PLOYEE ACCESS CENTER
(EAC)

Features
Overview &
Instructions



designed to give Village employees the ability to review and submit changes to their personal

checks and W2s, as well as Leave Time Balances, and Salary, Deductions, and Benefits information is
re, too!

ven a “What If” Paycheck Calculator that can be used to test out how changes in deductions will affect
check.

70 % Village of Hoffman Estates .
\ “F_; *| Employee Access Center E | ﬁ r? ﬁ

Employee Tasks:

Click on the Update button if you need to change any information below.

Employee Information . " X .
Be sure to fill in the Effective Date and click Save to submit your changes.

Paychecks

Salary and Benefits By clicking the Save button after making changes in Update mode,
Leave Calendar & Balance you are authorizing the HRM Department to UPDATE

Print W2s your employee record to reflect those changes.

Print 1095-Cs -
Tax Withholding Info Information

Deductions and Benefits

"What If" Paycheck Calculator E.mplnyee ID: Previous Name: .
First Name: Release Information:
Middle Name: Phone Number:

Last Name: Work Phone:

Suffix: Work Email:
Address 1: SSN:

Address 2: Birth Date:

City: Hire Date:

State: Department:

Zip: Check Location:
Personal Email: Personal Cell Phone:
Other Phone: Emergency Cell Phone:
Years in Total:

Emergency Contact: Emergency Phone:
Physician: Physician Phone:
Spouse: Spouse Phone:

Staff State I1D:



e of the Village, you are able to retrieve this information at your convenience and from any
an internet connection.

d copies of your W2s or paychecks, there is no longer any need to contact the Finance Department.
)cuments are available wherever and whenever you need them.

Paychecks W2s
1

Zon 5 Village of Hoffman Estates -
k "L_‘ "'Eﬁ‘ripfzjgyee.qccess[emer B | ﬁ ? ﬁ ~

Employee Tasks: . . . —
Empi ee lrioraation Click on any Check Number in the list below "4 0 Village of Hoffman Estaty M ?8
to view, save, or print a PDF of that paycheck. .. (®));) Employee Access Center | H

Paychecks

Salary and Benefits Pgffchecks are viewable here as soon as payroll has been completed, Employee Tasks:
Leave Calendar & Balance which is ally two days before the actual Check Date when the funds will be available.

Print W2s
Print 1095-Cs

Click on arfy year in the list below to view, save, or print
a PDF of yougW?2 for that year of employment with the Village.

Employee Information

Payroll Check Information Paychecks

Salary and Benefits
Tax Withholding Info Check Number Check Date Pay Type Manual/Void/Adjustment Net Pay Leave Calendar & Balance
Deductions and Benefits V14 Direct Deposit | | Print W2s v Control
"What If" Paycheck Calculator Vi D!rect Depos_\t = Pri e e Numbor)
V14 [ ] Direct Deposit ] rint 1095-Cs Years Number Batch
V14 D!rect Depos_\t | Tax Withholding Info 2 1] 2
:’,—r—: g!rect Depost - Deductions and Benefits 2 0 2
irect Deposit n 2 ] 2
V14 Direct Deposit | "What " Paycheck Calculator 5 0 5
V14 Direct Deposit N N
V4 Direct Deposit |
V14 Direct Deposit |
V14 [ | Direct Deposit [
V14 Direct Deposit | H - S %
r —_—
:’i g::g g:gz:: — Note: A PDF document viewer is required o view W2 forms.
Vid Direct Deposit |
V14 Direct Deposit B
V14 Direct Deposit |
V14 Direct Deposit B
V14 . Direct Deposit ||
V14 Direct Deposit |
V14 Direct Deposit |
V14 Direct Deposit |
V14 Direct Deposit 7
V14 Direct Deposit
4 Dlirg, Donoc: 'l V

SunGard K-12 Education | www_sungardK12.com



Leave Balances

en you need to schedule time off, you can check your Leave Balances
1sing Employee Access Center.

7., 2\ Village of Hoffman Estates .
_ '“‘;;_f, ‘) Employee Access Center - ﬁ ? a

Employee Tasks:

Employee Information If your attendance is recorded during payroll processing,

Paychecks Leave Taken detail will appear in the Show Leave Detail column.

