:cR('Payroll'); oI('epayrollbrws003.w','','CalendarYTD','EMP');
javascript:cR('Payroll'); oI('epayrollbrws005.w','','DirectDepositInformation','EMP');
javascript:cR('Payroll'); oI('epayrollbrws006.w','','W2Information','EMP');
javascript:cR('Payroll'); oI('epayrollbrws007.w','','W4Information','EMP');
javascript:cR('MainRow'); sR('TimeOff');
javascript:cR('TimeOff'); oI('rtorqbrws007.w','','MyTimeOffStatus','EMP');


Employee Access Screens

General Information Tab contains:

An older version of Employee Access info (District News, Personnel Info, Change Password, Report Options)

Report options:

Can create a report containing all pay for date range given.  Can Create report to view then print.  

Click Show buttons for items to print on screen, then Create Report

Back button when done.

Contains time-off information, hovering the mouse cursor over the entries provides more detail

Smith, Joe
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Employee Access Screens

Expands to show six more buttons…we'll look at others before expanding this one.  See Page (4)

Shows all AP reimbursements submitted through Accounts Payable, i.e. Mileage, etc.

Clicking on the "+" gives more detailed information on the individual check

Allows you to view Personal Info, similar to the General Info tab, also allows you to request changes to Employee

Information and Address.  Click on Request changes button in each screen.

Pay History, Time Off Balance/Status, Sub Transaction, AP Payments also available from this screen.
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Employee Access Screens

Brings up another row of payroll related items

Check History, Calendar YTD, Direct Deposit Info, W2 info, W4 Info

Brings up all checks since 1/1/2009.  Expand detail of each check by clicking "+".  Also choose filter options to expand

# of checks visible on Screen.  Select Show Check, can Print single check.

Can make changes to deductions, exemptions, marital status to view changes on checks.  Does not make 

changes, you must still contact Payroll to make those changes at this time.

View Pay YTD, all years since 2009

+
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Employee Access Screens

View your current Direct Deposit Information

View and print most recent W-2.  

Click View W2, displays PDF of W2 that you can print.
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Employee Access Screens

View current W4 information on file with Payroll.

Time off Button, then My Time Off Status.  Shows time off taken, recorded by Payroll & balance remaining.

By clicking on "+" the screen expands and shows detail time off.
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