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Introduction

mEEm

Course goal

The goal of this course is to provide you with the knowledge and practice to utilize the
Employee Self-Service application at your institution.

Course objectives

In this course you will learn to how to
¢ identify and complete the forms required to set-up Employee Self-Service
e login to Employee Self-Service
e view health benefit and flexible spending information
e add and modify benefits/deductions during Open Enrollment
e update beneficiary and coverage information
e view pay stub detail and earnings/deductions history
e view job history information
e view leave balance (vacation, sick, etc.) information

e view and update W-4 tax data

view the Campus Directory.

Intended audience

Administrators and Staff in the Human Resources Office. Faculty, Supervisors, and
Administrative Assistants.
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Page 4



Prerequisites

To complete this course, you should have

o completed the Education Practices computer-based training (CBT) tutorial Banner 8
Fundamentals, or have equivalent experience navigating in the Banner system

e administrative rights to create and perform the necessary set up in Banner (HR Staff
only)
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Process Introduction
. :

Introduction

Through Employee Self-Service, the employees of an institution can access their personal
information.

The Human Resources office is responsible for setting up the rules that enable employees to
access their records.

Flow diagram

This diagram highlights the processes used for viewing employee records over the web
within the overall Human Resources process.
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About the process

The Human Resources Office enables all forms to allow for viewing on the web.

o Employees modify retirement, health and benefit, and beneficiary information on the
web.

¢ Human Resources updates Banner forms based on employee updated information on
the web.

¢ Employees view pay, job, and tax information on the web.

© SunGard 2004-2008 Self-Service for Employees
Page 7



Employee Self-Service Overview
[

What is Employee Self-Service?

Employee Self-Service is a tool that enables the employees of an institution to access certain
areas of their records through a secured portal that is validated through a User ID and
Password.

Employees can view and/or make changes to their records from home or the office on a
24/7 basis. This eliminates the need to contact the Human Resources office during business
hours to request an update.

For Human Resource personnel, Employee Self-Service eliminates the need for them to
assist or intervene in every payroll and benefits/deduction inquiry or change. This allows
the Human Resources professionals to perform other proactive tasks instead of performing
data entry functions.

Who should have access?

All employees should have access to their data. However, some employees may not have
access to a computer (for example, food service staff). In those instances, an
accommodation can be made where the employee may have access to a department
computer or use one in the library lab.

© SunGard 2004-2008 Self-Service for Employees
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Key functions

Employee Self-Service is delivered with the following options:

e Time Entry

Leave Report

o Request Time Off

e Electronic Personnel Action Forms
e Benefits and Deductions

e Pay Information

e Tax Forms

e Jobs Summary

e Leave Balances

e Campus Directory

Note: Time Entry, Leave Report and Request Time Off functions are detailed in the Web
Time Entry training workbook.

© SunGard 2004-2008 Self-Service for Employees
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Function highlights — Benefits and Deductions

Employees can use the Benefits and Deductions option to view and update their benefit
data, view past and future changes to benefit data, view year-to-date information for their
benefits, and add new benefit plans. This function also provides open enrollment
processing and enables employees to change coverage information for dependents and
beneficiaries.

Function highlights — Pay Information

The Pay Information option enables employees to view their earnings or deductions history.
Function highlights — Tax Forms

The Tax forms option enables employees to view their year-end pay statements (W-2
statements (U.S.) or T4 statements (Canadian)) for a requested year. It also permits U.S.
citizens to update their W-4 Tax Exemptions/Allowances statements.

Function highlights — Jobs Summary

The Jobs Summary option enables employees to view information about jobs they have held
at the institution, including their current job.

Function highlights — Leave Balances

The Leave Balances option enables employees to view information about their leave
balances.

Function highlights — Campus Directory

The Campus Directory option provides a means for employees to display contact
information, such as e-mail address and phone number, about other employees in the
institution.

© SunGard 2004-2008 Self-Service for Employees
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Audit trail of updates

The Banner system maintains an audit trail of updates to the following types of employee
records

e address/telephone records

e deduction records

¢ dependent/beneficiary records
e beneficiary coverage records.

An audit trail is created each time one of these records is changed on the Web or during
normal Banner operations.

The following actions are entered into the audit trail:

e When a record is added to the database

e When a record is changed in the database

e When a record (other than address/telephone record) is deleted in the database
For deleted records, the audit trail includes a note specifying that the record was deleted.