Salary and Benefits

Leave Calendar & Balance Leave Banks

Print W2s Leaye.Calend

Print 1095-Cs Unit of Show

Tax Withholding Info Code - Title Leave Taken YTD ‘ Earned YTD ’ Balance l b:?;i? ‘

Deductions and Benefits 041 - 40 HR SICK LEAVE Hours 5 O 3013 T23. 0809 =

"What If" Paycheck Calculator ;‘gdgﬁyR FLOATING Hours 40.0000 40.0000 0.0000 (¥
3&;{‘;0(*1“; VAL 4-10 Hours 64.0000 83.0772 124.5407 ¥

441 - 40 HR HOLIDAYS Hours 40.0000

56.0000 32.0000 Al




s web application from any device that has an
uding desktop PCs, tablets, and smart phones, and

orks on most internet browsers. There is a shortcut on your

e on the Village’s network to sign into EAC. Village PC to EAC - |

plus-ol.aspgov.com/hfm/EAC51/Login.aspx

rﬁ\ Village of Hoffman Estates
Vo {E),] Employee Access Center

User ID:

Internet Explorer on
han Village-owned PCs

ptops, you will need to set Password
atibility View for this
ite. This can be i
mplished by going to the
ve URL, then going to Tools, rorastyourBasswerdt
patibility View Settings, then Enter your Employee Number
k Add, which will add the and Password o Login
bsite. If you cannot remember your password, click on the Forgot Your

Password Link above, and your password will be ematled to you.



umber and the
of your Social —

ber are all you G ‘Ql “%\ Village of Hoffman Estates
G\ (E) ") Employee Access Center

\

already using Time
r payroll, your login
tials (ID and password)
ared by Time Entry and Password:| Last 4 digits of SSN
oyee Access Center, so
. For those currently

e is no need to remember R

using Time Entry, use

ther User ID and password! the password you use
for Time Entry.

Find your Employee ID
on your pay voucher
or paycheck stub.

User ID:| Enter Your Employee ID

Login

Forgot your Password?

Enter your Employee Number
and Password to Login.

If you cannot remember your password, click on the Forgot Your
Password Link above, and your password will be emailed to you.



i (E) ‘| Employee Access Center
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Employee Tasks:
Employee Information
Paychecks
Salary and Benefits
Leave Calendar & Balance
Print W2s
Print 1095 Cs
Tax Withholding Info
Deductions and Benefits
"What If" Paycheck Calculator

Change Password

Old Password: |

New Password: |

Re-Type New Password: |

| Change Password

2

The first time you log in,
you should change your
password from the last
four digits of your SSN to
a longer, strong password.

Click on the drop down arrow, and select
Preferences after logging in for the first
time to change your password. Your
password should be changed to protect
your employee info.

Even for those currently using Time Entry, it is recommended that you change
yours to a strong password.
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Employee Tasks: . . . .
Click on the Update butten if you need to change any information below.

Employee Information . . - .
Be sure to fill in the Effective Date and click Save to submit your changes.

Paychecks

Salary and Benefits By clicking the Save button after making changes in Update mode,
Leave Calendar & Balance you are authorizing the HRM Department to UPDATE

Print W2s your employee record to reflect those changes.

Print 1095-Cs :
Tax Withholding Info Information

Deductions and Benefits "

"What If" Paycheck Calculator Employee ID: FTevious Name:
First Name: Release Information:

Middle Name: Phone Number:

Last Name: Work Phone:

Suffix: Work Email:
Address 1: SSN:

Address 2: Birth Date:

City: Hire Date:

State: Department:

Zip: Check Location:
Personal Email: Personal Cell Phone:
Other Phone: Emergency Cell Phone:
Years in Total:

Emergency Contact: Emergency Phone:
Physician: Physician Phone:
Spouse: Spouse Phone:

Staff State ID:

Under Employee Tasks,
choose
Employee Information

Notice the Update option
which can be used to submit
changes or corrections to
your Employee Record.



rmine the fields
e to update by the
urrounds each of

ges are needed, be sure
er the Effective Date,

h defaults to the current
e, then click Save at the
ttom of the window to

bmit your entries.

lease note that your record is
not immediately updated
when you click on Save.

