
EMPLOYEE ACCESS CENTER
(EAC)

Features 
Overview & 
Instructions



This application is designed to give Village employees the ability to review and submit changes to their personal 
information.

Copies of Paychecks and W2s, as well as Leave Time Balances, and Salary, Deductions, and Benefits information is 
available here, too!

There is even a “What If” Paycheck Calculator that can be used to test out how changes in deductions will affect 
your paycheck.



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

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

Paychecks W2s 



Leave Balances

When you need to schedule time off, you can check your Leave Balances 
using Employee Access Center.



You may gain access to this web application from any device that has an 
internet connection, including desktop PCs, tablets, and smart phones, and 
from any location. It works on most internet browsers.

You do not have to be on the Village’s network to sign into EAC.

If using Internet Explorer on 
other than Village-owned PCs 
and laptops, you will need to set 
Compatibility View for this 
website. This can be 
accomplished by going to the 
above URL, then going to Tools, 
Compatibility View Settings, then 
click Add, which will add the 
website.

There is a shortcut on your 
Village PC to EAC -

The URL is 

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



Your employee number and the 
last four digits of your Social 
Security Number are all you 
need to login. 

For those already using Time 
Entry for payroll, your login 
credentials (ID and password) 
are shared by Time Entry and 
Employee Access Center, so 
there is no need to remember 
another User ID and password!



Even for those currently using Time Entry, it is recommended that you change 
yours to a 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.



Under Employee Tasks, 
choose

Employee Information

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



You can determine the fields 
you are able to update by the 
box that surrounds each of 
them.

If changes are needed, be sure 
to enter the Effective Date, 
which defaults to the current 
date, then click Save at the 
bottom of the window to 
submit your entries.

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

Changes will be reviewed and 
posted by the HRM 
Department.



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.



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.



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.



Here is a Calculated 
Option, which provides 
projections of your 
Salary and Benefits 
through the end of the 
calendar year.



Leave Banks and Leave Calendar

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



The top section of 
this page shows the 
balances available 
for each Leave Type.

Leave Bank Option

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.



Leave Calendar Option

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

Clicking on a date with a colored box will display Leave 
Taken details for that date above the calendar.

Change dates here to see detail for other years.

Notice ability to see Leave Type with pop-out.



Print W2s

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



These are official W2 forms and 
therefore, may be used for tax 
filings or any other purpose for 
which an employee would 
require them.



Tax Withholding Info

This section allows you to view 
and update your withholding 
info.

There are links to Federal and 
State W4s.

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



Deductions and Benefits

Displays all your current deductions.  By 
clicking on a Deduction Title here
you are able to see 
additional details for that deduction.



HOW TO GET HELP
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.

 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.