You can print information from the audit trail by running the Audit Trail Report (PORAUDT).
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Day-to-Day Operations

mEEn

Section goal
The goal of this section is to detail the day-to-day or operational procedures to fully access

the Employee Self-Service applications at your institution.

Objectives

In this section you will learn how to
e login to Employee Self-Service
e view health benefit and flexible spending information
¢ add and modify benefits/deductions during Open Enrollment
e update beneficiary and coverage information
e view pay stub detail and earnings/deductions history
e view job history information
e view leave balance (vacation, sick, etc.) information
e view and update W-4 tax data

e view the Campus Directory.
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Process Introduction

About the process

The Human Resource Office can

e enable the required forms to allow employees to view them from the Web

e update beneficiary and coverage information based on employee entries

e modify fields on the Banner forms to support Employee Self-Service functions.

Flow diagram

This diagram highlights the processes involved in employee access of their personal
information through the web.
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What happens

The stages of the process are described in this table.

Stage Description

Human Resource Office

1 Human Resources enable all necessary forms to allow for viewing on the
web.

2 Employee modifies retirement information from the web.

3 Employee views and modifies health benefit and flexible spending

information from the web.

4 Employee reactivates a miscellaneous benefit from the web.

5 Employee adds and modifies benefits/deductions during Open Enrollment
from the web.

6 Human Resources updates beneficiary and coverage information based
on employees modifications to the web.

7 Human Resources modify the appropriate fields on Banner forms to
support the Employee Self-Service functions.

8 Employee views direct deposit information, pay stub detalil,
earnings/deductions, job history, and leave balances from the web.

9 Employee views and updates W-4 tax data from the web.

10 Employee views his/her online benefits confirmation.

© SunGard 2004-2008 Self-Service for Employees
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Login and Employee Self-Service Menu
[ ]

Login requirements

In order to log into Employee Self-Service, you must have the web address, a User ID and a
Password. After entering your login information, you will view the Main menu. From the
Main menu, you have access to the various menus for Employee Self-Service.

Screen image

i" SUNGARD HIGHER EDUCATION

Personal Information Alumni and Friends Advancement Officers Student and Financial Aid Faculty Services JSGNIGIEER WebTailor Administratii

Search =) RETURN T
Employee
Time sheet

Leave Report

Request Time Off

Electronic Personnel Action Forms

Benefits and Deductions

Retirernent, health, flexible spending, miscellaneous, benefidary, open enrollment, Benefit Staternent,

Pay Information

Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
W4 inforrnation, W2 Forrn or T4 Form.

Jobs Summary
Leave Balances
Salary Planner
Faculty Load and Compensation
Zampus Directory
RELEASE: 8.0
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Steps
Follow these steps to complete the process.

1. Access Internet Explorer or Netscape and enter the URL as provided by your
instructor.

2. Access the Enter Secure Area option.
3. Enter the User ID in the User ID field.
4. Enter the PIN in the PIN field.

5. Click the Login button.

6. From the Main Menu, select Employee.

© SunGard 2004-2008 Self-Service for Employees
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Benefits and Deductions
|

General format of the Benefits and Deduction pages

The Benefits and Deductions functions enable employees to view and change their benefit
data. The following options appear on the menu for this function:

i" SUNGARD HIGHER EDUCATION

Personal Information Alumni and Friends Advancement Officers Student and Financial Aid Faculty Services Employee WebTailor Administra

Search | o] RETURN

Benefits and Deductions

Retirement Flans

Health Benefits

Flexible Spending Accounts
Mizcellaneous

Open Enrollment
Beneficiaries and Dependents
Benefit Staterment

RELEASE: 8.0

Retirement Plans

The Retirement Plans page displays data for each benefit plan. The employer and employee
contribution information is specified for each benefit plan. The following links are displayed
for retirement plan functions:

e History

o Update

e Add a New Benefit or Deduction

© SunGard 2004-2008 Self-Service for Employees
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Steps
Follow these steps to complete the process.
1. From the Benefits and Deductions menu, select Retirement Plans.
2. View the information.

3. Select the History option.

© SunGard 2004-2008 Self-Service for Employees
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Health Benefits

The Health Benefits page displays data for each benefit plan. Each table specifies employer
and employee contribution information for the plan. The following links are displayed for
retirement plan functions:

e History
o Update

e Add a New Benefit

Screen image

search | RETURN T
Health Benefits
&R select 4dd a New Benefit to add a new health benefit.