Changes will be reviewed and
posted by the HRM
Department.

75 3 Village of Hoffman Estat

E)/7] Employee Access Center

Employee Tasks:

Employee Information
Paychecks

Salary and Benefits

Leave Calendar & Balance
Print W2s

Print 1095-Cs

Tax Withholding Info
Deductions and Benefits
"What If" Paycheck Calculator

‘7?8

or Inc. All Rights Reserved

Click on the Update button if you need to change any information below.
Be sure to fill in the Effective Date and click Save to submit your changes.

By clicking the Save button after making changes in Update mode,
you are authorizing the HRM Department to UPDATE
your employee record to reflect those changes.

Employee ID:
First Name:

Middle Name:
Last Name:
Suffix:

Address 1:
Address 2:
City:

State:

Zip:

Personal Email:

Other Phone:
Years in Total:

Emergency Contact:

Physician:
Spouse:

Staff State ID:
Effective Date:

i ]

P e ——
( [1/472017 )

Previous Name:
Release Information:

Phone Number:
Work Phone:
Work Email:
SSN:

Birth Date:

Hire Date:
Department:
Check Location:

Personal Cell Phone:

Emergency Cell Phone:

Emergency Phone:
Physician Phone:

Spouse Phone:

Cancel

ucation | www_sungardi12.com
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Employee Tasks:
Employee Information
Paychecks
Salary and Benefits
Leave Calendar & Balance
Print W2s
Print 1095-Cs

Click on any Check Number in the list below
to view, save, or print a PDF of that paycheck.

Paychecks are viewable here as soon as payroll has been completed,
which is usually two days before the actual Check Date when the funds will be available.

Payroll Check Information

Tax Withholding Info

Deductions and Benefits

"What If” Paycheck Calculator

Check Number Check Date Pay Type Manual/Void/Adjustment Net Pay |
Vi4 || Direct Deposit |
V14 Direct Deposit |
Vi4 . Direct Deposit o
V14 Direct Deposit |
Vi4 Direct Deposit |
V14 Direct Deposit B
Vi4 Direct Deposit o
V14 Direct Deposit |
V14 Direct Deposit |
V14 Direct Deposit |
Vi4 Direct Deposit ||
V14 Direct Deposit |
Vi4 Direct Deposit N
V14 Direct Deposit |
Vi4 Direct Deposit
V14 Direct Depaosit B
Vi4 Direct Deposit |
W14 Direct Deposit |
Vi4 Direct Deposit .
V14 Direct Deposit |
Vi4 Direct Deposit |
V14 Direct Deposit |
Vi4 Direct Deposit B
Vi4 Direct Deposit |

i SunGard K-12 Education | www_sungardk12.cc

Paychecks

Your Paycheck History is
available going back to when
we began use of FinancePLUS
in 2000, if you have been here
that long!

Click on the Check Number,
and a PDF of your check will

pop up.



VILLAGE OF HOFFMAN ESTATES

1900 HASSELL ROAD

HOPFMAN ESTATES,IL 60169-6308

*************

CHECK DATE  CHECK KO.
9/5/2014 V1446383

—Copy

CREATED BY EMPLOYEE ACCESS CENTER T o | Paied ChocE N Check Date
Statement of Earnings and Deductions 700 Bl 446
Description Hours Rate Current Year to Date Description Current Year 10 Date Current Yoar to Date
REC F | FICA %
s1CK MEDICARE
VACATION FED TAX
= STATE TAX
BOLIDAY IMRF
s PLANI SIKG
IMRF LIFE
LEGAL
‘|crREDIT TN
SUPP LIFE
IMRF VA
GTL
DIR DI
Totals 80.00 Totals [ B
Leave Earned Taken | End Balance Direct Deposit Net Pay
ICK LEAVE - i W94 [enc
LTNG HOL 1.0 .00
VAC/15DAY. 1.0 54 CATHERINE L ERRICHI ELLO
HOLIDAY .0 00 Tic nformai
Fed State
MARITAL STATUS MF a
EXEMPTIONS
Notes:

Note that these are your actual
pay stubs and may be printed out
as you wish.

This is a great way to gather
information required for loans and
other times

when check stubs are

needed.



Histoncal Salary and Benefits Statement for 1/1/2014 to 12/31/2014

Historical information is accurate as of the last payroll calculation

Earmings

Title | Eamings |
REGULAR HOURS N
SICK 58
VACATION 67
FLOATING ROLIDAY 83
HOLIDAY 34
HEALTH INSURANCE WANVER 50
DEATH IN FAMILY 15
Total Eamings: 54

Titte | Benefit |
FICA B84
MEDICARE 07
IMRF .25
PLAN 3 SINGLE 92
GROUP TERM LIFE INSURANCE 40
Total Benefits: 28
Total Compensation: 82
Benefits as a Percentage of Earnings: 3336 %
Benefits as 3 Percentage of Total Compensation: 2501 %

Peccentages in chart below are based on Total Compensation.

SALARY, 74.99%

GROUP TERM LIFE INSURAN

‘ PLAN 3 SINGLE, B.38%
\ IMRF, 10.86%

FICA, ‘.“#EDICARE. 1.09%

Calculated Salary and Senafite Remove Meny for Printing

Salary and Benefits

Salary and Benefit Information for
the current calendar year is now at
your fingertips.

Here is an example of the
Historical Option.



Salary and Benefit Information

Amounts shown below are calculated projections
based on formulas,
not actual amounts earned or taxes and benefit deductions

alculated ————

Job Class | Step | Rate | Annual Salary |
hich provides T e %
Total Salary: @7

ons Of yO ur Paid Calendar Year To Date: h

Benefits Statement:

d B f . 2 Employer Calendar Employee Calendar
a n e n e It S Deduction Employer Paid Annual Year To Date Yoar To Date
IMRF 16 25 03
gh the end Of the PLAN 3 SINGLE 0 82 62
IMRF LIFE o 00 0
LEGAL 00 00 49
CREDIT UNION 00 00 00
ndar year. L A o o B
IMRF VAC 00 00 78
GROUP TERM LIFE
INSURANCE 00 @« 00
DIR DEP 00 00 45
FICA 20 64 64
MEDICARE m” 07 o7
Total Benefit Cost: 83
Total Employee Compensation: 80
Benefits as a Percentage of Eamings: 221%%
Benefits as a Percentage of Total Employee Compensation: 18.12%

Salacy and Benefits Pie Chart (Percentages are based oa Total Enployee Compensation.)

SALARY, 81.88%

SRS MEDICARE, 1.19%
‘ FICA. 5.08%

IMRF, 11.86%



Leave Banks and Leave Calendar

this section, you may check your Leave Balances and Leave Taken for particular dates(s)
nd type(s).

The following two pages show examples of what information is available in these sections.

Further options may be available in the future, and information will be provided when new
options are implemented.



' Village of Hoffman Estat

€))7} Employee Access Center

Leave Bank Option

THOMAS ERRICHIELLO ~ ﬁ ? b

Employee Tasks:
Employee Information
Paychecks
Salary and Benefits

Leave Calendar & Balance

If your attendance is recorded during payroll processing

Leave Taken detail will appear in the Show Leave Detail column

Leave Banks
Leave Calendar

[ .