Post Tax Dental Plan

Benefit or Deduction as of date: 04/11/2008
Status of Benefit or Deduction: Terminated

Start Date: 04/01/2005
End Date: 04/01/2007
Plan: Bi-wweekly single

Employee Deduction Amount:  £.9200
Employer Deduction Amount:  7.6900
Histary

PreTax Dental Insurance - test apostrophy ‘s

Benefit or Deduction as of date: 04/11/2008
Status of Benefit or Deduction: Active

Start Date: 01/01/2004
End Date: 03/31/200%5
Plan: Bi-wweekly single

Employee Deduction Amount:  8.0000
Employer Deduction Amount:  10.0000
History | Contributions or Deductions | Yendor Web Site

Add a Mew Benefit
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Steps
Follow these steps to complete the process.
1. Select Health and Benefits from the Benefits and Deductions menu.
2. View the information.
3. Select the Add a New Benefit option.
4. Make changes to health information and click the Select Benefit button.

5. Select the Submit Changes option.

© SunGard 2004-2008 Self-Service for Employees
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Flexible Spending Information

The Flexible Spending Accounts page displays data for each flexible spending account. The
amounts to be deducted each pay period and for the whole year are included. The
following links are displayed for flexible spending account functions.

e History
o Update
e Details

e Add a New Spending Account

Screen image

ﬂj- lﬂl SUNGARD HIGHER EDUCATION

Personal Information JIOTIGTER WebTailor Administration Finance

Search Go RETURM T

Flexible Spending Accounts
&R Sclect Add a New Spending Account to add a new flexible spending account

Dependent Care Spending Accnt

Benefit or Deduction as of date: 04/11/2008
Status of Benefit or Deduction: Active

Start Date: 07/01/2005
End Date:

Deduction Amount; 100.00
Deduction Annual Limit: 1,000.00

History | Update | Details | Contributions or Deductions

Add a Mew Spending Account |

[ Retirement Plans | Health Benefits | Miscellaneous | Open Enrollment | Beneficiaries and Dependents | Benefit State
RELEASE: 8.0
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Steps
Follow these steps to complete the process.
1. From the Benefits and Deductions menu, select Flexible Spending Accounts.

2. Select the Add a New Spending Account option if you need to add a new
Flexible Spending account.

3. Make changes to your flexible spending account (s).

4. Select the Submit Changes option.

© SunGard 2004-2008 Self-Service for Employees
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Miscellaneous

The Miscellaneous page displays data concerning miscellaneous benefits or deductions (such
as United Way contributions and auto allowances). The following links are displayed for
miscellaneous functions:

e History

o Update

e Add a New Benefit or Deduction

Screen image

&R Select Add a2 New Benefit or Deduction to add a new record.

Emplayee's Parking
Benefit or Deduction as of date: 04/11/2003
Status of Benefit or Deduction: Active

Start Date: 01/01/2004
End Date:
Deduction Amount: 15.00

History | Update | Contributions or Deductions

Pennsylvania State Tax

Benefit or Deduction as of date: 04/11/2008
Status of Benefit or Deduction: Active
Start Date: 02/01/2004
End Date:

History | Update | Contributions or Deductions

United Way Contribution

Benefit or Deduction as of date: 04/11,/2008
Status of Benefit or Deduction: Active

Start Date: 08/17/2004
End Date:
Deduction Amount: 10.00

Annual Limit:

History | Update | Contributions or Deductions

Add a New Benefit Or Deduction

Steps
Follow these steps to complete the process.
1. From the Benefits and Deductions menu, select Miscellaneous.
2. Select the History option.

3. Select the Update option to make changes to your Miscellaneous benefits or
deductions.

4. Select the Submit Changes option.

© SunGard 2004-2008 Self-Service for Employees
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Open Enrollment

The Open Enrollment page allows employees to update or delete their current benefits and
add new benefits.

Screen image

Personal Information JSANOTEERY  WebTailor Administration Finance

Search I EI RETURMN T
Open Enrollment

Open Enrollment Start Date: 12/14,/2007
Open Enrollment End Date: 12/31/2008

Benefits Effective Date: 01/01/2009
Group Benefits Status

Retirerment Mo choices made in this group.
Health No choices made in this group.

Flex Spending Mo choices made in this group.
Miscellaneous Mo choices made in this group.