Print W2s

Print 1095-Cs

T-~ Withholding Info
Deductions and Benefits
“"What If” Paycheck Calculator

nce

it Unit of EIRRREI= TN PRVZTN
041 - 40 HR SICK LEAVE Hours 76.2500 66 4614 123.9409
141 - 40 HR FLOATING
HOLIDAY Hours 40.0000 40.0000 0.0000
242 - 40 HR VAC 4-10
YEARS (15) Hours 64.0000 830772 1245407
441 - 40 HR HOLIDAYS Hours 40.0000 56.0000 32.0000
Description From To Hours Posted Remarks
HOLIDAY 07/04/2006  07/04/2006 0000 U UNPOSTED TIME ENT?
1
' =
HOLIDAY 01/01/2008 01/01/2008 8.0000 P HOLIDAY
HOLIDAY 05/26/2008  05/26/2008 £.0000 P FROM TIME ENTRY
HOLIDAY 07/04/2008  07/04/2008 8.0000 P
HOLIDAY 09/01/2008 O09/01/2008 8.0000 P FROM TIME ENTRY
HOLIDAY 11/27/2008  11/27/2008 8.0000 P FROM TIME ENTRY
HOLIDAY 12/24/2008  12/24/2008 3.0000 P FROM TIME ENTRY
HOLIDAY 127252008 1272572008 8.0000 P FROM TIME ENTRY
HOLIDAY 05/25/2009  05/25/2009 8.0000 P FROM TIME ENTRY
HOLIDAY 11/26/2009  11/26/2009 £.0000 P FROM TIME ENTRY
HOLIDAY 12/24/2009 12/2472009 8.0000 P FROM TIME ENTRY
HOLIDAY 12/25/2009  12/25/2009 8.0000 P FROM TIME ENTRY
HOLIDAY 01/01/2010 01/01/2010 8.0000 P FROM TIME ENTRY
HOLIDAY 05/31/2010 05/31/2010 8.0000 P FROM TIME ENTRY
HOLIDAY 07/05/2010  07/05/2010 3.0000 P FROM TIME ENTRY
HOLIDAY 09/06/2010  09/06/2010 8.0000 P FROM TIME ENTRY
HOLIDAY 11/25/2010  11/25/2010 8.0000 P FROM TIME ENTRY
HOLIDAY 12/23/2010  12/23/2010 8.0000 P FROM TIME ENTRY
HOLIDAY 12/24/2010 1272472010 8.0000 P FROM TIME ENTRY
HOLIDAY 12/31/2010 12/31/2010 8.0000 P FROM TIME ENTRY
HOLIDAY 07/04/2011 07/0472011 8.0000 P FROM TIME ENTRY
HOLIDAY 09/05/2011 09/05/2011 8.0000 P FROM TIME ENTRY
HOLIDAY 11/24/2011 1172472011 8.0000 P FROM TIME ENTRY

Show
Leave
Detail

|

For those employees with
more detail available,
there is the option to

expand each Leave Type
to see the hours and date
the Leave Type was taken.




If your attendance is recorded during payroll processing,
Leave Taken detail will appear on the calendar below.

Leave Calendar

Leave Calendar Option

endar with Leave Detail on dates taken. This detail is visible since 2013 for all employees.

N\

Change dates here to see detail for other years.