Start Open Enrollment |

[ Retirement Plans | Health Benefits | Flexible Spending Accounts | Miscellaneous | Beneficiaries and Dependents | Benefit
RELEASE: 8.0
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Steps
Follow these steps to complete the process.

1. Select Open Enrollment from the Benefits and Deductions menu.
2. Select the Start Open Enrollment option.
3. Select the benefit that you wish to modify.
4. Make the appropriate changes and select the Submit Changes option.
5. Select the Calculate Cost option to display estimated costs.
6. Select Cancel if you want to remove all benefit choices.
7. Depending on what page you are on, selecting Restart will:

o remove all of the employee’s benefit choices in the group and redisplay the
Open Enroliment page

e reinstate benefit choices for the current year.

© SunGard 2004-2008 Self-Service for Employees
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Beneficiaries and Dependents
The Beneficiaries and Dependents page allows you to make the following changes
e update information about current beneficiaries and dependents
e update coverage for each beneficiary and dependent

e add coverage for a new beneficiary or dependent.

Screen image
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Personal Information Alumni and Friends Advancement Officers Student and Financial Aid Faculty Services JSI0:k WebTailor Administra

Search Go RETURM T

Beneficiaries and Dependents

Q Select the Name to change information for an individual. Choose Add & NMew Person to make additions. Select the name in the Benefit Coverage t

Beneficiaries and Dependents Information
Name 88N Relationship Birth Date Gender College Status
John A, Johnson 175647028 Parent Feb 20, 1966 Female Attends college

Add a New Person
Benefit
Coverage

A MNone of your active benefits qualify for beneficiary or dependent coverage.

[ Retirement Plan | Health Benefits | Flexible Spending Accounts | Miscellaneous | Cpen Enrollment | Benefit Statem
RELEASE: 8.0

Steps
Follow these steps to complete the process.
1. Select Beneficiaries and Dependent from the Benefits and Deductions menu.
2. Click on the person’s name to change a beneficiary.

3. To add a new beneficiary, select the Add a New Person option.

© SunGard 2004-2008 Self-Service for Employees
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Benefit Statement

The online employee benefit statement merges all related benefits information into a single
online benefit statement that can be synchronized and simultaneously accessed by the
relevant employee or an employee with benefits administrator privileges in Employee Self-
Service.

Screen image

”J»'MI' SUNGARD HIGHER EDUCATION

Personal Information Emplnyee WebTailor Administration Finance
search | Go RETURM T

Benefit Statement ID Criteria

&R Choose either My Benefit Statement or choose Employee's Statement and enter the ID, then choose Select.

My Benefit Statement:

Employee's Statement:

Employee ID: l—

[ Retirement Plans | Health Benefits | Flexible Spending Accounts | Miscellaneous | Gpen Enroliment | Beneficiaries and De
RELEASE: 8.0

Steps
Follow these steps to complete the process.
1. From the Benefits and Deductions menu, select Benefits Statement.

2. Press the Select option to view your own benefits statement or another
employee’s statement.

Note: The employee’s ID is required to view another employee’s statement.
3. Press the Select option after entering the date criteria.
4. View the benefit statement.

Note: Use the vertical scroll bar to view all of the statement information.

© SunGard 2004-2008 Self-Service for Employees
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Pay Information
[ ]

General format of the Pay Information pages

The Pay Information function enables employees to view and change their payroll data.
The following options appear on the menu for this function:

e Direct Deposit Breakdown
e Earnings History
e Pay Stub

e Deductions History

Screen image

g ]J- 'U-'l' SUNGARD HIGHER EDUCATION

Personal Information Alumni and Friends Advancement Officers Student and Financial Aid Faculty Services Empluyee webTailor Administral

search | g RETURHN

Pay Information

Direct Deposit Allocation

Earnings History

Pay Stub

Deductions History
RELEASE: 8.0
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Direct Deposit Allocation

The Direct Deposit Allocation page displays a list showing how your direct deposit pay is
distributed. The following is listed for each:

e Bank or credit union into which the money is deposited
o Amount or percentage deposited per pay into that bank or credit union

e Type of account into which the money is placed

Screen image

SUNGARD HIGHER EDUCATION

Personal Information Alumni and Friends Advancement Officers Student and Financial Aid Faculty Services Empluvee WebTailor Administra
Search I GDl RETURM T

Direct Deposit Allocation
&R The following accounts are listed in the order in which your pay will be distributed.
There are no payroll records with direct deposit information.

Praposed Pay Distribution:

Bank Name Routing Number Account Number Account Type Priority Amount or Percent Net Pay Distribution
Meridian Bank 678508423 B9B989898989598 Checdking 1 100.00% Rels]
Total Met Pay .00

[ Earnings History | Pay Stub | Deductions History ]
RELEASE: 8.0

Steps
Follow these steps to complete the process.
1. Select Direct Deposit Allocation from the Pay Information menu.
2. View your direct deposit information.

Note: A message will display if you do not have any direct deposits.

© SunGard 2004-2008 Self-Service for Employees
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Earnings History

The Earnings History option allows you to view your earnings data.

Screen image

bl h—'i- SUNGARD HIGHER EDUCATION

Personal Information JSuTiGTET
Search I Gol RETURM TO MEMU SITE MaP  HELP  EXIT

Earnings History

&R Sclect Earnings Type to access additional information. %

Earnings from January 2006 to May 2006
Earnings Type Total Gross Pay Total Hours

Regular Pay 16,655,608 253.33
[ Mew Date Range ]
. owered by
RELEASE: 8.0 SUNGARD' HIGHER EDUCATION
Steps

Follow these steps to complete the process.
1. From the Pay Information menu, select Earnings History.
2. Enter the date information and select the Display option.
3. View your earnings history.

4. Click the type of pay to view the detail of your earnings.
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Pay Stub

The Pay Stub page allows you to view your general pay information for a particular year and
see detailed data for a particular pay period.

Screen image

T T
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Personal Information JENTLTTIY WebTailor Administration Finance

search | aa| RETURN T

Pay Stubs

&R sSelect the Pay Stub Date to access additional infarmation.

Pay Stubs for 2006
Pay Stub Date Pay Period Begin Date Pay Period End Date Gross Pay Net Pay Message

11/30/20086 11/01/2006 11/30/2006 38,462,232 22,354.12
08/31/2006 08/01/2006 08/31/2006 38,437,232 21,429.80
01/31/2006 01/01/2008 01/31/2006 38,437,232 20,490.2¢6
01/15/2008 01/01/2008 01/15/2006 4,333.25 2,574.65

Change Year

RELEASE: 8.0

Steps
Follow these steps to complete the process.
1. From the Pay Information menu, select Pay Stub.
2. Enter the year and select the Display option.
3. View your pay information.

4. Click a particular month to view the detalil.
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Deductions History

The Deductions History page allows you to view deduction information for a range you
specify.

Screen image

T
”J- E Ll SUNGARD HIGHER EDUCATION

Personal Information FSUTILFEER WebTailor Administration Finance

gearch [ 6o RETURN T

Deductions Summary

Q Select a deduction to access history information.

Deduction History from January 2006 to April 2006

Deduction Type Employee Deduction Employer Deduction
Credit Union 50.00
Dependent Care Spending Accnt 200,00 .00
Employee's Parking 30.00 .00
Federal Tax 12,689.77
Fica Medicare 620.33
Fica Qld Age Z2,498.20
Imputed Income for Life Ins .00
Life Insurance 2x Salary .00 52.80
Park CW .00
Pennsylvania State Tax 1,237.02 .00
Pre Tax Blue Cross/Blue Shield 138.40
iinmlameantal Anmnity Fidelity A2 2 nn

Steps
Follow these steps to complete the process.
1. From the Pay Information menu, select Deductions History.
2. Enter the date range and select the Display option.

3. Click a Deduction Type to view the detalil.
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Tax Forms
[ ]

General format of the Tax Forms pages

The Tax Forms page gives you access to your year-end tax statements. The following links
are displayed:

e W4 Tax Exemptions or Allowances

e Electronic W-2 Consent

e W-2 Wage and Tax Statement

e W-2c Corrected Wage and Tax Statement

e T4 Statement of Remuneration Paid

W4 Tax Exemptions

The W4 Tax Exemptions page displays your W-4 Information (for US employees) as of
today’s date.

Screen image

=17 B
nl 'iJ-E;l' SUNGARD HIGHER EDUCATION

Personal Information JSATILILEER WebTailor Administration Finance

Search | o] RETURN

Tax Forms

W Tax Exemptions or Allowances

Electronic W-2 Consent

W-2 Wage and Tax Statement

W -2c Corrected Wage and Tax Statement
RELEASE: 8.0
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Steps
Follow these steps to complete the process.
1. From the Tax Forms menu, select W4 Tax Exemptions.