Leave Banks
December 2009 January 2010 February 2010 March 2010 . H H H H
SMTW IR S S WTW T s S M T WIS ST s Clicking on a date with a colored box will display Leave
6 7 8 9 01112 3 4856789 78 91011213 789101120 .
114 SEET 8t 10 T 1405 16 1495 EUNIE 190 14156 T 8 e Taken details for that date above the calendar.
2282 arm V18R NNRD NEMNHXBT NNDNBNN
M2 0 g: X228 NN 2B 2% %N
April 2010 May 2010 June 2010 July 2010
SMTWTFS SMTWTFS SMTWTFS SMTWTEF S
12 3 1 1 2 e s 123
4 5 628 910 2345678 679890112 sl s N0
1112 23S 1617 9 10 11 12 13 34 15 13 14 15 36 17 W 19 31 12 13 14 15 36 17
BWIWVNRNBA BT B0 NN2 DMERDNJN BW0N2DHU
22T W0 232.4:szezr-zoz : R R
»
| eave Calenda’
August 2010 September 2010 November 2010 -
SMTWTFS SMTWTFS SMTWT TWTFS Leave Banks ™
;’3" ‘i 5” 6" ’7l 5 7 ; : 3‘ ‘1 oré 5 & .7 2\39 ‘1 5263 A
1143 13 & %0 ¢ . oA,
15 96 17 18 19 2020 12 13 W ISP YT 18 10 AN 12 13 Ay ¥ 17181920 Description From | To | Hours Posted Remarks
2NNV N WHNR 17 18 AN 2 ) 2 7
RN 2T d AR AR M® I EmT nimn 27\ ook SIcK 412912010 4/29/2010  2.5000 Y FROM TIME ENTRY
3
December 2009 January 2010 February 2010 March 2010
e SMTWTFS SMTWTFS SMTWTFS SMTWTF S
.3 e 1 2 3 405 o 1 2 .3 4 508 Bl 2 3 4 5 6
56 7 8 9 101 6 7 8 9 101112 3 4ﬁ6 7 8 9 7 8 910111213 7 8 9 10 11 12 13
12 1) 14 1548 17 13 . are . 13 14 158117 153 19 10 11| 13 14 15 16 14 15 167 13 19 20 14 15 16 17 18 18 20
9 20 21 a‘n Notice ability to see Leave Type with pop-out. En 211 22 123 26 17 18 19 20 21 22 23 2122123 24 25 26 27 21 22 23 24 25 26 27
BT RHBN 27 |28 29 30 24 25 2627128 29 30 28 28 29 30 31
31
WEEX DAY %
NEDHEND DAY April 2010 May 2010 June 2010 July 2010
Pt SMTWTFS SMTWTFS SMTWTTFS SMTWTF S
I © == FLoATING HOLCAY 1 2 23 1 1 2 B3 5 ¥ 32 B3
43 WR VAZ 413 VEARS (18 4 56 78 910 2 3 456 78 678 9101112 4 @6 7 8 9 10
. ) 4308 HOLTAYS 11 12 1315 16 17 9 10 11 12 13 14 15 13 14 15 16 17 18 19 11 12 13 14 15 16 17
View History Leave: | 127232009 - 121212010 v 18 19 20 21122/23 24 16 17 18 19 20 21 22 20MM22 23 24 25 26 18 19 20 21 22 23 24
R 25 1261 27 2529 30 23 24 25 26 27 @29 27 25 29 30 25 26 27 28 29 30 31
30




Print W2s

Historical W2 forms are available in this section to print as needed.

7 Village of Hoffman Estates .
\ !!';-_'._‘.- Emp.l't?}ree Access Center / . ﬁ ’? ﬁ

Employee Tasks: . . . . .
Click on any year in the list below to view, save, or print

Paychecks a PDF of your W2 for that year of employment with the Village.

Leave Calendar & Balance

Employee Information

Print Was Available Sequence I:::mmhr:rli
Print 1095-Cs Years Number Batch
Tax Withheolding Info i 0 3
Deductions and Benefits 2 0 2
"What If" Paycheck Calculator e 0 2 —
2 0 2
oy 1

ADDBE* READER

HNote: & PDF document viewer is required to view W2 forms.




These are official W2 forms and
— therefore, may be used for tax
= ‘ filings or any other purpose for
- which an employee would

o require them.




Withholding Info

ction allows you to view
pdate your withholding

ere are links to Federal and
tate W4s.

Like the updates to Employee
Info, these changes will be
reviewed and posted by HRM.

g ,, 3 Village of Hoffman Estat
“1e)F) Employee Access Center

=

-

® 7?0

Employee Tasks:
Employee Information
Paychecks
Salary and Benefits
Leave Calendar & Balance
Print W2s
Print 1095-Cs
Tax Withholding Info
Deductions and Benefits
"What IT" Paycheck Calculator

Click on the Update button if you need to change your withholding levels.
Be sure to fill in the Effective Date field and click Save when done.

By clicking the Save button after making changes in Update mode,

you are authorizing the HRM Department to UPDATE
your employee record to reflect those changes.

For your convenience, links to the Federal and State W4 forms are provided below.

Please complete the appropriate form and submit to HRM.

Tax Information

Printed W2 : Printed W2

Exempt: N - Not Exempt No. of Exemptions: i}
Filing Status: SF Additional Withholding: 0.00
Instructions: Flease make changes to the Federal Withholding fields and click on the Federal 'W-4

form to compilete it for submission to HRM.