2. View your tax information.
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Electronic W-2 Consent

Employees can confirm or revoke consent to receive their W-2 Wage and Tax Statement
online through Employee Self-Service. Access this page by selecting the Electronic W-2
Consent menu item from the Tax Forms Menu. Indicate your consent and select the
Submit button.

Note: Each institution should review and revise the delivered Info Text to accommodate
their specific procedures to comply with IRS Regulations.

Screen image

s

L

, I‘]l SUNGARD HIGHER EDUCATION

Personal Information Alumni and Friends Advancement Officers Student and Financial Aid Faculty Services Emplm,'ee WebTailor Administra
Search I GUl RETURN TO T2

Electronic W-2 Consent

&R Select the check box to consent to receive your W-2 electronically, ar uncheck to revoke consent.

By consenting to receive your W-2 electronically, you agree to return to this site between January 31 and October 15 of the appropriate year to prin
may be required to print and attach your W-2 form to a Federal, State, or local income tax return.

Your consent will be valid for all subsequent tax years unless revoked by you, upon termination, or this service is not supported in a future given tax -
consent and receive a paper Form W-2 by accessing this site and unchecking the box to revoke consent, or providing written notification to the Hurm.

& paper copy of your W-2 may be obtained by contacting the Human Resources or Payroll office. Updating of employee contact information is the res
providing correct up-to-date information to the Human Resources or Payroll office.

Selection Criteria
My Choice
Consent to receive W-2 electronically: O

I understand the instructions provided to me for accessing and printing my electronic Ww-2 form.

Subrmit |
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Steps
Follow these steps to complete the process.
1. Select Electronic W-2 Consent from the Tax Forms menu.
2. Click the Consent to receive W-2 electronically checkbox.

Note: By giving your consent to receive this document electronically, you may
not receive a paper copy from your institution.

3. Click the Submit button.
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W-2 Wage and Tax Statement

The W-2 Year End Earnings Statement page allows you to access your W2 Statement (for
US employees) for a specified year. The status and date at the top of the page lets you
know if this is an Original issue W-2 or a Reissued W-2 along with the date it was created.
You can use your browser and the Print button to print the W-2.

Screen image

ml" SUNGARD HIGHER EDUCATION

Personal Information Empluyee WebTailor Administration Finance
search GDl RETURM TO TA

W-2 Wage and Tax Statement

&R cclect the Print button to print W-2 statement (for tax years 2005 forward). ¥ou may need to print multiple copies for submission to federal, stat
Help Text for information on how to print an approved format for different web browsers and additional infarmation,

Status: ariginal
As of Date: 12/11/2007

Form W-2 Wage and Tax Statemernt 2006

b Employer identification number (EIN) 1 Wages, tips, other compensation 2|
86-456738%9 15783344
c Employer's name, address, and ZIP code 3 Social security wages 4!
Banner University 7B558.93
4 Country Wiew Road 5 Medicare wages and tips 6l
Malvern PA 19355 81274.51
7 Social security tips 8.
d Employee's social security number 9 Advance EIC payment ic
CO0-00-0015
e Employee's first name and initial Last name Suff. 11 Nonqualified plans 1z
MichaelMichaelM 5 RichardssmithThomasu C
I+l

13 Statutory employee [ ]

Steps
Follow these steps to complete the process.
1. Select W2 Wage and Tax Statement from the Tax Forms menu.
2. Select the Tax Year for which you wish to review the W-2 statement.
3. Select your Employer or Institution from the corresponding pull-down list.
4. Click the Display button.
5. Select the Print button.

6. Select the Print option from the File menu of your web browser.
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W-2c Corrected Wage and Tax Statement

If your information provided by your institution to the government has been changed after it
was submitted to the IRS, you can print a corrected W-2¢c Wage and Tax Statement. The
Status field on the W-2 states it is reissued and the As of Date field displays the reissue
date.

Screen image

Personal Information JSUTIEIER)

search Go RETURN TG TAX MENU  SITE MAP  HELF

W-2 Wage and Tax Statement

Select the Print button ta print w-2 staternent (for tax years 2005 forward). You ray need to print multiple copies for submission to federal, state and lacal
entities. Click on Help Text for information on how te print an appreved format for different web browsers and additional informatien.

Status: Reissued
As of Date: Dec. 10, 2005

Form W-2 \Wage and Tax Statermment 2006

b Employer identification number {EIN) 1 Wages, tips, other compensation 2 Federal income tax withheld
87-1234567 2314.00
c Employer's name address, and ZIP cade 3 Social security wages 4 Social security tax withheld
Regulatory SCT University 2014.00
4 Country View Road 5 Medicare wages and tips 6 Medicare tax withheld
Malvern PA 19355 3600.00

7 Social security tips 8 allocated tips

300.00

d Employee's social security number 9 Advance EIC payment 10 Dependent care benefits
S55-11-4444
e Employee’s name, address, and ZIP code 11 Nonqualified plans 12 See Instructions for box 12
Bernice B Bellows 180.004

13 Statutory employee [ ] B
Box 123456 Retirernent plan [ % | G
Rﬂut? 33 Third-party sick pay [ ] S
winslow AZ 84002 L4 Other
15 State Employer's state ID number 16 State wages, tips, etc. 17 State income tax 18 Local wages, tips, etc. 19 Local income tax 20 Locality
Pa 13-123456 2314.00 71.02

Print

Steps
Follow these steps to complete the process.
1. Select W-2c Corrected Wage and Tax Statement from the Tax Forms menu.
2. Select the Tax Year for which you wish to review the W-2 statement.
3. Select your Employer or Institution from the corresponding pull-down list.
4. Click the Display button.
5. Select the Print button.

6. Select the Print option from the File menu of your web browser.

© SunGard 2004-2008 Self-Service for Employees
Page 38



Jobs Summary
[ ]

Jobs Summary

The Jobs Summary option allows you to access information on all of the jobs that you have
held at your institution.

Screen image

L'l
) 'ih SUNGARD HIGHER EDUCATION

Personal Information @3uTILTTET:
Search Gol RETURM TO MEMU SITE M&P  HELP  EXIT

Jobs Summary

&R Sclect the Job Title for more detailed information.

List of Jobs
Title Begin Date End Date
Cirector of Alumni Relations 01/01/08
Administrator 01,/01/04
. owered by
RELEASE: 8.0 SUNGARD HIGHER EDUCATION
Steps

Follow these steps to complete the process.
1. Select Jobs Summary from the Employee Services menu.
2. View your job summary information.

3. Click the job title to view the details of that job.
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Leave Balances
' .

Leave Balances

The Leave Balance option allows you to access your leave balance information.

Screen image

i-l_
L h SUNGARD HIGHER EDUCATION

Personal Information Alumni and Friends Advancement Officers Student and Financial Aid Faculty Services Emplm,'ee WebTailor Administra
Search I GDl RETURM T

Leave Balances
&R Select the link under the Type of Leave column to access detailed information.

List of Leave Types
TYPE of Leave Hours or Days Available Beginning Balance Earned as of Mar 18, 2008 Taken as of Mar 18, 2008 Available Balance

Sick Pay Days .00 .00 .00
“facation Pay  Days .00 .00 .00
Personal Fay Days .00 .00 .00

RELEASE: 8.0

Steps
Follow these steps to complete the process.
1. Select Leave Balances from the Employee Services menu.
2. View your leave balance information.

3. Click the type of leave to view by job information.
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Campus Directory
[ ]

Campus Directory

The Campus Directory option allows you to display contact information, such as mail
address and phone number, about other employees at your institution.

Screen image

- ” . ml’ SUNGARD HIGHER EDUCATION

Search I EI RETURN T
Campus Directory

&R Enter the search criteria and select Go.The percent sign is the wild card,

Employee Search

Last Name: IAdams

First Name: IEugene|

Directory By Last Name

[AIBID|F[GIH[I|K|LIM|IN[O|P[R|S|T|V|W]|Y]|Z]

Directory By Department

[AICIDIGIIIM|O|P|S|T]

Steps
Follow these steps to complete the process.
1. From the Employee Services menu, select Campus Directory.

2. Perform a Search using the employee first name, last name, or select the
Directory by Last Name or Directory by Department options.

3. View the selected information.
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View an Employee's Benefits/Deductions

Changes

Introduction

The Employee Deduction History Form (PEIDHIS) allows you to view an employee’s
benefit/deductions changes made on the Web.