Federal W-4 Form

Exempt:
Filing Status:
State:

Instructions:

llinois WW-4 Form

N - Not Exempt No. of Exemptions: i}
B Additional Withholding: 0.00
IL

PLEASE NOTE: The State of lllinois Tax Withholding is not calculated on
Marital Status; it is calculated on Basic Allowances (B). Therefore, do not
change it to Married or Single. Make adjustments for your number of
allowances in the No. of Exemptions field.

Flease make changes to the State Withholding fields and click on the Illinois W-4 form to
complete it for submission to HRM.

SunGard K-12 Education | www_sungardk12.com



ctions and Benefits

a Deduction Title here
able to see

your current deductions. By

nal details for that deduction.

Deductions and Benefits Information

To see more detail for a particular deduction,

Click the Deduction Title Link in the column below.

Mote that only currently Active deductions appear here.

. . Employee Employee Employer Employer
LE LR UL e Paid YTD Paid YTD

IMRE Active 4 50%, $138.00 12.839%) $393 .46
PPO-3 - SINGLE Active $7.23 §7.23 $361.25 $361.25
FSA - Inactive $0.00 $0.00 $0.00 30.00
[Inactive $0.00 $0.00 $0.00 $0.00
| \MRF LIFE ' $0.00
1 Al A o_al L e L B ') man SD‘_D{]
$0.00
Deduction Information $0.00
$0.00
Code 1023 Title PPO-3 - SINGLE :g-%

Status Active Benefit Effective Date -
Employee Paid $7.23 Employer Paid $361.25 $0.00
Maximum Deduction Maximum Benefit $0.00

Cancel

Eaming Information for This Deduction

Current Month Quarter Year Inception
Employee 723 7.23 7.23 7.23 1,016.43
Employer 361.25 361.25 361.25 361.25 361.25 40,259.29
Salary 3.,066.71 0.00 3,066.71 3,066.71 3,066.71




HOW TO GET HELP

‘o % Village of Hoffman Estates
£))7) Employee Access Center 2

‘a@)a

There is a Help Menu which is
content specific, so if you click
the Question mark on a specific

- page, help for that page will
pop up.

= | /\

Employee Tasks: If your attendance is recorded during payroll processing
Employee Information Leave Taken detail will appear in the Show Leave Detail column
Paychecks

5 Leave Banks
Salary and Benefits Leave Calendar
Leave Calendar & Balance Unit of ‘ |

Code - Title Taken YTD Eamed YTD Balance
Print W2s . Leave , | _
. 041-40HR SICKLEAVE  Hours 76.2500 66.4614 1230409

e L= A0 HR ELOATING S e 40,0000 40.0000 0.0000
Tax Withholding Info HOLIDAY :

A 42 - 40 HR VAC 4-1 = z
Dediictions and Benefits $Ezms°“ Aectay Hours 64.0000 83.0772 124.5407
"What If" Paycheck Calculator 441 - 40 HR HOLIDAYS Hours 40.0000 56.0000 32.0000

Description From To Hours Posted Remarks

If you are having problems signing in to Employee Access Center,
please contact the HRM Department during regular business hours.

If you have questions about your info contained in the Employee
Information section or regarding Salary, Deductions or Benefits, please
contact the HRM Department during regular business hours.

For issues related to Tax Withholding, W2s, or Leave Time, please
contact Sharon Hellstrom in the Finance Department during regular
business hours.

R L

Leave Banks Page

The Leave Banks page shows you all the types of leave you are eligible to take or earn in the current fiscal year. displaying for each type the total number of leave units
you earned for the year, the number of leave units you have taken so far, and the number of units you can still take. The units for each leave are defined by your
organization's Human Resources department and can either be in days or hours. At the top of this page, your Employee Access Center system administrator may also
display a statement with additional information

Use this page for the following purposes:

(2] To view leave banks summary information:

[ To view or hide leave bank details:

[2] To return to the leave information page:

Field Descriptions

[ Code-Title

C Unit of Leave

(2] Taken YTD (Year to Date
[ Eamed YTD (Year to Date
(2] Balance

(2] Show Leave Detail

Term Definitions

(] Leave Bank
[ Leave Day
[ Leave Type

See also:

Leave Information Page
Leave Requests Page