Banner form

73 Employee Deduction History PEIDHIS 8.0 (BANS)

F|Tif‘Fany Harpel

Deduction Code:

Option 1:
Option 2:
Option 3:
Option 4:
Option 5:

Capture Date and Time:
User ID:

[ Deleted
Open Enrollment:

Begin Date:
End Date:

Status:

Amount 1:
Amount 2:
Amount 3:
Amount 4:

IREERREEN

W

[ Arrear Status

i

Effective Date:

——

Arrear Balance:

Reference Number:

— -
—

Combined Limit Rule Code:

Add or Replace
Indicator:

Payroll ID:
Employee Amount:
Employer Amount:

Applicable Gross:

-
cr
e
—
—
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Steps

Follow these steps to complete the process.

1.

2.

Access the Employee Deduction History Form (PEIDHIS).

Select the Search function in the ID field and select an employee.

Perform a Next Block function.

View the code in the Open Enrollment field to determine the action taken
during Open Enrollment.

Code Description

C The employee has continued the deduction through the
Open Enrollment function.

S The employee through the Open Enroliment function
newly selects the deduction.

T The employee has terminated the deduction through
the Open Enrollment function.

Y The employee has indicated that this deduction is among
his/her final choices by clicking the Complete Open
Enrollment button.

N The deduction is not involved in open enrollment.

View the checkbox in the Deleted field to determine if the benefit was deleted.

View the input in the Capture Date and Time field to determine the date and
time that the benefit was created.

View the input in the Combined Limit Rule Code field.

Note: The Combined Limit Rule Code field displays the code originally entered on
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PTRBDCL that has been associated with the specific deduction on PTRBDCA.

8. Click the Exit icon.
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Self Check

Directions

Use the information you have learned in this workbook to complete this self check activity.

Question 1:
What set of records does Banner maintain audit trails for?
a) Address changes
b) Deduction changes
c) Beneficiary/dependents changes

d) All of the above

Question 2:

The only time you can add a 401k deduction to your benefits is the first of every year.

True or False

Question 3:

PTRBDCA is where you define your benefits and customize them for your school.

True or False

Question 4:

Only certain benefit and deduction functions are capable to be changed and viewed by
employees.

True or False
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Question 5:

Account allocations can be found in the Direct Deposit Breakdown.

True or False

Question 6:

Only personal information is displayed on the Pay Stub.

True or False

Question 7:

The purpose of the Latest Year-End Statement to Display on Web field in the Installation
Rule Form (PTRINST) is to have control on when the last W2 can be displayed on the web.

True or False

Question 8:

If you entered some data incorrectly when updating your W-4 information there isn’t
anything you can do.

True or False
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Answer Key
[

Question 1

What set of records does Banner maintain audit trails for?
a) Address changes

b) Deduction changes

c) Beneficiary/dependents changes

d) All of the above

Question 2

The only time you can add a 401k deduction to your benefits is the first of every year. (True
or False)

False. Anytime as long as Banner is set up to allow changes to the 401k.

Question 3

PTRBDCA is where you define your benefits and customize them for your school. (True or
False)

True

Question 4

Only certain benefit and deduction functions are capable to be changed and viewed by
employees. (True or False)

False. All or no benefit and deduction functions can be viewed. It depends on
what your school wants your employees to see.

© SunGard 2004-2008 Self-Service for Employees
Page 47



Question 5

Account allocations can be found in the Direct Deposit Breakdown. (True or False)

True

Question 6

Only personal information is displayed on the Pay Stub. (True or False)

False. Everything that is displayed on the employee’s normal pay stub.

Question 7

The purpose of the Latest Year-End Statement to Display on Web field in the Installation
Rule Form (PTRINST) is to have control on when the last W2 can be displayed on the web.
(True or False)

True

Question 8

If you entered some data incorrectly when updating your W-4 information there isn't
anything you can do. (True or False)

False. Reset the form or delete the record.
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Appendix

mEEN

Section goal

The goal of this section is to provide reference materials related to the workbook.
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Forms Job Aid

Form Full Name Use this Form to...

used to define the processing rules for your benefit and deduction
PTRBCAT  Benefit Category Rule Form categories.

PTRBDCA Benefit/Deduction Rule Form used to define the processing rules for your benefits and deductions.

used to define the processing to be performed for the benefit
PTRBDPG Benefit/Deduction Grouping Rule Form  groups.

PTREARN Earnings Code Rule Form used to define processing rules for earnings codes.

used to define the rules governing the installation of Banner at your
PTRINST Installation Rule Form institution.

enable an identified Administrator to access other employees’
PTRUSER User Code Rule Form benefit statement via the web.

allows you to view an employee’s benefit/deductions changes made
PEIDHIS Employee Deduction History Form on the Web.
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